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User Roles:

Employee Role

Faculty: Submits Distribution Lists

HOD: Verify Equipment Utilization Form
DA Project Account: Sanction payment

Dean: Approving authority

DR Project Account: Final Approving authority
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For Faculty:

Step 1:

Login proof at: https://workflow.iitm.ac.in/femployee

Choose the “Distribution Lists” menu from ICSR menu after Login. Fill the necessary and mandatory
field present in form and click form to submit it.

Filling all details properly is very essential for us, as it will save work of other Project Employee.

J/ 8 sigital comera technolag, % Y [ Cancn: Canon Technole: x Y [ HowstuffWerts *How Dig. % ¥ [ Digital Cameras - A begin X V.| localhast/phpscript/docl. X ¥ @ pablliahe X)) _ 10931, T W i o

€« X | [1 10.93.1.43iitmsite/PageManager.aspx

"] Getting Started ("] Imported From Firef... |0] Outlook Web 4pp

| I IT Signed In As ANIL PRABHAKAR  Sign Qut

Madras

#f Home ICSR  HumanResources Academics ~ Main Stores

Distribution List

Project Details

Project Number * 1C1213COMD01ARAAS [+
Agency Name Common Code

Principal Investigator Code pasU

Starting Date 01/04/2012 | 55

Total Available Balance

Distribution of Honorarium to Staff

Expenditure:

) Amount Transferred To Lab Code
Stores Consumed
Qthers

&) Amount Transfered To IIT AC
Balance
Institute Overhead:

Institute Qverhead

Main Accounts

0
0
0
0

Estate  Memberships General TaskStatus  Reports

Date Of Approval 15/07/2013
Principal Investigator Name unil Kumar P &
Closing Date 31/03/2015

Partial Distribution Amount

uco JLab Cade

Central Facilities

Sub Total (g

0((Partial Distribution Amount-SubTotal)

Corpus

Report Explorer  Document Explorer

Flow Chart

I

m

Save and Hold ~ Submit = Cancel
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File Edit View History Bookmarks Iools Help r 1
«‘ | Leaming P... | [ how much .. |Bﬂudylempe. |E§wnmismu. |[ | Maintaining. htp: .aspxx|mwnvylsgs5 .|vsui ouw body t.. |E30mhudy|e |Q5ummian .|i Fever | Bette. |» v

isgoedtol. | 2 Temperatur. |f

€ | @ 10931 43/iitmsite/PageManager.aspx | [E)- nperature is 37 dergree then why 27 isgoed forus 2 & it # -

ideo @MAZONCOM | Transiate webpage ~ || Rembrandt || van || Rijn

B Vidso - Rembrandtvan Rijn - Bl Search . | B Download

Signad In A= ANIL PRABHAKAR  Sign Out

Report Explorer ument Explorer

Academ Main Stores

Flow Chart | |

Distribution List

Expenditure:
) Amount Transferred To Lab Code 2000 Euco 2g|t2b Code 55
Stores Consumed 1000 Central Facilities 0
Others: s00
) Amount Transfered To 11T AC 4500 Sub Total (a:g) 8020
R 21980|(Partial Distribution Amount-SubTotal) L
Institute Overhead:
Institute Overhead 2396 corpus 240 =
Department 220 ICSR. 176,
Central Administration 44

*Institute Overhead(20% of Balance)=(Corpus 10%;Dept 5%;1CSR 4%;Central Administration 1%)
Amount Available for Distribution 17584

*Amount Available for Distribution=Balance-Institute Overhead

Staff Honorarium Distribution *
Department * Employee 1d Employee Name Designation Amount =

AERONAUTICS. 008294 | Q SUNETRA SARKAR Project Officer (P.0) 5,900.00

Save and Hold Cancel | |
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Step 2:
During filling of form verify the Amount spent in various procedures of project and staff members.

The partial Distribution Amount must be equal to PCF, Staff Honorarium, Instrument cost, institute
Overhead and other expenditure.

Check the “submit Distribution Lists “ to finalize the list and click submit.

