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HCM - Quarter allotment application

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. Loginto ESS and Go to ‘My services’ > work events > Quarter allotment application

[ overview ]| Fersonatinformation ] Working Tme ]| Leaming ]| Senents ana rayments ] TaxReiaiea [l Work Events )| Travetana Expenses

Work Events Annual Property Return

Non-Ex ACR Status Annual Property Return

(APR) (Employee)

Non-Ex ACR Appraisal Prior Intimation and
Previous Sanction
(PIPS) (Employee)
APR Record
WModification (Nodal
Officers)

APR Authorization CIL

Non-Ex ACR Appraisal
RA

Non-Ex ACR RA
AssignNon-Ex ACR RA

pssion Only (Nodal Officer)
Uarter Allotment
Application APR Authorization for

nodal officers

APR Nachhnard renart

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.

Quarter Application Qverview

Quarter Application Form Executives

Employee Name:

Employee Mo.:

Designation:

Present Grade:

Date OF Birth:

Date of coming to present grade:
Present Place of Posting:

Date of Joining in service:

Date of joining in current Unit:
Designation and grade in which appointed:
Date of Superannuation:

Date of Coming in Executive Cadre:
Present Basic Pay:

Total period of stay at present unit:

Ei— i ——

St ———

ASSISTANT MAMAGER (CIVIL)
ES

0601 1993

31.01.2025

1A01 CIL HQ

05.09.2015

01.01.2021

ASSISTANT MANAGER (CIVIL) E3
31.01 2053

87100.00
1541 Days

Mobile number (CUG): 9433005093
Department: CIVIL
Discipline: CIVIL
Email ID: AVINASH IVER@COALINDLA IM
- Reques Tyve.

* Quarter handed over at previous lecation:
Previous / Curreni Quarter Detfails:

Preferred Colony (if Any):
Preferred Quarter (if Any):

Remark:

Declaration

WYES -

||:>1

E

| Raohini |

| do hereby solemnly affirm and declare as follows:

The information given by me in this form is

true to the best of my knowledge and belief.

S Reset [

«# Submit
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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

Cuarker Application Owerview

Personnel Mo. Approver Level Current Status Comments  Creation Date Creation Time
[ R S pproved WF Initialor  12.02.2026 000000
L] DN il il Pending 12.02.2026 00:00-00

4. Forwarding by HoD

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

Self-Services

My Team Services «* | My Learnings «* || Search ' | Approvals e
Ad My Bookings | Q.| 1 Please release purchase requisition
1500031939
Click on afhe Fullscreen _a'con fo No bookings
personalize your Favorites 2 Neeraj Kumar's Leave Request
-
Frequently Used 1 Please release purchase requisition
. 1500026507
T H
Claims - Approval India faining Home . .
1 Avinash Rajagopal lyer's Leave
Request
Leave - Approval POWL Search
1 NEx.LeaveApproval of 41902719
Team Calendar Browse Cataleg
1 Approval for Claims and Advance
Requests
Training Calendar
1 Quarter Allotment Application
Top Ten Courses
Other Approvals
Profile Matchup
Travel Approval

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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Quarter Application

Quarter Application Form Executives

Employee Name:

Employee MNo.:

Designation:

Date OF Birth:

Date of coming to present grade:
Present Place of Posting:

Date of Joining in service:

Date of joining in current Unit:
Designation and grade in which appointed:
Date of Separation:

Date of Coming in Executive Cadre:
Present Basic Pay:

Total period of stay at present unit:

Mobile number (CLUG):

Present Grade:
Department
Discipline:

Request Type:
Quarter handed owver at previous location:
* Previous / Current Quarter Details:
Preferred Colony (if Any):

Preferred Quarter {if Any):

Remark:

Comment

The application is forwarded

Application has to be sent HoD{Admin) for Application Acceptance

Approver 1D: | 90104233 L1

~ Fonward

Quarter Application Overview

Personnel No. Level Status

s

L Pending

Comment

S R orwarded WF Initiator
Forwarded The application is forwarded 12.02.2026 12:00:00 AM

- -
ER—

ASSISTANT MANAGER (CIVIL)
06.01.1953

31.01 2025

1A01

05.09.2015

01.01.2021

ASSISTANT MANAGER (CIVIL) EZ

31.01.2053

§7100.00
1841 Days
R
ES

CIvIL

CIvIL

MNew Request

Yes

ok

OK

Ok

ok

To view the comments of previous approver, click on ‘Overview’ tab.

