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Samarth Portal Login:
URL to open Samarth Login Page : https://dducollege-du.samarth.ac.in

This link is also available on the Home Page of the College Website under the Tab “Samarth”.
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Login on Samarth Portal:
Step 1: Login your dashboard

Fill the given Username and Password and click on Login.

DEEN DAYAL UPADHYAYA COLLEGE

Usernarnmese *

|L.I SErnarme

Passwword * Forgot Password 7

Passwword



Steps for a new leave application:

Step 2: After Login to the Samarth Portal, You will see the dashboard, now click on Apply for Leave as follows:

-4 eGov | Dashboard Change Page Font Size: A- A A+ B001-Sandeep Bhardwaj, Senior Technical Assistant (Cg

+ Employee Services Dashboard
*+ Finance
My Leaves Academic
+ Governance
0 98
+ Academic » Awalled » Rvallable ¥ o Assigned Courses [Programme-Course) =
Module and Apps spacific personalized statistics straight away on tha
dashboard for quick access and a redefined navigation for a batter user
+ Campus Services Upcoming Leaves ' o Question Paper Management System . experience along with entire redesigned thema's user exparience.

+ Data Management

+ Administration

+ Account Settings

¥ o Apply for Leave 3

¥ o View Leave Account =

¥ o View all Leave Applications -



Steps for a new leave application:

Step 3: After Clicking on apply for leave, You will see the window to fill required leave details as follows:

a Change Page Font Size: A- A B001-Sandeep Bhardwaj, Senior Technical
eGov Leave Apply For Leave A+ Centre) (Employee)
- Leave
prisaTioNs Apply For Leave
Leave

Station Leawve Leave Type * cnlart | o

Select Leave ~
Compensatory Requests | Q.
APPLY FOR
Casual Leave (Contractual)

Leave From Date / Time Compensatory Leave (Mon Teaching)

Extra Ordinary Leave (Without Pay)
Station Leave

Medical Leave (Contractual)

To Date / Time . .
Compensatory Requests Restricted Holiday (Contractual)

LEAVE ACCOUNT

Account
Prefix

My Buffer Balance

Holiday just before the first day of employee leave that has been applied for.
Leave Ledger

Suffix
Buffer History

Holiday that falls consecutive to the last day of the employee leave apllied for.

Purpose *
Select

Reason [ Description *



Steps for a new leave application:

Step 3: After Clicking on apply for leave, You will see the window to fill required leave details as follows:

Compensatory Reguests Reason / Description *

APPLY FOR

LT — Describe purpose of leave in brief

T Upload Supporting Document e %

Compensatory Requests

LEAVE ACCOUNT

Drag & drop files here ...
Account

My Buffer Balance

Leave Ledger

1] Z)cancel B Browse ...

Buffer History

Station Leave 7 *
Select

Is the employee going out of station during/for the leave? Choose Yes/No



Steps for a new leave application:

Step 3: If you are going out of station during leave then select “Yes” from drop down under station leave and
thereafter, you will be required to give following information:

Station Leave ? *
Yeas

Is the employee going out of station during/for the leave? Choose Yes/MNo

Country Leave 7
Select

Is the employee going out of country during/for the leave? Choose Yes/Mo

Emergency Contact Details

Contact details of someone to reach for emergency purpose

Visiting Country/State Address

Mame of country/State you are heading to



Steps for a new leave application:

Step 4: After filling up the details and click save, you will get the preview of the applied leave:

Leave Record Number CL_Cont2600351 Leave Status Saveu!Draﬂ.'

Employee Name & Code Mr. Sandeep Bhardwaj & 6001

Leave Type Casual Leave [Contractual)

From 10 Mar 2026 (& am) To 10 Mar 2026 (5.30 pm)
Total Days applied for : 1 Post Dated Mo

Employee Organization Unit Computer Centre

Designation Senior Technical Assistant (Computer)

Prefix: Sufix:

Reason [ Description To attend family function Leave Created Date 09 Mar, 2026 14:59:53
Purpose Perscnal

Station Leave No

Country Leave

Visiting CountryfState Address Emergency Contact Details

Combined Leave No

University/institution Mame & Address

Teaching Assignment Teaching Arrangement

Financial Obligation

Financial Assistance MNA Amount in INR

-

Invitation Mo Invitation File Supperting Document Nao Uploaded File



Steps for a new leave application:

