
Annexure-II to the letter No.500-163/2019-20/CA-III/BSNL dated 12.03.2020 
 
Following procedure for leave encashment processing:- 
 
1st stage:-  
 

 Last Basic pay should be validated with Basic pay accepted by CCA  and if any discrepancy found 

then kindly correct the Basic pay in IT0008  of  SAP  and run t code ZHR_VRS_HR_CHECK so 

that all calculation of Leave encashment , Ex-Gratia and Gratuity . 

 

For down loading the data of Leave encashment kindly run the following 

tcode  ZHR_VRS_LE_SANC_PROC then following screen will appear:- 

 

Kindly fill the PA and PSA  as shown below 
 

 
 

then execute the report then following screen will appear.  kindly without select all checks , kindly 

down load the data in excel . 
 

 



 
Then compare the Basic pay of CCA with Basic pay down loaded. In both data PAN number is 

unique. Then two scenario will happened ,  

  

1.   BASIC PAY of CCA and BASIC PAY of SAP both are same, then such data is correct and ready 

of issuing leave sanction memo. 

 

2.  BASIC PAY of CCA and BASIC PAY of SAP both are differ then in such type of cases at first 

kindly correct the IT0008 basis pay, then run t code  ZHR_VRS_HR_CHECK and again down load 

the data through t code  ZHR_VRS_LE_SANC_PROC and compare again the basic pay then you 

will found that both Basic pay are correct. 

  

After correct the basic pay, run t code ZHR_VRS_HR_CHECK  again  with pernrs which are fit for 

leave encashment in all respect. For example pern 98908998 

 

 
 
Then following screen will appear:- 
 

 
 
Then click press save button. 
 

 
Then following screen will appear:- 

 



 
 

After processing the leave sanction for perns then same will not be appeared again the run 

tcode  ZHR_VRS_HR_CHECK . 

  

For example when run tcode again following screen will appear:- 
 

 
 

It means Leave encashment has been processed for pernr 98908998 After leave encashment 

processing, Now 2nd authority will verify the leave encashment . For which another t code will be 

run ZHR_VRS_LE_VER_PROCS  

 

when run the t code then following screen will appear:- 
 

 
 
 
For each record , verifier should select through drop down , either correct or incorrect. there 
after click on select all checks  then  following screen will appear. 
 



 
 
or  
 

 
 

Note :- if Sanction amount incorrect then each time this data is  again and again appear for correction 

and leave sanction memo will not be generated. 

 

There after click on save button. 
 

 
 
if following error is comes  
 
 

 
 

 That means leave encashment processing and verifier both same. There is a check in system that 

processing and verifier both should not be same. 

when 2
nd

 authority run the t code and save the data then following screen will appear:- 

 

 



 
 

Note: - Above both work can be done either by accounts wing or HR wings. 

 

Now Leave sanction memo can be issued for which t code ZHR_VRS_LE_SANCTION will be run. 

When run the tcode, then following screen will appear.   Fill only personal area and personal subarea 

without any pernr 

 

 
 

 
and execute the tcode then following screen will appear.  At this stage, you can stop the memo for 
particular employee by selection NO otherwise you have to select yes and tick all checkbox 
 

 
 

Note:- At a time only Maximum Six employees sanction memo can be generated hence kindly ticked 

only six . If you ticked more than six, system will give error and click on sanction memo button.  

 



 
 

then system will generate the leave sanction memo button only for two employees for which yes is 

selected 

 

Note:- if you select No then remark is required otherwise system is give error 

 

 
 

 

 
 
then again click on sanction memo then following screen will appear:- 
 



  

 

 

Now kindly start leave encashment processing work up to issuing leave sanction memo. 

 

This activity has to be completed by 16
th

 March 2020. 

 

Note :- Leave encashment payment processing will be issued shortly. If any issue, kindly 

contact to core team member. 

 
 


