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Leave Module 

Login the oracle EBS as per given login details: 

Users have to take following steps in order to login in to Oracle EBS System.  

 

 Enter URL http://ebsprodapp.iacs.res.in:8035 to go to login screen.  

 Enter user name.  

 Enter password.  

Click on login button 

 

For Casual leave, Earn leave and Medical leave, we need to add 3 types of plan 

leave element as per eligible employee (but now these elements are automatically 

attached for regular payroll and fixed and consolidated payroll) 

Element Plan leave name: 

1. IACS Casual Leave Plan-8/yr 

2. IACS Earned Leave Plan-15(Jan-Jun) & 15(Jul-Dec).Max 300 + 15 

3. IACS Medical Plan-10(Jan-Jun) & 10(Jul-Dec). 

4. IACS   Restricted Holiday -2 (Jan-Dec) 

Leave adjustment for particular leave, there have 3 types of adjustment element: 

http://ebsprodapp.iacs.res.in:8035/
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1. IACS Casual Leave Adj 

2. IACS Earned Leave Adj 

3. IACS Medical Adj 

4. IACS   Restricted Holiday Adj 

 

How to check Leave balance: 

Navigator: Fast path>Accruals>date track>Put name/code 

 

                                How to check date wise absence details: 

Navigator: Fast path> Absence > date track>Put name/code>F11 (for 

searching)>Ctrl F11>Check absence data (only approved leave showing in this 

form) 
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                       How to re-entry/delete date wise absence details: 

Navigator: Fast path> Absence > date track>Put name/code>F11 (for 

searching)>Ctrl F11>Check absence data (only approved leave showing in this 

form)>new (+)>put type, reason, further information, actual start date, end 

date>save 

Navigator: Fast path> Absence > date track>Put name/code>F11 (for 

searching)>Ctrl F11>Check absence data (only approved leave showing in this 

form)>Delete 



 

6 | P a g e  
 

 

Leave Approval Path: 

Leave apply from respective self login: 

1. Director>DOFA 

2. Prof. Indra Dasgupta (DOFA)>School Chairs>DIRECTOR 

3.  For Academic Employee>Supervisor>Leave section>DOFA>DIRECTOR 

4. For Non- Academic Employee>Supervisor> Leave section>REGISTRAR 

5. CSIR(machine)employee>Machine name> Supervisor> Leave 

section>REGISTRAR 

 

 

For different leave path, we need to know some extra process: 

Navigator: Transaction Maintenance>Roles>Put name as per required leave path 
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Oracle self portal details: 

How to apply leave from self login: 

Navigator: Login self portal>IACS Employee self service>Leave and 

Absence>create absence>select absence type>select start date and end 

date>calculate duration>next>submit 

How to check leave balance from self login: 

Navigator: Login self portal>IACS Employee self service>Leave and 

Absence>Entitlement Balances>show accrual Balances 

How to check employee monthly leave detail from self login: 

Navigator: Login self portal>IACS Employee self service>Monthly Leave 

Details>select period>GO 

 

How to check leave Report for Employee and Student Self Portal: 
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Navigator: Login self portal>IACS Employee self service>IACS Report for 

employee and Student Self Portal>Select Month>Select Department>GO 

 

--------------------------------------END------------------------------------------------- 
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