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All officers/officials of this Directorate are directed to strictly adhere to
the following guidelines with immediate effect:

1. Leave applications for all officers/officials shall be submitted and
processed through the e-HRMS 2.0 portal (Step-by-step procedure for
Applying Leave through E-HRMS 2.0 Portal is enclosed).

1. Physical files, if any, shall be recorded in e-Office to ensure their proper
tracking.

ii. Record of both physmal files and e-files shall be prepared by each
Section/ISPW Station.

iv.  All officers/officials using e-office shall e-sign/DSC sign the e-file before
sending it.

V. Nodal Officer for AEBAS shall forward monthly attendance report of all
Sections/Stations to the respective Section / In-charge/SS.

2 This issues with the approval of the Competent Authority.

—

3. Hindi version will follow. .

L
Lo v A
(Mahesh Kumar Pachar)
Joint Assistant Director(Admn.)

Copy to:-

1. P8 te Director.

2. PA to Addl. Director(HQ) / PA to Addl. Director(OPS).
3. All JDs/DDs/ZAOs.

4. 1/C of All sections HQrs/CPRTI/POLNET Hub.

5. I/C of All ISPW Stations/ All RPWTlIs.
6. AD (IT): for uploading on the website of DCPW.

7. File.



Steps for Applying Leave through E-HRMS 2.0 Portal

i 9 Steps to update reporting & Reviewing Officer:

1. Log in as an Employee. Employee Services > Leave > Click on Update
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ii. Select - Option as shown below and enter Name/Email ID of
Reporting/Reviewing Officer, then click on save changes.
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2 Log in as an Employee. Apply > Leave > Apply for Leave > Fill in the
details > Submit.
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Note: If any employee is not registered on E-HRMS 2.0 Portal, then SS/ Section
I/C shall forward details of all such employees (Name, Desgn, Govt. Email ID,
Mob No.) to Shri Mahesh Pachar, JAD (Admn) at (mahesh.66@dcpw.gov.in).

(If any employee does not have Govt. Email ID, then please contact IT Section).