Date

12.02.2026 12:00:00 AM

12.02.2026 12:00:00 AM




End User Document

Human Capital Management
Ratio of Applicable Advisors

e Once forwarded, this message will appear on top

)
O

(%) Quarter Application is forwarded Successfully

Quarter Application

Quarter Application Form Executives
Employee Name: “
Employee Mo
Designation: ASSISTANT MANAGER (CIVIL)

Date Of Birth: 06.01.1993

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.

Comment

The application is forwarded

Application has to be ser min) for Application Acceptance

Approver ID: G

+ Fonward
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Select: Collective Search Help for Personnel Numbers

ftems (0)
Last nar

@ Yfe Search to Get a Result

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-

e Reject —To reject the application
e Accept —HoD (Admin) or in-charge for quarter allotment can accept the application
e Forward —To forward it to next approver
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Quarter Application Form Executives
Errpioyes e I
Employee No - IINGGG___—
Designation: ASSISTANT MANAGER (CIViIL)
Date Of Birth: 06,01.1993
Date of coming to present grade: 31.01.2025
Present Place of Posting: 1A01
Date of Joining in service: 05.09.2015
Date of joining in current Unit: 01.01.2021
Designation and grade in which appointed: ASSISTANT MANAGER (CrviL) €3
Date of Separation: 31.01.2053
Date of Coming in Executive Cadre
Present Basic Pay: 87100.00
Total penod of stay at present unit: 1841 Days
Modile number (CUG): 9433005093
Present Grade: ES
Department: CIVIL
scipline: CIVIL

Request Type. New Request
Quarer handed over at previous location: | Yes
* Previous / Current Quarter Details: | ok
Preferred Colony (If Any): | OK
Preferred Quarter (it Any): | OK
Remark: ok

Comment

Application has to be sent HoD{Admin) for Application Acceptance
Approver 1D: | 00000000 D

v REJECT | + Forward v ACCEPT
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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.

Mo

() Quarter Application was Submitted Successfully

Quarter Application Owerview

Quarter Application Form Executives
Employee MNo.: _ Get Details

Employee Name: Mkl
Designation: OFFICE SUPERINTENDEMT

Present Grade:

Date Of Birth:

Date of coming to present grade:
Present Place of Posting:

Date of Joining in service:

Date of joining in current Unit:
Designation and grade in which appointed:
Date of Superannuation:

Date of Coming in Executive Cadre:
Present Basic Pay:

Total period of stay at present unit:

Mobile number (CUG):

Gl

02.01.1973

18.08.2020

1A01 CIL HQ

26.04.1993

26.04.1993

OFFICE SUPERINTENDENT G1

31.01.2033

112485.24
11811 Days

9143607246

Department: ENTERPRISE RESOURCE PLANM
Discipline: 000
Emazil ID: KUNTAL.CHOUDHURY @COALINDIA.IN
* Request Type: New Request ~r
* Quarter handed over at previous location: | YES ~

Previous [ Current Quarter Details: [-0 ,
Preferred Colony (if Any): | OK

Preferred Quarter (if Any): | OK
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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

e Status report — The status of application can be seen through this code
e Application summary — Number of applications can be seen

Quarter Application Report
@ H

Further selections . Search helps 7 Sort order o Org. structure
Key date

Today
* Other keydate

I =t

Selection

Personnel Number
Employment status
Company Code
Personnel area
Personnel subarea
Employee aroup
Employee subgroup

Oy 10 1C% 10% |C0% 10% 0% |

Payroll area

Report Type Selection Criteria
* Status Report
Application Summary




