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1. Introduction 

This manual shows the process of application for quarter allotment through ESS for executives 
and through ECC for non-executives 

2. Process for Executives 

1. Log in to ESS and Go to ‘My services’ > work events > Quarter allotment application 

 

 

2. Fill the required details in the form. Basic details will get auto-populated as per data in 
ERP. Submit the form. It will go to HoD. 
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Once application is submitted, it will not allow another application until first one is closed or 
rejected. 

3. To view status of application, Click on ‘Overview’ tab on the screen 

 

  
 

4. Forwarding by HoD 

Log in to MSS  & Go to ‘Approvals’ and click on Quarter allotment application 
 

 
 
 

5. The following screen will appear. The HoD can only forward the application to the next approver. 

The application must reach the HoD (Admin) or the Officer-in-Charge for the allotment of 

quarters as per place of posting. 
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 To view the comments of previous approver, click on ‘Overview’ tab. 
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 Once forwarded, this message will appear on top  

 

 
 
 
To find the EIS number of the next approver, click the square boxes in the “Approver ID” field. A 
pop-up window will appear where you need to enter the approver’s name. Click “GO” to view 
the EIS number. 
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8. The application can be forwarded to multiple levels as shown above till it reaches HoD (Admin) 
or officer in charge for quarter allotment. To all approvers after HoD, following tabs will be 
visible-  

 Reject – To reject the application 

 Accept – HoD (Admin) or in-charge for quarter allotment can accept the application 

 Forward – To forward it to next approver 
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3. Process for Non- Executives 

The dealing employee will apply on behalf of non-executives through the T-code - 
Zhr_Qtr_Application. Enter Personnel number of non-executives & click on ‘Get details’. 
Remaining process is same as that for executives. 
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4. Reports for overview 

Administration dept. can view the status and application details through following t-code 
T- Code - ZHR_QTR_STATUS 
 

 Status report – The status of application can be seen through this code 

 Application summary – Number of applications can be seen 
 

 
 
 

 

 
  

 
 
 