Fle Edit View Hitoy Bookmarks Tooks Help
& | Leaming®.. | Eow much...| 3 By temp..| 3 Whatis s | Meintsving.| s goodto L. | @ Temperstur. |

3 ProperBod.. | {7 itp.asp < | @ Why 85| 7 Guidelines . | 5 ouw body . | 3 Ourbody te. | 1 Conversion .| @ Fever|Bete. | 9 & &

(- & 10931 43/iitmsite/PageManager.aspx ¢ E' nperature is 37 dergree then why 27 is good fous P & f * -
B Vidso + Rembrandvan Rin « B Seach | | B Dovrload video MBZONSOM | it wetpage + (] Rembranct [ van [ i
I IT Signed In As ANILPRABHAKAR  Sign Out
Madras
# Home ICSR Academics  Ma es s  Estate Memberships General TaskStatus Reports  Report Explorer  Document Explorer
P . - Flow Chart
Distribution List ow tha
000081 | Prem 2,000.00 -

Page 1/1
Get Amount Distribution
Total Staff Honorarium 5900.00, Total Project Staff Honorarium 3000.00
Total PCF Share 2000 AT 17584
Distribution
*Net Amount Available for i A t Available for i | PCF share

Recommended Actions

Submit Distibution List

Remarks * complete my request

I

Max 500 Characters

Save and Hold ~ Submit ~ Cancel

=
11:15 AM
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For HOD:

Step 1:
HOD of the department, can click on his message to open his message.
The main task of HOD is to verify “Equipment utilization Form” that is part of the form.

There is two check box “Verify” or “incomplete data”. User can click upon anyone to forward or
reject the form.
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File Edit View History Bookmarks Tools Help Y
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Human Resources  Academics ~ Main Stores  Main Accounts  Estate  Memberships ~ General  Task Status  Reports | Report Explorer  Document Explorer
"=, Inbox To Do List
b o= |
7 & Month View Dav View
0 Task 5 Processed On < July 2013 >
® _ Sun Mon Tue wed Thu Fri sat
B Oswbuion st 10 TrRiov0G7ITIANI 15/07/2013 11134 A o1z s s s
B [E  ReEmplovment g Palanivelu R. 11/07/2013 08:45 PM g 2 2 € e = =
B xtonsion or lioving 10 ELE1112224DTXENAK 16/08/2013 01:23 P (0 LRI > |
[ = 1310612013 01:23 e R R
=]
7/4/2013 Senate Meeting =
7/16/2013 MS/Phd Admission/Orientation
7/20/2013 Cenvocation
7/23/2013 MBA Admission
7/24/2013 B.Tech/DD/MA Orientation and Admission
7/25/2013 M.Tech/M.Sc Admission =
Page1/1
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Step 2:

The user can submit the form by giving some remarks, which is forwarded to
DA Project Account.

"Hle Edit View History Bookmarks Tools Help
Q| LeamingP... [ how much... | €2 Body tempe.| € Wt oo..

Mainniningu.l s goodtoll.. | 9 Temperatur..

| Proper Bod.. | hitp..asp x| Whyls985.. | W7 Guideines .. [EJ ouw body .. | 3 Our body te..| 21 Conversion .| @ Fever|Bette.| 9 & ©

€ | @ 10931 43/iitmsite/PageManager.aspx @ - nperatureis 37 dergree thenwhy 27 isgood forus £ & @ ¥ v

A Video - Rembrandt van Rijn « Bl search | B Download video AMAZONCOM | Tansse webpage ~ ] Rembranct ] van [) Rin
Signed In As ENAKSHI BHATTACHARYA  Sign Out

ICSR  Human Resources = Academics ~Main Stores ~Main Accounts ~ Estate ~ Memberships ~ General ~Task Status ~Reports  Report Explorer  Document Explorer

|
Distribution List Flow Chart = |

Recommended Actions

m

Ry Incomplete Data [
Remarks * forvarded 2 -
Max 500 characters B
Remarks Summary L
Activity Name Remarked By Remarks Date of Remarks ¥ i
Prepare Distribution List ANIL PRABHAKAR complete my distribution 15/07/2013 05:54:09

7/15/2013

Page 1/1
Project Details
Saveand Hold = Submit = Cancel |
e nuam ||
4 ﬂ 6
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For DA Project Account:

Step 1:
DA Project account, can click on his message to open his message.
DA Project Account is mainly responsible for verifying Payment related issue in the form.