Step 4: At the bottom of the screen, you will see the status of the leave applied:

Leave Recommendation Status Recommend Remarks
Recommended By Recommended On
Leave Approval Status Sanction Remarks
Sanctioned By Sanctioned On
Rejected By Rejected On
Cancelled By Cancelled On
Cancellation Reason Cancel Remarks

Approval Hierarchy

ADD_REVIEWLevel 1 Assistant (Admin) Username: non_teaching_da
ADD_REVIEWLevel 2 Section Officer (Admin) Username: so_admin
ADD_REVIEWLevel 3 Administrative Officer {Admin) Username: ac_admin
SANCTION Principal {Admin) Username: principal_admin

Status

Status

Status

Status

Pending
Pending
Pending

Pending

m Edit Go Back



To view leave account:

You may view your leave account by clicking on “View Leave Account” as follows :

Employees can see assigned leaves on their accounts, which are assigned to them by the leave
administrator.

Dashboard
My Leaves Academic
o 98
= Fpealled = Avallable

¥ o Assigned Courses (Programme-Course)

Upcoming Leaves

¥ o Question Paper Management System
Casual Leave (Contractual) Mar 10, 2026 to Mar 10, 2026 # ADD_REVIEWLevel 1

% o Apply for Leave

¥ o View Leave Account _ -

¥ o View all Leave Applications



To view leave account:
After clicking on “View Leave Account” you will see the window as follows :
Employees can see assigned leaves on their accounts, which are assigned to them by the leave

administrator.

Leave Account

Select Columns Expart

Showing 1-4 of 4 items.

C # D Cadre Designation Organization Unit Leave Year Opening Balance Closing Balance
[ P t A t A '
C 1 723 Mon-Teaching Senior Technical Computer Centre Extra Ordinary 2026 a0 a0
Assistant Leawve (Without
[Computer) Pay)
C 2 627 Mon-Teaching Senior Technical Computer Centre Restricted Holiday 2025 1 1
Assistant [Contractual)
(Computer)
C 3 620 Men-Teaching Senior Technical Computar Centre Medical Leave 2025 3 3
Assistant {Contractual)
[(Computer)
C 4 658 Men-Teaching Senior Technical Computer Centre Casual Leave 2025 4 3
Assistant {Contractual)
{Computer) ‘



To view Leave Ledger:

Employees can see their leave ledger as debit or credit (consumption of leaves):

1Y eGov | Leave | Leave Ledgers Change Page Fo

ssx Loave $
Leave Ledgers

Leave

Station Leave Select Columns | Expart

Search  dd-—--yyyy 0 dd---—--yyyy [m]

Showing 1-5 of 5 items.

Compensatory Requests

# Employee Leave Cadre Designation Organization Unit Date Reason Credit Debit Met Balance Leave Application Start Date End Date
Details
Leave
Station Leave W W e W W
Compensatory Requests
1 6001,5andeap Extra Ordinary Non-Teaching Senior Technical Computer Centre 26 Feb 2026 Leaves imported. 80 80
Bhardwaj Leave (Without Assistant
Fay) {Computer)
Account
2 6001, 5andeep Extra Ordinary MNon-Teaching Senior Technical Computer Centre 26 Feb 2026 Leaves imported. 180 180
My Buffer Balance Bhardwaj Leave (Without Assistant
Pay) {Computer)
i
3 G001, 5andeep Medical Leave MNon-Teaching Senior Technical Computer Centre 25 Feb 2026 Leaves imported. 3 3
Buffer History Bhardwaj {Contractual) Assistant
(Computer)
4 6001, 5andesp Casual Leave Non-Teaching Senior Technical Computer Centre 25 Feb 2026 Leaves imported. 4 4
Bhardwaj {Contractual) Assistant
{Computer)
5 6001 5andesp Restricted Holiday Non-Teaching Sanior Technical Computer Centre 25 Feb 2026 Leaves imported. 1 1
Bhardwaj {Contractual) Assistant
(Computer)



To view Buffer Balance:

By clicking on My Buffer Balance tab on the left side under Leave Account, Employees can see their

leave buffer as follows:

+ Leawe

MY APPLICATIONS
Leave Buffers

Leave

Station Leave Showing 1=1af 1item.

