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F.28- 31/2026-27/R&R(SRIC)

STy 3TSRT H.0ffice Order No. IITBBS/SRIC/2026-27/18 T&Hi®/ Date: 215 May 2026

The undersigned is directed to convey that the competent authority has approved the
recommendations of the 8" SRIC Advisory Board meeting for the following item:

Implementation of SRIC Project Leave Module for Faculty members in EIMS along with
Tour approval.

The module provides the following key functionalities:

1. Online submission of leave applications by PI/Co-PI.

2. Defined workflow for approval by HoS/HoD/Competent Authority.

3. Enforcement of leave limits restricted to a maximum of four (04) days per month and
fifteen (15) days per semester, as per approved SRIC norms.

4. Monthly and yearly leave tracking in accordance with approved norms.

5. The EIMS leave manual is enclosed as Annexure-A.

This order shall come into force with immediate effect.
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g padrd (Aid)
Assistant Registrar (SRIC)
Copy to:

All Faculties

DEAN (SRIC)

SAB Members

PS to Director for kind information of the Director
PS to Registrar for kind information of the Registrar
Office File
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. . Annexure-A
Instruction for PI’s and Co-Pi’s

Step 1:-
» Fill up Online Journey/Advance Application Form.
» Fill up all mandatory field and non-mandatory field(if required).
» Click on ‘SAVE’ button to save.

Step 2:-

» Click on check box to ‘Send to SRIC for approval’.

The Link in ERP:
Login to ERP->SRIC-->SRIC Approval-->Journey/Advance Approval and follow the instructions.

*** Note: In case of insufficient project balance request for advance amount may not be allowed.


ARSRIC
Typewritten Text
Annexure-A

ARSRIC
Typewritten Text

ARSRIC
Typewritten Text

ARSRIC
Typewritten Text


STEP:1

1.7o show instruction document.

2. To create New Approval.

T 3. Fill up all mandatory field and non-mandatory field (if required).

How to Apply New Approval View

*Application Type
“Tour Type
*Aesign Faculty
Leave From Date

*Station Leaving From Date

*Purpose of TA With Brief Description/ Justification

Attachment (PDF, max 1MB)

Aoproval for Journey v

ndian

Select Faculty— v

f

)
=
=
=
=
<

Forenaon v

B

: | Choose fie ‘Noﬁlechusen

—B8

*Project Code:

Leave To Date :

“Station Leaving To Date:

Remarks
(ifany)”

*Place of Visit :

5.Click on ‘SAVE’ button to save.

RP415 , Principal Investiga v

|:| Forenoon ¥
|:| Forenoon v

4.select Pl Name

(*)Mandatory Field

“*+Gelect the Project Principal Investigator for approval (it is mandatary for
muttiple P1)

Syed Hila Faroog(120026) )]

***Effective Fund=Avl.Fund-(In-Billing Amount+Fund Booking Amount)=
1330856.00- (1525.00+0.00)= Rs.2329331.00/ =

Bil No  Advance Bill Date  Bill Amount  Advance Bill Status  Adfusted Status
Al Al 1l il Nl



8.To get approval

STEP:2 status (View Mode)
7 .Download Intimation Slip for
5.Click on view link. claiming journey/ advance adjusted
amount.(It will visible only approved
/\ from SRIC by DEAN/Asso.Dean(SRIC)

How to Apply  New Approval View

Type: | Select Type--- v |pplication From Date; To Date; Project Code ‘ Viw Detalls ‘ ‘ Reset‘
S Application No & Leave From & Station Leaving From Place of Visit Advance Amount Send For ~ Approval WhetIEerReiect
o Proec ode To Date &To Date & Purpose & Remarks Aproval  Status Jriance
With Remarks
Journey Approval; Leave FromDt: Station Leaving FromDt; Place of Vit Advance Amoun:
Anpicaton Date: 26-11- | 26-11-2005 26112005 TestPlace 000
1005 Leave From Time: From Time: '
TOUR,CPB7/2526)1 Forenoon~ ¥ Forenoon~ v j : L i
Testing purpose : ] i
| Remarks: "o
Project Code: CP397 o Purpase: 4
J T Leave ToDt: 26-11-2025 Stalion Leaving ToDE: v 4
Leave To Time: 26-11-2025
Memoon v ToTime:
Mtemoon

/

6.Click on this check box for online the application. (tick mark indicated your
application has been online and pending for approval in another node.

