
RESIGNATION

USER GUIDE





Submit Resignation through HRMS

Reporting Manager Accepting Resignation or Retaining employee

HR Accepting Resignation and finalising last working date or Retaining employee

No Dues Clearance: 2 days prior to the last working day, No Dues Clearance Form will be open in HRMS.

a) Clearance from HODs (mentioned in the No Dues Form)

b) Clearance from Reporting Manager – complete handover should be done before this step

c) Fill in the Exit Feedback Form

d) Clearance from HR department – handover ID card, Medical benefit card, Visiting card, Hostel Clearance Letter and 

any other materials on/before the last working day.

In case of any dues, the same will be recovered from the Full & Final Settlement. Without No Dues Clearance from all 

HODs/Manager/HR; and Exit Feedback by employee, Full & Final Settlement cannot be initiated.

Collect Relieving Letter from the HR department

Full & Final Settlement (if Exit Clearance is given by all the department HODs) will be made by the 20th of the following 

month.

*Employee Retention can happen at any of the above stages. Once resignation is withdrawn by an employee, the entire 

process will be voided.



EMPLOYEE & 

MANAGER

USER GUIDE



Link: HRMS link (http://3.7.119.125/hrms/)

User ID: Employee ID

Password: HRMS password



My Self > Resignation



My Team > Accept Resignation





My Team > Accept Resignation

Note: The Reporting Manager/the concerned HR can “Enable” the option to withdraw Resignation.

Resignation withdrawal can be done at any stage, even after accepting the Resignation.





My Self > Resignation



My Self > Resignation



Employees can view the Department-wise Approvers list and contact them via phone/email for No Dues Clearance. 

Post all the concerned departments give approvals, Reporting Manager can give the Functional Clearance.

Note: Without No Dues Clearance from all the departments, Full & Final Settlement (F&F) will not be initiated.



Employees can view Approval Status & Recovery Amount (if any).

Note: After Functional Clearance (by Reporting Manager), Employees have to submit their Exit Feedback, then 

HR will give No Dues Clearance.



Note: Employees have to submit their Exit Feedback, then the HR team will give No Dues Clearance.



APPROVERS

USER GUIDE



i) : Approve No Dues

ii) : Recovery: Yes/No



iii) : Mention Amount and Remarks



HR

USER GUIDE



Resignation/Exit > No Dues Form



Resignation/Exit > No Dues Form



Resignation/Exit > Resigned Employees List



Note: Last Working Day can be edited by the concerned HR, if required.

Unit HR cannot initiate the self-exit process i.e., Last Working Date/No Dues Clearance cannot be done for self.



Resignation/Exit > Resigned Employees List



Resignation/Exit > Approve No Dues List



Note: The HR team should upload ID card image and Hostel Clearance letter during No Dues Clearance.

Exit Interview Remarks are mandatory.



THANK YOU


