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Procedure to sanction Casual Leave 
 

Step 1 : A Notification mail will be received by the sanctioning officer at respective dean mail id 
(Dean.school@ipu.ac.in) 

 

 

Step 2: Information of employees is being communicated to Dean official email id 

 

 

mailto:Dean.school@ipu.ac.in


Step 3: Dean/Sanctioning Authority is requested to Log-in through ftms account of respective 
school 

 

 

 

Step 2: Select Leave Module 

 

 

 

 



Step 3: Select  employee for leave sanctioned/Rejected 

 

 

 

Step 4: Sanctioned/Rejected mail will be sent to employee.  

 

 

In case of any difficulty, please contact undersigned: 

 

(Prof. Amit Prakash Singh) 
M: 9899166168/9717963311 

Email: amit@ipu.ac.in 
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