***Note: Background colour change indicated your application has been approved. Otherwise it is pending for approval.
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How to approved Co-Pi Application form By PI?7??
STEP: 1

Process details:

1. SRIC_JR_APV_CO_PI: Journey Approval for Co-PI.

2. APV_FOR_CONTG_ADV_CO_PI: SRIC Journey Approval For CO-PI.

3. SRIC_FOREIGN_JR_APV_PI: SRIC Journey International Approval For CO-PI.

The Link in ERP : Login to ERP->Home->Pending Work.

: Click on this count to show no of pending work
Click on Home Button Pending work to show all pending details

elcome: SWAPNA BANERIEE (81007) | [§] Home| Forgot Passphrase| B Gadget| Complaint Eox|

Monitoring il SRIC m m Establishment

Please Click on Module to Get Menus Under it.

Zlick here to view the network configuration details to open ERP System successfully in your machine Within the Institute.
Mails [From ERP Stakeholders] Pending Work( 17) Click to get details Alerts [Generated from ERP applications]
Received Mails(110)Click to get details *C - Completpd; *P - Pending; *W - Coming Soon as Pendihg;
Task Details|Node Wise] P [C w
SUBJECT_PROPOSAL
AS- [7]HOD af o
SRIC_JR_APV
AS- [6]HOD/HOC/HOS 13 3

Important Information

« Digital Signature
« Faculty : Digital Signature Validation Procedure

opyright © ERP Systems, IIT Kharagpur  Help Line - 032222-81017/81018/81019




How to approved Co-Pi Application form By PI?7??

STEP:

Welcome: SWAPNA BANERIEE (81007) | [] Home| Forgot Passphrase| B Gadget |

SRIC work Alloc. [l Establishment

2

Please Click on Module to Get Menus Under it.

Complaint Box|

Select all to approve the application

8] Logout

Process : [ SRIC_JR_APV

x]

Process Status[for SWAPNA BANERJEE] :

Get Process Instances

Involvement in the process as : | HOD/HOC/HOS v

List of Pending Work items of SRIC_JR_APV process as HOD/HOC/HOS.

1\- 10 of 13 Older > Oldest >>
ork Details
Work Status alact = o al
for SWAPNA emarks for
- 3 Remarks/Comments I
Sino | Applicant(EC,DEPT,PROJECT) | Appv.Type and Details Effective Project Started | BANERJEE (in ascending order Process
Balance Tenure On of entry time) Status l:l
Instance 5
Status(Total)
APPROVE
AMITABHA BHATTACHARYA( HOD/HOC/HOS : | No Remarks
07021,EC,KPE ),Remarks:0On Journey Approval; From:26-06-2014 DOC:_Ol—Os_i- 21-06- E’ENE_JIN(?(From Available :
1 the way to Brussels on 27th ToDt:26-06-2014.P ‘Projact 565488.00 2009;Closing 5014 :21-06-2014 ® @
June, I want to hold project | (30HZ2 B9 -t i LIPOSEFTOIE : DT:31-03- | §5i01.55 | 07:01:55) - Click to Open/Hide Work
discussion with BARC scientist BCUsston dLhotatd 2015 NFcl Total Details
at Kolkata on 26th June. Status:RUNNING
HOD/HOC/HOS : | No Remarks
: e DOC:21-10- o~ PENDING(From | Available |:]
2 | INDRAJT CHAKRABARTI( ey ‘;‘J%pg%"ﬂ:p”°m'25¢°6h2m4, 816000.00 | 2013:Closing [ 21:08" | 21-06-2014 PP
04085,EC,SVM ),Remarks: OULi2D; IReet L EHIBIOSERI CCIICE : DT:20-10- - | 02:01:06) = | Click to Open/Hide Work
Er * Discussion with Dr. Rezaul Karim 02:01:06 Ick to Open/Hide Worl
2016 Total Details
Status:RUNNING
DOC:01-04 EI(EJI\[I)[/)}I-‘I\?GC(/FHOS ' | BeRemaskc
Approval; From:22-05- Lo 1005 g e —
2 | GOUTAM SaHA( 02017,6c,uTt |Joumey Approval; From:22-06-2014 | 1 00 |2013:Closing [ 1305 | : 19-06-2014 ®
JRemarks: 2014;Purpose:Discussion PT:31:03-  [Gai5g.19/| 04:26:19) | Click to Open/Hide Work
2015 Total Details
Status:RUNNING
HOD/HOC/HOS : | No Remarks
y 3 AADE DOC:01-04- 06 PENDING(From | Available |:]
» | GOUTAM SAHA( 02017 ECvis | Journey Approval; From:14-06-2014 | 2010:Closing | 1298 |:11-06-2014 i




STEP: 1

How to approved Pl/Co-Pi Application form By HOD/HOS/HOC/CHAIRMAN???

