
      

 
  

Employee User 
Manual      

 
EXOLUTUS PVT. LTD 
YALA SADAK, LALITPUR, NEPAL 



1 
 

Introduction: 
This manual helps employees use the ERP system. It provides step-by-step instructions for 
common tasks and system features. 

Please go through the detailed instructions below. 

 

1. Go to your organization’s ERP website 

 

 

2. Login to System 

• Enter your valid username and password. 

• Click Log in to access the system. 
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3. Dashboard Overview 

• After logging in, you will be redirected to the Dashboard. 

• The Dashboard provides a quick overview of your: 

o Leave Balance 
o Travel Status 
o Holiday Calendar 
o Job Details 

 

 

4. Quick Actions from Dashboard 

You can perform quick actions directly from the Dashboard: 
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• Click the Request button in the Leave Status section to request leave. 

• Click the Request button in the Travel Status section to request travel. 

 

5. Navigate to My Details 

• From the top menu, go to the Human Resource section. 

• Click on My Details. 

• Here, you can view your personal and job-related information such as: 

o Personal details 
o Contact information 
o Documents 
o Leave Balance 
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6. View Employee Details 

To view personal and basic information, Select Employee Detail tab on My Detail Page. 

 

 

7. View Contract Information 

To view Contract Information: 

• Open the Service Assignment tab. 

• Click the Action button and select View. 

 

 

 

 

 

 



5 
 

8. You can now view the contract information. 

 

 

9. View Documents 

• Go to the Documents section/tab. 

• Here you can view uploaded documents such as identification, certificates, and 
other records. 
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10. View Leave Balance 

• Navigate to the Leave Balance section/tab. 

• Check your available leave days, used leaves, and remaining balance. 

 

11. Access HR Requests 

From the main menu, click on HR Requests to access request options. 

• Leave using Leave Request 

• Travel using Travel Request 

• Extra working hours using Overtime Request 

• Salary Advance using Advance Request 
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# To Request for Leave 

12. Open Leave Request 

Under HR Requests, click on Leave Request 

 

 

13. Click on Request Leave button 

 

 

14. Fill in and submit the leave request. 

• Enter the required details in the leave request form, including: 

▪ Leave type 

▪ Duration 

▪ Remarks 
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• Click Request to submit your leave request. 

• The request will be sent for approval. 

 

 

15. View Leave Request Details 

• After submission, the request details are displayed in the Leave Request table. 

• Here you can track the status of your leave request, including Pending, Approved, 
or Rejected. 
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# To Request for Overtime 

16. Open Overtime Request 

Under HR Requests, click on Overtime Request. 

 

 

17. Click on Request Overtime 

 

 

18. Fill in and submit the overtime request 

• Enter the required overtime details: 

▪ Compensation type 

▪ Duration 

▪ Remarks 

• Click Request to submit your overtime request. 

• The request will be sent for approval. 
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19. View Overtime Request Details 

• After submission, the request details are displayed in the Overtime Request table. 

• Here you can track the status of your request, including Pending, Approved, or 
Rejected. 
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# To Request for Travel 

20. Open Travel Request 

Under HR Requests, click on Travel Request. 

 

 

21. Click on Request Travel 

 

 

22. Fill in and submit the travel request 

• Enter the required travel details: 

▪ Travel type 
▪ Duration  
▪ Destination 
▪ Travel Mode  
▪ Remarks 
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• Click Request to submit your travel request. 

• The request will be sent for approval. 

 

 

23. View Travel Request Details 

• After submission, the request details are displayed in the Travel Request table. 

• Here you can track the status of your request, including Pending, Approved, or 
Rejected. 
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Note on partial requests 

• For Leave, Travel, and Overtime requests, you can apply partially by selecting the 
appropriate option in the Type field. 

•  Available options may include: 
▪ Full 
▪ First Half 
▪ Second Half 
▪ Custom Range  

• This allows you to request only a specific portion of time instead of the full duration. 
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# To Request for Salary Advance 

24. Open Employee Advance Request 

Under HR Requests, click on Employee Advance Request. 