There is two check box “Payment Issued” or “incomplete data”. User can click upon anyone to
forward or reject the form.
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File Edit View Bookmarks Tools Help

] ‘ | Learning P |}3naw much... |E§ Body tempe. |E§wm.smu | Maintaining. .||Sguudla| |’Temperalul. htp:...aspx X |ﬂwnylsm5 .|v Guidelines f. |auw body t. |E;i Our body te. |n5ummian = | @ Fever | Bette. |» F 7
€ P @ 1093143/iitmsite/PageManager.aspx C || B - npercturc is 37 dergrec thenwhy 27 isgood forus £ & fi ¥~
B Vidso - Rembrandtvan Rijn - [ Search | 8 Download video BMBMMM“‘ Transfate webpage - || Rembrandt [_] van [_] Rijn

igned In As VIJAYALATHAM  Sign Out

Main Accounts  Estatc |DEMBENPEN General  V Reports  Student Profile Report

Gymkhana
. Inbox Reports. 3 ¥- | To Do List
7 & Month View Dav View
0 Task ) Processed On < July 2013 >
m - Sun Mon Tue
] [E  Distribution List 10 TTR1011007ITMANIL 15/07/2013 11:39 AM 30 L 2
B [E  Reimbursement of Expenses 2 REL/008074/00,00,279 12/07/2013 07:00 PM g 2 2
B [E  Communication Service Claim 4 COM/008074/00,00,081 11/07/2013 09:35 PM i
B [B  Proiect Receint 4 AM1213008DRDOAPBA 08/07/2013 11:33 AM 2t 2 n
B [E  Extension or Relieving & ICAE12130013IINHSNM 06/07/2013 12:18 PM 2 = n i
B [B  ImorestSanction 2 ELE1213200DSTXANIL 06/07/2013 12:17 PM hd s n
B Receipt Entry Reversal 13 1C08090ECO98DCWLSASA 24/06/2013 12:04 PM
B Receipt Entry Reversal 10 AE1213003ABANHSNM 21/06/2013 07:52 PM
B Payment Entry Reversal 5 ASE1112113ARDBHSNM 21/06/2013 06:07 PM 7/4/2013 Senate Meeting =
B =3 Pavment Entry Reversal 3 E1112113ARDBHSNM 21/06/2013 06:00 PM 7/16/2013 M5/Phd Admission/Orientation L
7/20/2013 Convocation 1
7/23/2013 MBA Admission
7/24/2013 B.Tech/DD/MA Orientation and Admission
7/25/2013 M.Tech/M.Sc Admission -
Page1/1

. sam | |
52013 | |
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Step 2:

If DA needs Distribution Lists approval from Dean, then it can be reverted back to Dean for Clearing
and approving the form.

After Submitting the form DA can wait for reply from Dean.

B s o ST T T s

File Edit View History Bookmarks Tools Help

=2 -
& \ | Leaming P... ||»3 how much . |E} Body l:mp:.ul 3 What is roo.. Malmalnll\g”.l isgoodtol... | D Temperatur... per Bod... |('_ htpi..aspx X |ﬂwnylsss.5 | W Guidelines f... | ouw bady t... |E; Our body te.. | 24 Conversion | @ Fever| B:ﬂ:ml S & v
€ | @ 10931 43/iitmsite/PageManager.aspx % | Y-~ nperatureis 37 dergreethen why 27 is goodforus © | & @ # v

& Vidso + Rembrandtvan Rijn + [ Search | | R Download video @MAZONCOM | Transise webpage + ] Rembrandt [] van [ ] Rijn

# Home ICSR  HumanResources Main Accounts Estate ~Memberships = General ~Viewer TaskStatus Reports  Student Profile Report

Distribution List Flow Chart

Recommended Actions

i

Payment Issued m Dean Approval Required Incomplete Data ]
Remarks = fopuded to dear] R

Max 500 characters

i

Remarks Summary

Activity Name Remarked By Remarks Date of Remarks ¥

‘Verify Equipment Utiliz. ENAKSHI BHATTACHAR... forwarded 15/07/2013 06:08:31

Prepare Distribution List ANIL PRABHAKAR complete my distribution 15/07/2013 05:54:09

Page 1/1
Project Details
Save and Hold Submit Cancel

Read 1093143 o

136aM | |
175/203 | |

2 < "ol DI IF

~ G}l
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For Dean:

Step 1:
Dean, can click on his message to open his message.
Dean can recheck the form, if needed and suggest possible changes by putting remarks as well.