Process details:

1. SRIC_JR_APV: SRIC Journey Approval for PI.

2. SRIC_JR_APV_CO_PI: SRIC Journey Approval For CO-PI.

3. SRIC_FOREIGN_JR_APV_PI: SRIC Journey International Approval For CO-PI.

The Link in ERP : Login to ERP->Home->Pending Work.

: Click on this count to show no of pending work
Click on Home Button Pending work to show all pending details

elcome: SWAPNA BANERIEE (81007) | [§] Home| Forgot Passphrase| B Gadget| Complaint Eox|

Monitoring il SRIC m m Establishment

Please Click on Module to Get Menus Under it.

Click here to view the network configuration details to open ERP System successfully in your machine Within the Institute.
Mails [From ERP Stakeholders] Pending Work( 17) Click to get details Alerts [Generated from ERP applications]
Received Mails(110)Click to get details *C - Completpd; *P - Pending; *W - Coming Soon as Pendihg;
Task Details|Node Wise] P [C w
SUBJECT_PROPOSAL
AS- [7]HOD af o
SRIC_JR_APV
AS- [6]HOD/HOC/HOS 13 3

Important Information

« Digital Signature
« Faculty : Digital Signature Validation Procedure
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STEP:

Welcome: SWAPNA BANERIEE (81007) | [] Home| Forgot Passphrase| B Gadget |

SRIC work Alloc. [l Establishment

2

How to approved Pl/Co-Pi Application form By HOD/HOS/HOC/CHAIRMAN???

Please Click on Module to Get Menus Under it.

Complaint Box|

Select all to approve the application

8] Logout

Process : [ SRIC_JR_APV

x]

Process Status[for SWAPNA BANERJEE] :

Get Process Instances

Involvement in the process as : | HOD/HOC/HOS v

List of Pending Work items of SRIC_JR_APV process as HOD/HOC/HOS.

1\- 10 of 13 Older > Oldest >>
ork Details
Work Status alact = o al
for SWAPNA emarks for
- 3 Remarks/Comments I
Sino | Applicant(EC,DEPT,PROJECT) | Appv.Type and Details Effective Project Started | BANERJEE (in ascending order Process
Balance Tenure On of entry time) Status l:l
Instance 5
Status(Total)
APPROVE
AMITABHA BHATTACHARYA( HOD/HOC/HOS : | No Remarks
07021,EC,KPE ),Remarks:0On Journey Approval; From:26-06-2014 DOC:_Ol—Os_i- 21-06- E’ENE_JIN(?(From Available :
1 the way to Brussels on 27th ToDt:26-06-2014.P ‘Projact 565488.00 2009;Closing 5014 :21-06-2014 ® @
June, I want to hold project | (30HZ2 B9 -t i LIPOSEFTOIE : DT:31-03- | §5i01.55 | 07:01:55) - Click to Open/Hide Work
discussion with BARC scientist BCUsston dLhotatd 2015 NFcl Total Details
at Kolkata on 26th June. Status:RUNNING
HOD/HOC/HOS : | No Remarks
: e DOC:21-10- o~ PENDING(From | Available |:]
2 | INDRAJT CHAKRABARTI( ey ‘;‘J%pg%"ﬂ:p”°m'25¢°6h2m4, 816000.00 | 2013:Closing [ 21:08" | 21-06-2014 PP
04085,EC,SVM ),Remarks: OULi2D; IReet L EHIBIOSERI CCIICE : DT:20-10- - | 02:01:06) = | Click to Open/Hide Work
Er * Discussion with Dr. Rezaul Karim 02:01:06 Ick to Open/Hide Worl
2016 Total Details
Status:RUNNING
DOC:01-04 EI(EJI\[I)[/)}I-‘I\?GC(/FHOS ' | BeRemaskc
Approval; From:22-05- Lo 1005 g e —
2 | GOUTAM SaHA( 02017,6c,uTt |Joumey Approval; From:22-06-2014 | 1 00 |2013:Closing [ 1305 | : 19-06-2014 ®
JRemarks: 2014;Purpose:Discussion PT:31:03-  [Gai5g.19/| 04:26:19) | Click to Open/Hide Work
2015 Total Details
Status:RUNNING
HOD/HOC/HOS : | No Remarks
y 3 AADE DOC:01-04- 06 PENDING(From | Available |:]
» | GOUTAM SAHA( 02017 ECvis | Journey Approval; From:14-06-2014 | 2010:Closing | 1298 |:11-06-2014 i






