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Technical User



Technical User – Create / Edit LOA

Step1: Select Create / Edit LOA



Technical User – Create LOA

Info: Enter all the 
details to create LOA. 
Mandatory fields are 

indicated in *



Technical User –Edit LOA



Technical User – Edit LOA

Step2: If any details needs to be 
updated then it can be edited 
and once done, Click Update 
LOA to update details in LOA



Technical User – Manage LOA Location

Step1: Select Manage LOA 
Location



Technical User - Manage LOA Location



Technical User - Manage LOA Location



Technical User - Manage LOA Location



Technical User – Extend LOA



Technical User – Extend LOA



HR User



HR User - Create Workmen



HR User - Create Workmen



HR User - Manage Workmen – Assign / 
Unassign Workmen

Step1: Select Assign / Unassign 
Workmen



HR User - Manage Workmen – Assign / 
Unassign Workmen

Step1: Select Assign / Unassign 
Workmen



HR User - Manage Workmen – Assign / 
Unassign Workmen – Search Workmen



HR User - Manage Workmen – Reassign 
Workmen

Step1: Select Reassign 
Workmen



HR User - Manage Workmen – Reassign 
Workmen – LOA & Location

Step1: Select LOA 
& Location to get 
the workmen list 
Assign / Unassign 
Workmen

Step2: Select LOA & 
Location to reassign 
the workmen. 

Step3: Enter 
From and To 
Date for the 

period of 
reassignment.



HR User - Manage Workmen – Reassign 
Workmen – LOA & Location

Step4: Select the 
workmen needs to 
be reassigned.

Step5: Click Reassign 
Workmen. The workmen 

will be reassigned to 
new LOA



Contractor - Group Gate Pass

Step 1: Click 
“Group 

GatePass”



Contractor - Selection of LOA Details

Step2: Select 
the LOA 
Number,  

Location, From 
Date, To Date 
Shift & Entry 
Restriction



Step3: Once Selected, 
Click “Show List of 
Workmen” button

Contractor - List of Workmen



Step5: Once selected, 
click “Submit Gate Pass 
Request” button.

Step4: Select the 
workmen for 
whom Gate Pass 
is required. 

Contractor - Gate Pass Request 
Submission



Info: The summary of Gate Pass
Status will be automatically fetched
once Gate Pass Status tab is
clicked. Print button will be enabled
once HR approves the gate pass

Contractor - Gate Pass Status



Division User Gate Pass Approval



Contractor - Gate Pass Status



HR User - Gate Pass Approval



HR User – Print Gate Pass



HR User - Gate Pass Print

Once the gate Pass is 
approved, Click “Print 
Gate Pass” button to 
generate Gate Pass in 
pdf.



Gate Pass Print Sample



Step1: In Contractor
Menu Item – Click
“Attendance”

Contractor - Attendance – View / 
Download



Step2: In 
Attendance Sub 

Menu Item – Click 
“View/Download”

Contractor - Attendance – View / 
Download



Step2: Select the LOA
Number, Location,
Month & Year for
which attendance
template is to be
downloaded

Step3: Once all the 
details are selected, 

click “Fetch 
Workmen” button

Info: The details
will be auto
populated when
LOA is selected.

Contractor - Fetch Workmen



Step4: List of Workmen
details in a LOA will be
displayed for
Contractor to Add /
Delete

Step5: Selection of workmen provision
is available for LOA operating in
“Multiple Locations”. You can select
the workmen by clicking the check box
from the list for whom attendance is
to be processed / not to be processed
for the month

Contractor - List of Workmen



Step7: Once workmen is 
selected for deletion, Click 
“Remove from Template”
button. Workmen will be 

removed from the template.

Info: The below 2 buttons will
be enabled only when single
LOA operates in Multiple
Location.

Contractor - Add / Remove Workmen 
from Template



Step 8: Click “Download 
Template” button to download 

the file in Excel format for 
whom attendance is to be 

processed.

Info: Skip Step 6 & 7 if LOA is 
operating in single location. 
Click “Download Template” 

button directly  

Contractor - Download Template



Contractor - Excel Format - Download 
Template



Contractor - Attendance Code

Notation Description

X : Present

A : Absent

L : Annual Leave with Wages

P :
Availed PH
If Present on PH give the attendance code as "D"
If Absent on PH give the attendance code as "P"

W : Weekly Off

N : No Work

F : First Half Working

S : Second Half Working

C : COVID-19 Locked Down



Contractor - Attendance Upload

Step 9: Click “Select File” 
button to upload the file in 

Excel format for whom 
attendance is to be processed. 

and click “Read File “to upload 
the file

Step 10: Once done, 
Click “Save and Submit 
Attendance to NLCIL” 

button



Contractor - Attendance Upload –File 
Location



Contractor - Attendance Upload

Info : OT, Work Days, PH 
Work Days, LV days, Wage 
days, Absent days, No work 

days will be calculated 
automatically when 

attendance is uploaded



Contractor - Attendance Upload – Error 

Info: Error if any during upload 
of file will be displayed in the 

screen as error list



Contractor - Attendance Upload – Error 
Excel Sheet

Info: Error if any during upload 
of file can also be downloaded 

as excel for reference.



Division User - Approval - Attendance



HR User - Approval - Attendance



Contractor - Wage Generation



Contractor - Wages– Different Work 
Nature



Division User - Wages Approval Division 
User



HR User - Wages Approval



Contractor - EPF Clearance Certificate

Step1: Click EPF 
Clearance Certificate



Contractor - EPF Clearance Certificate

Info: If a single  LOA is 
operated in multiple 

locations, then 
respective HR to be 

selected while fetching 
details



Contractor - EPF Clearance Certificate

Step3: Click 
Fetch button

Step2: Select 
Month, Year, LOA,  
HR Location details



Contractor - EPF Clearance Certificate

Info: Enter Work Order, 
Wages/EPF, Insurance 

details in this page



EPF Clearance Certificate

Attachments of
documents can be
done. Click Select
Button and choose
the respective file
and then click
Upload to complete
the upload



EPF Clearance Certificate

Step4: Click Save 
once all the details 
are entered

Step5: Once saved, 
click Submit to 
NLCIL



Contractor - Insurance / Labour License

Step1: Click 
Insurance / Labour 
License



Contractor - Insurance / Labour License

Step2: Select 
contractor & LOA 
details

Step3: Click 
Fetch button



Insurance / Labour License

Step4: Updation 
of Labour License 
& Insurance 
details Step5: Once done 

click Update 
button