There is two check box “Approve” or “incomplete data”. User can click upon anyone to forward or
reject the form.

‘Fle Edt View History Bookmarks Tools Help
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EA Video - Rembrandt van Rijn ~ B search | I Download video aMaZ0NCOM | Transiate webpage ~ || Rembrandt ] van [] Rijn

N/ Madras

# Home ICSR  HumanResources Academics WWGINGISIEEM Main Accounts [Estate Memberships ~General Task Status Reports  Document Explorer

Initiate Purchase-Indent

ke Inbox PO Amendment = | To Do List
7 & Month View  Day View
] Task 1 Processed On < July 2013 2
& - Sun  Mon
[ [B  Distribution List 10 TTR10110071ITMANIL 15/07/2013 11:41 AM 30 1
] [B  Soonsored Project Proposal 2 ANIL PRABHAKAR 05/07/2013 12:12 PM Z 8
] [B  Proiect Closure 146 EE1213057AARASHBH 13/06/2013 01:23 PM 14
@] [B  Project Over Draft 6 008193 11/06/2013 07:06 PM = &2
28 29 =
R 4 s
=]
7/4/2013  Senate Meeting =
7/16/2013 MS/Phd Admission/Orientation ‘
7/20/2013 Convocation
7/23/2013 MBA Admission m
7/24/2013 B.Tech/DD/MA Orientation and Admission
7/25/2013 M.Tech/M.Sc Admission -
Page1/1

nz7am | |
7715/2013
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Eile Edit View History Bookmarks Tools Help =0

Proper Bod... l(‘ http:...aspx X ]ﬁwr‘ylsssﬁ | W Guidelines f... | [ ouw body t... IB Our body te... l /% Conversion | @ Fever| Bme.“] > b v

(4 ﬂ Learning P... |g] how much ... la Bndytemp:...l E3 What s roo.

€& @ 10931.43/iitmsite/PageManag % | )~ nperatureis 37 dergree then why 27 isgood forus © | & fr #* ~

aspx

B3 Vidso - Rembrandt van Rijn ~ B search | \ & Download video amﬁloﬂmm\ Translate webpage ~ || Rembrandt [_] van [_] Rijn

I I I Signed In As JOB KURIAN  Sign Out

Madras

Reports  Document Explorer

Academics =~ Main Stores  Main Accounts ~ Estate =~ Memberships = General =~ Task Status

# Home ICSR  Human Resources

Distribution List Flow Chart

i,

Recommended Actions

Approve Incomplete Data )]

Remarks * process complete|

Max 500 characters

Remarks Summary
Activity Name Remarked By Remarks Date of Remarks ¥
Payment VIJAYALATHA M forwrded to dean 15/07/2013 06:10:34
Verify Equipment Utiliz.. ENAKSHI BHATTACHAR... forwarded 15/07/2013 06:08:31
Prepare Distribution List ANIL PRABHAKAR complete my distribution 15/07/2013 05:54:09
Page 1/1
Project Details

Save and Hold  Submit = Cancel ‘

Transferring data from 10.931.43...

AM
7/15/2013

If dean approval required was sent previously.
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For DA Project Account:

Step 1:
DA Project account, can click on his message to open his message.

There are two check box “approve” or “incomplete data”. User can click upon anyone to forward or
reject the form.

