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How to Track Daily Punch-In Time

Step 1: Check Biometric Machine

Check your login time on the
biometric machine while punching.

Step 2: Check ESS Portal

Open the ESS portal and log in using your
credentials.

Link (For Head Office):
http://192.168.15.99:100/ESS/Login.aspx

Link (For Centers):
http://182.75.88.214:100/ESS/Login.aspx

Verify your punch-in time in the top-
right corner after 1 hour of punching in.

Step 3: Contact HR, if Not Visible

If the current day’s login time is not visible in the ESS portal due to
any technical issue, please contact HR to verify/know your punch-
in details.

Email ID - hrd@vidyalankar.org

Contact No. - 022 4232 1014/1015

http://192.168.15.99:100/ESS/Login.aspx
http://182.75.88.214:100/ESS/Login.aspx


How to Check Attendance on ESS

Step 1: Go to Attendance
Reports

Log in to the ESS Portal.

Click on Attendance Reports
from the dashboard.

Select Self.

Step 2: Select Date Range

Choose the required date
range/month.

Click on Show Time Card.

Step 3: Verify Attendance Records

Check the Attendance summary and ensure
absent count is zero if present throughout the
month.

Apply for Manual Attendance in case of
missed punches.

Apply leave in ESS for leave days.

Verify login/logout entries.

Check attendance Status & Remarks.

Step 4: View Legends

Refer to View Legends to understand
attendance status and remarks.



How to Apply Leave on ESS

Step 1: Go to Leave Section

Log in to the ESS Portal.

Click on Leave from the dashboard.

Select Self.

Step 2: Select Leave Details

Select the leave type from the dropdown

Select the leave duration

Enter the leave date/date range and mention the reason for leave.

Step 3: Submit Leave Application

Click on Submit Leave application to complete the leave application process.



How to Apply Manual Attendance
on ESS

Step 1: Go to Manual Attendance Section

Log in to the ESS Portal.

Click on Manual Attendance from the dashboard.

Select Self.

Step 2: Fill Missed punch Details

Select the date for which the punch-in or punch-out entry was missed.

Enter the missing punch-in or punch-out time.

Verify both in & out punch before submitting application

Select the reason from dropdown & enter remarks

Step 3: Submit Manual Application

Click on Submit Manual application to complete the manual application process.



How to Apply Out Door on ESS

Step 1: Go to the Out Door Section

Log in to the ESS Portal
Click on Out Door from the dashboard

Select Self

Step 2: Fill in the Out Door Details

Select the Out Door Duration (Full Day, First Half, Second Half, or Multiple Days, as applicable).

Select the OD Reason.

Select the OD Date.

Enter the OD Start Time and OD End Time.

Verify all the details before submitting the application.

Step 3: Submit the Out Door Application

Click Submit OD Application to complete and submit your request.



How to Apply Comp Off hrs on ESS

Step 1: Go to Comp Off Section

Log in to the ESS Portal using
your credentials.

Click on Comp Off from the
dashboard.

Select Apply for Comp Off
Hrs.

Step 3: Get Approval

Ask your Reporting Officer (RO) to approve the request.

Comp Off credit will be added after approval.

Step 2: Submit Comp Off Hours Request

Select the month range for which you worked on a weekly off or public holiday.

Click Show Records.

Click on Non Apply 

Select the reason and tick Select.

Click on Apply.

(Note: Comp Off is a two-step process: First, apply for Comp Off Hours. Once approved and credited,
you can apply to avail the Comp Off.)

Part 1: Apply for Comp Off
Hours



How to Apply Comp Off on ESS

Step 2: Apply for Comp Off

Select the date on which you wish to avail Comp Off.

For a half-day Comp Off, tick the Half Day Comp Off option.

Enter the reason.

(Note: Comp Off is a two-step process: First, apply for Comp Off Hours. Once approved and
credited, you can apply to avail the Comp Off.)

Part 2: Avail Comp Off

Step 1: Go to Comp Off Section

Click on Comp Off from the dashboard.

Select Self.

Step 3: Submit Comp off Application

Click on Submit application to complete the Comp off application process.



How to Change password of ESS:

Step 2: Change Password

Input Old Password

Input New Password &
confirm password

Click on Change password
to submit request

Step 1: Go to Others Section

Click on Others from the dashboard.

Select Change Password.

Step 3: Forgot Password?

Contact HR to reset your password

How to Check Holiday list on ESS:
Step 1: Go to Others Section

Click on Others from the dashboard.

Select Holiday List. The holiday list for the current year will be displayed.



How to Check employee details:
Step 1: Go to Others Section

Click on Others from the dashboard.

Select Employee details.

Step 2: Check Employee Details

Review the employee information displayed in the tabs at the top.

Verify details such as your Employee Code, Name, Department, Designation, Joining Date,
Contact Information and other personal details.

Ensure all the information is accurate.

Step 3: Report Any Discrepancies

If you find any incorrect or missing information, contact the HR Department to have your details
updated.
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