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Process Flow Diagram: 

 

 

User Roles: 

User Roles 

Office Staff/Guide Initiates and finally approves the GTC DC 
Meeting Minutes once all panel members have 
reviewed and submitted. 
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Panel Members 

 

Research Dealing Assistant 

Reviews GTC DC Meeting Minutes. 
 
 
Reviews GTC DC Meeting Minutes. 
 
 

 

 

Step 1: Office Staff/Guide 

Login to workflow at:  http://workflow.iitm.ac.in/employee 

 

(i) Employee needs to login to workflow using his ADS Username and password. 

(ii) Employee needs to select the following menu path  

Academics -> Research Scholar -> GTC DC Meeting Minutes. 

(iii) The GTC DC Meeting Minutes screen opens.  

(iv) Employee needs to fill the necessary details. 

 

 

The dropdown field ‘Meeting’ is used to select the meeting type. 

http://workflow.iitm.ac.in/employee
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The dropdown field ‘Event’ is used to select the event. 

 

 

If the option ‘Others’ is selected from the dropdown field ’Event’, a text box ‘If Others’ appears. 

This allows the user to enter the event type. 

 

 

The dropdown field ‘Roll No’ is used to select the Roll No. 
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Once the roll no is selected, the fields ‘Scholar Name ‘and ’Guide’ are auto generated. 

The date for the meeting is picked from the date picker ‘Date of Meeting’. 

 

User can upload he documents required by clicking on the button ‘Browse’. 
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Once the required document is selected by the user, ‘Upload’ button is clicked to upload the 

document. 

 

 

Comments are entered in the text field ‘Meeting Minutes/Comments’ 

 

On selecting the roll no, the grid ‘Panel details’ is auto populated with the details of the 

member name, employee id, member type and department. 
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Step 2: Panel Members 

 

The initiated task from the guide/office staff is available in Panel member’s inbox. 

 

 

 

The panel members can give their feedback and submit the task. 

The task is reverted to the initiator for submission.  

 

Step 3: Office Staff/Guide 

The task is returned to the initiator’s inbox for submission. 
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Guide either reviews or sends to research unit for approval by checking on either of the 

checkbox ‘Reviewed’ or ‘Send to Research Unit’. 

 

Step 4: Research Dealing Assistant 

 

Research Dealing Assistant reviews the GTC DC Meeting Minutes, enters the remarks and 

submits the process. 

 

 

 