Compensatory Requests

# Cadre Designation Organization Unit Leave Year Buffer Mew Reason Start Date End Date
APPLY FOR
Al w All W A w I V
Leave
Station Leave
1 Mo Technical Physics Earned Leave 2026 3 Balance Imported 2026-01-01 2026-06-30
Teaching Assistant {Mon-Teaching)

Compensatory Regquests
LEAVE ACCOUNT
Account
My Buffer Balance _
Leave Ledger

Buffer History



Leave Buffer:

Buffer is an additional virtual leave account used to store excess leave when an employee’s leave balance
crosses the maximum accumulation limit defined in the leave rule.

For example, if the maximum limit for Earned Leave is 300 and an employee already has 300 ELs, any
newly credited ELs will be moved to the Buffer account instead.

Leave Buffer Logs:
The Leave Buffer logs provides:

The date when excess leaves were transferred.

The number of days moved into the buffer.
The source leave type (e.g., Earned Leave).

Any deduction from the buffer (e.g., when an employee applies leave and it is first deducted from
the buffer).

Related remarks or reasons for transfer/deduction.

In the Leave Buffer Logs section, both the Leave Administrator and the employee can view the
buffer balance.



To apply Station leave :

If you are applying for Stand alone station leave i.e. during closed days/holidays/vacations, please click on
station leave button from the left side of the dashboard and fill desired information and click on create button
at the bottom.

Add QOut Of Station Information

Leave

Station Leave
From Data

dd-----yyyy --:-- -= o
Compensatory Requests ¥
LY FOR
Ta Date
Leave dd-—---yyyy ——i-- —— ]
swvneoe
Mobile Mumber
Compensatory Requests —— T HHEHHRHESE
Address *
Account
My Buffer Balance A
Leave Ledger
Reason

Buffer History

Upload Supporting Document

e



To apply Station leave :

After clicking on create you will see the preview of your application as follows:

Station Leave View m

Employee Name 5001, Sandeep Bhardwaj (NA), Senior Technical Assistant (Computer)-Computer Cenlre
From Date 15 Mar 2026
From Time: F:00:00 AM

To Date 16 Mar 2026

To Time F:35:00 PM
Mobile Number +318B00949807
Address JAIPUR

Status Saved

Reason PERSOMAL VISIT
Submitted Date 09-03-2026
Supporting Document Ma Uploaded File

Verify the details, if everything is correct, click on submit button, otherwise you may also
update by clicking update button.



To cancel leave :

To cancel leave application, click on cross button “® “ against the desired leave showing under Action
Tab as follows:

Leave Applications New Leave Application

Search dd----- YYYY | dd----- VYWY |
Uz this filter to view reconds Detwesn specithe dates.

Shawing 1-1 af 1item.

# Actions Rejoin Employee Code Employee Details Organization Unit Service Cadre Leave Record Leave Type From Date
Number

Search R A R A R

1 2 @ Mot reguired B0 Sandeap Computer Cantra Mon-Teaching CL_Coent2800351 Casual Leave 10 Mar 2026

Bhardwaj, NA, (Contractual)
> | 8001, Sanior

Technical
Aszistant
(Computear),
Computer Centre




After clicking on cancel button:

You need to fill the reason for cancellation and click on submit button as follows:

Cancel Application Casual Leave (Contractual)

Cancellation Reasan

Leave Record Mumber

Employes Mame & Code

=

I Leave Type
From
Total Days applied for :
Employee Organization Unit
Designation
Prefix:

Reason / Description

Purpose

CL_Cont2B00351

Mr. Sandeep Bhardwaj & 60017

Casual Leawe (Contractual)

10 Mar 2026 (3 am)

Computer Centre

Senior Technical Assistant (Computer)

To altend family function

Persanal

Leave Status

To

Post Dated

Leave Balance before Sanction Leave

Suffin:

Leave Created Date

-m

Sanctionad

10 Mar 2026 (5.20 pm)

09 Mar, 2026 14:58:53



FOR TECHNICAL SUPPORT
REGARDING SAMARTH PORTAL:

You may contact via email:

Email ID — samarthdduc@ddu.du.ac.in
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