
A HRMS(esparsh) is a software application that combines many human 

resources functions, including benefits administration, payroll, recruiting and 

training, and performance analysis and review into one portal. 

Process and Work Flow of Item Creation=> 

Step1=>Write the url: http://172.20.0.3:8086,You will see a window like below 

screen 
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http://172.20.0.3:8086/


 

 

 

Step2=>Click on HRMS Executives and you will see a window like below screen

 
 

 

Step3=>Login with username (your employee code) and password. Kindly Ask 

Your username and password to software consultants. After login You will see a 

window like below screen. 

 

 
 



Menu Description => 

 

 
 

 

 

  

 

  

 

 

 

 

 

 

 

 

 

 

For applying comp off (Comp off is 

applicable only if you have given 

extra 4 hours in working days) 

My Portal is a combination of 

submenus like :-(leave 

home,Payslip,my leave etc.) 

To See the leave summery 

To apply for changing the shift 

To see attendance 

To view and download the Salary slip  

To see the attendance summery 

Not Applicable 

To Apply for Official gate pass 

To Apply for Personal gate pass 

Here we can see the leave status 

To Apply for Leave 

To Apply for Comp Off 

To Apply for Comp Off 

Shortcuts option 



 

 

Type of Shifts in HRMS 

• GS : 9:00 AM - 6:00 PM (18:00) 

• GS1 : 9:00 PM (21:00) – 6:00 AM (30:00) 

• GS2 : 7:00 AM – 4:00 PM (16:00) 

• GS3 : 2:00 PM (14:00) – 11:00 PM (23:00) 

• GS4 : 12:00 PM – 9:00 PM (21:00) 

 

 

Quick links like holiday list etc. 



 

How to apply Leave? 

 

 

Points to Understand 

 You have to tick one of the Leave balance before submitting the leave 

 Leave irrespective of its status (approved or unapproved) can be cancelled. 

 Once canceled it goes for cancellation approval to HOD, After Approval from 

HOD the leave is cancelled.  



Cancellation of Approved or Unapproved Leave 

 

 



Applying On Duty Request(Official gate pass) 

 

New window will appear to fill form like below image 

 

Click to new Request 



Applying Permission Request (Personal gate pass) 

 

New window will appear to fill form like below image 

 

 

Note: Personal gate pass is only applicable for 3 and a half hours only 

 

Click for new request 



Availing Comp Off 

• Comp Off is only applicable to Production team & 

Salary distribution team. 

• Comp off can be availed only for Extra working on 

Half Saturdays. 

• Extra working should be more than 4 Hrs. to be 

eligible for Comp Off 

• There are two steps to avail comp off: 

1. First step is to credit the comp off in 

your account. 

2. Second step is to apply the comp off 

just like you apply the leave. 

 

Applying Comp Off Credit  



Applying Comp Off 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 