.
[ cigital camera technale Y [ Canon: Canon Techne 3 Y [ HowStuffWorks "How | x‘@ Digital Cameras - Abec % V[ x(e pal-7/g-1 x ¥ NewTab x7 [ 1093.1.43/iitmsite/Pag: * M
&« C | [} 10.93.143/iitmsite/PageManager.aspx b3
%) Getting Started (] Imported From Firef.. 0] Outlook Web App

# Home ICSR  HumanResources  Main Accounts  Estate  Memberships  General Viewer Task Status  Reports  Student Profile Report

Distribution List Flow Chart

Recommended Actions

T

Payment Issued Dean Approval Required =] Incomplete Data ]
Remarks approved and fornrded|

Max 500 characters

Remarks Summary €
Activity Name Remarked By Remarks. Date of Remarks ¥ 1
Dean Approval JOB KURIAN process complete 15/07/2013 06:11:52
Payment VIAYALATHA M forwrded to dean 15/07/2013 06:10:34
Verify Equipment Utiliz. ENAKSHI BHATTACHA, forwarded 1) 15/07/2013 06:08:31
Prepare Distribution List  ANIL PRABHAKAR complete my distribution 15/07/2013 05:54:09
Page 1/1

Project Details

Project Number TTR1011007IITMANIL Date Of Approval 15/07/2013 23]

Agency Name Trdian Tnstibibe nf Tarhnnlany Madras R S

Save and Hold ~ Submit  Cancel

ﬂ ] - () 1149 AM | |
L Y anse ||

For DR Project Account:
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Step 1:

DR Project account, can click on his message to open his message.

DR is final approving authority in this process, who issue Payment to Faculty.

There is two check box “Approve Bills” or

or reject the form.

ncomplete data”. User can click upon anyone to forward

rl' [ digitel comers technolc x ¥ [ Canon.: Canon Techne x ¥ [ HowStuffWorks *How | x ¥ [ Digitel Cameras - A bec x V. [
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phpscript/dos "‘G

€« C | [ 1093.143/iitmsite/P

Manag

er.aspx

['] Getting Started ("] Imported From Firef... |O] Outlook Web App

HT

Madras

Signad In Az PREMA CHAKRAPANI  Sign Out

# Home Human Resources Main Accounts Estate  Memberships  General

o

OoooooOo

Inbox

Bl Bl & &l & &

Task

Distribution List 10
Temperary Advance Claim 3
Receipt Entry Reversal 11
Receipt Entry Reversal &
Receipt Entry Reversal 4
Receipt Entry Reversal &

D
=
TTR1011007IITMANIL
TAC/D08074/00,00,054
APM0910082DITXMANI
APMOS10081ARDEKARY
PHY1112259DSTXARGA

AE1213003ABANHSNM

Task Status

Honorarium to Staff ~ Honorarium to Employees  Distribution Note to Director  Distribution Note to Dean

Processed On

15/07/2013 11:54 AM
09/07/2013 11:55 AM
21/06/2013 07:51 PM
21/06/2013 07:35 PM
21/06/2013 06:43 PM

21/06/2013 06:32 PM

*| To Do List

o= |
7 & Month View Dav View
< July 2013
Sun Mon
30 1
7 8
14
21 22
28 29
4 H

7/4/2013  Senate Mecting
7/16/2013 MS/Phd Admission/Qrientation
7/20/2013 Convocation

7/23/2013 MBA Admissien

7/24/2013 B.Tech/DD/MA Orientation and Admission

<

M

Fage 1/1

7/25/2013 M.Tech/M.Sc Admission

Student Profile Repol

T

T

| -

wsoam | |
7152013 ||
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!Z [ digital camera technole x Y [ Canon: Canon Techne x Y [ HovStuffWorks Haw | x‘ﬁ Digital Cameras - Abec x V. [ i x(@ pal-7/7g=1 x‘ New Tab x7 1093143 iitmsite/Pag: % M
<« X | [4 10.93.1.43/iitmsite/PageManager.aspx
[') Getting Started (] Imported From Firef... 0] Outlook Web App

Signed In As PREMA CHAKRAPANI  Sign Out

# Home Human Resources Main Accounts  Estate  Memberships  General  Task Status  Reports

Dacument Explorer  Honorarium to Staff  Honorarium to Employess  Distribution Note to Director | Distribution Note to Dean  Student Profile Repor

Distribution List Flow Chart

Recommended Actions

Approve Incomplete Data B
Remarks granted

Max 500 characters

i

Project Details
Project Number

TTR1011007IITMANIL Date Of Appreval 15/07/2013

Save and Hold = Submit  Cancel

for1093.1.43,

AL el e [ ]

I
(mm] 7 o | 110 AM
‘L”*'_J/ Y s |
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