


                                               [Annexure-A]  

   

HRMS User Manual – Station Leave Application &  

Approval  

 

Introduction  
The Human Resource Management System (HRMS) provides an online facility for submission 

and approval of Station Leave applications. All officers intending to leave their 

headquarters/station during the period of duty are required to obtain prior permission 

through the HRMS portal. This manual is intended for Income Tax Department employees of 

Andhra Pradesh and Telangana Region for submitting and approving Station Leave requests 

through the HRMS Portal.  

Step 1 – Employee Login  
Employees may access the HRMS portal at https://hrms.it-hyd.in/. Login can be performed 

using Employee ID and Password or through OTP received on the name-based official e-mail 

ID.  
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Step 2 – Accessing the Station Leave Module  
After successful login into the HRMS portal, employees have to navigate to the left-side menu 

and click on 'Station Leaves'.  

 

 

Step 3 – Creating a New Station Leave Request  
On clicking “Station leaves” in navigation menu, 'My Station Leaves' page will open, which 

displays status of all Station Leave applications submitted by the employee.  To submit a new 

Station Leave application, the employee has to click on “+ New” button in the top most right 

corner of the 'My Station Leaves' page.  

 

 

  



Step 4 – Entering Station Leave Details  
On clicking on “+ New” button opens a form to fill details of station leave and reasons for 

leaving. Employees have to enter From date, To date, Session details, address during station 

leave, City/town/village and Reason for leaving headquarters/station in the form and click 

on Submit button present on bottom right corner of the form.  

 

 

Step 5 – Submission and Status Tracking  
Upon submission, the application will be forwarded electronically to the Approving officer. 

Employees may monitor the status of their applications through the 'My Station Leaves' page. 

The application status may be Pending, Approved or Rejected.  

Status is shown as “Pending” before approving officer approves the request.  

 

 
  



Once the request is approved by the approving officer, the status of station leave application 

is shown as “Approved”  

 

 

Step 6 – Processing by the Approving Authority  
Once the approving officer logs into HRMS portal, he/she has to click on “Station Leave inbox” 

from the left-side navigation menu to see all the Station Leave Applications submitted for 

his/her approval.  

 

 

On clicking “Station Leave inbox” from the left navigation menu, the officer will navigate to  

“Station-leave inbox” page where the officer see all the Station Leave Applications submitted 

for his/her approval. For all the pending applications the officer will have two options – 

Approve or Reject. If the officer wants to approve the Station Leave application, the officer has 

to click on Approve button. If the officer wants to reject the Station Leave application, the 

officer has to click on Reject button.  

  



 

Step 7 – Approval of Station Leave Application  
On clicking Approve button, a confirmation dialog will open asking for confirmation. The 

officer has to click on OK button.  

 

 

    
Step 8 – Rejection of Station Leave Application  
On clicking Reject button, a “Reject request” modal box will open asking for remarks. The 

officer has to enter remarks and click on Reject button.  

 

 



Important Instructions  
1. Station  Leave  permission  shall  ordinarily  be  obtained  before 

leaving headquarters/station.  
 

2. Employees shall ensure that all particulars entered are accurate and complete.  
 

3. Approving authorities shall record appropriate remarks while approving or rejecting 

applications.  
 

4. Submission of a Station Leave application does not constitute approval. Employees shall 

leave headquarters/station only after obtaining approval from the competent authority.  

  