 

 

25. Click on Request Advance Pay 

 

 

26. Fill in and Submit the advance pay request 

• Enter the required advance pay details: 

▪ Advance amount 
▪ Number of installation  
▪ Receive Advance in 
▪ Advance Type 
▪ Repayment Start month . 
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• Click Request to submit your advance pay request. 

• The request will be sent for approval. 

 

 

27. View Advance Request Details. 

• After submission, the request details are displayed in the Advance Request table. 

• Here you can track the status of your request, including Pending, Approved, or 
Rejected. 
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28. View Installment Details 

To view advance repayment details, click Action and then View. 

Here, you can track and know: 

• How much has been paid 

• The remaining balance 
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# To Withdraw Approved Requests 

29. Open the Request Table 

• Go to the respective request section under HR Requests (Leave, Travel or 
Overtime). 

• Locate the request you want to withdraw from the request table and click Action 
button. 

 

 

30. Select Withdraw 

• Select Withdraw. 

• A withdrawal form will appear containing the list of days included in that request. 
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31. Select dates to withdraw and click Request. 

Select the specific day(s) you want to withdraw by checking the checkbox next to each date 
and click Request. 

 

 

32. Partial Withdrawal Option 

In the Type column, you can choose to withdraw fully or partially for the selected date(s). 

• Full – Withdraw the entire day. 

• First Half – Withdraw only the first half of the day. 

• Second Half – Withdraw only the second half of the day. 

• Custom Range – Withdraw a specific range of hours or portion of the day as 
needed. 
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33. View Withdrawal Record 

• From the main menu, under HR Requests, click on Request Withdrawal. 

• Here, you can view all your submitted withdrawal requests. 

 

 

34. View Request Withdrawal Detail 

To view the withdrawal detail, Click on Action Button and Select Withdraw. 
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35. Review Withdrawn Request Summary 

The details of requests that have been withdrawn is displayed. 

 

 

36. View detail of Request 

Similarly to view detail of any Request: 

• Go to specific Request page 

• Click Action Button and Select View 

• Then the taken and withdrawn details are displayed 
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# To Access and Manage Open Tasks 

• The Open Tasks section displays all tasks currently assigned to you that require 
action. 

• Here, you can approve or reject tasks as per your responsibility. 

 

37. Open Tasks 

From the main menu, navigate to Open Task. 

There You will see all the Pending Requests. 

 

38. View Task Details 

• In the Open Tasks table, locate the task or request assigned to you. 

• Double-click on the task or request to open its detailed view. 

 



22 
 

39. Approve or Reject the Task 

• In the detailed view, you will see Approve and Reject buttons. 

• Approve – Click this if the task meets the requirements. 

• Reject – Click this if the task cannot be approved or needs correction. 
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# To View My Previous Items 

• The My Previous Tasks section allows you to view all tasks that you have already 
acted upon. 

• You can track your task history, including completed, approved, rejected, or 
withdrawn tasks. 

 

40. Open My Previous Items 

From the main menu, navigate to My Previous Items 

 

41. Review of Previous Task Details 

To view the details of a previous task, click on the dropdown icon in the left-side column 
of the Archival List. 

 



24 
 

# To View Reports 

• From the main menu, go to Reports. 

• This section contains all available reports related to your employee data and 
activities. 

 

42. Navigate to Employee Payslip Report 

From the Reports menu, click on Employee Payslip Report. 

This report provides a detailed summary of your salary and payroll information for a 
selected period. 

 

 

43. Preview Employee Payslip Report 

• Select the accounting year and month to view payment details. 

• Click Preview. 
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44. Navigate to Employee Timesheet Report 

From the Reports menu, click on Employee Timesheet Report. 

This report provides a detailed summary of your working hours, check-in and check-out 
times, and information related to leave. 

 

 

45. Preview Report 

• Choose the Accounting Year and Month for which you want to view your timesheet. 

• Click Preview. 
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46. Navigate to Employee Leave Detail Report 

From the Reports menu, click on Employee Leave Detail Report. 

This report provides a complete summary of your leave records, including leave balance, 
taken leave, earned leave, and lapsed leave. 

 

 

47. View Leave Details 

 

 

 

Conclusion 

This manual helps employees perform daily ERP tasks such as submitting requests, 
tracking approvals, and viewing reports. 

 

 

 


