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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”.



Login on Samarth Portal:

Step 1: Login your dashboard

Fill the given Username and Password and click on Login.



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:



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:



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:



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:



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:



Steps for a new leave application:

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



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.



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.



To view Leave Ledger:

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



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:



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.



To apply Station leave :

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

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:



After clicking on cancel button :

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



FOR TECHNICAL SUPPORT 
REGARDING SAMARTH PORTAL:

You may contact via email:

Email ID – samarthdduc@ddu.du.ac.in
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