
 
 

Help Doc – Preparation of Slot Book 
 

1. Login Workflow https://workflow.iitm.ac.in/employee/  
Click Academics -> Preparation of Slot book menu 

2. Select the period Ex: Jan-May 2020.  
3. Select TTC member of your department from the list of faculty members 

displayed in the drop down. 
 

 
 

4. Click the ‘+’ button in the grid.  Type the course number.  Course name 
will be auto populated.   

5. If only one faculty teaches the course, then select the faculty name by 

clicking the ‘Look up’   icon.  Click OK after the selection.  

 
 



 
6. If multiple faculty members teaches the same course, then click the link, 

‘co-taught with’ which is the next column to the faculty name.   
7. Select the faculty members using the check box.  Make sure to select the 

‘coordinator’ in the same screen.  Click ‘Back’ button to go back to main 
screen. 

8. Faculty can also be searched by their name.   
 

 
 
 

9. Enter slot, additional slot if any (if the course is spanning to multiple 
slots), CC chair person for grade approval,  check B.Tech/DD flag if the 
course is offered for B.Tech/DD 2015 batch onwards as elective, Tot. Cap, 
Out. Cap (Total capacity and Outside department capacity) and Allocation 
type. 

10. The tot. cap, out.cap and allocation type fields will be disabled if the 
course is not offered for B.Tech/DD as elective. 

 
Please note that this Total capacity is ONLY for B.Tech/DD 2015 batch 
onwards elective allocation.  The number of students registering may be 
more than this number as the course may get registered as CORE course or 
as elective by older batch students or students from other PG programs. 
 

 



 
 
 

11. Click the ‘Save and Hold’ button in between your work frequently.  If you 
leave the workflow logged in for sometime, kindly logout and login back.  
Pickup your saved SLOTBOOK task from ‘TASKS’ page to continue. 

 
12. If you want to check whether any slot clash is there for the faculty 

members, click ‘Save and Hold’ and then press the slot clash button to 
download the excel file.  The file will be saved in your ‘Downloads’ folder. 
 

 
 

13. Enter remarks and click the submit button once the slot book preparation 
is complete.   
 

14. System will display error if the course is entered more than once and 
offered in the same slot. Please delete the additional records by selecting 
the record (in the left most column of the table) and use the ‘Co-taught 
with’  for entering multiple faculty names. 

 
 
Interpretation of data in Excel file: 
 

1.  If a slot is marked in RED with a course number and a slot in brackets, 
then the faculty is teaching a course in 2 slots with the same time period. 
Ex : A and A1 slot have the same time period.  Hence both are marked in 
Red here. 

2. If a slot is marked in GREEN without a course number, then it means the 
faculty is busy in that slot with another course and hence he/she should 
not be allocated course in that slot.   
Ex: D and D1.  Faculty is taking a course in D1, hence D is marked in Green 
here. 

 

 
 



TTC member Approval: 
 

1. Login Workflow https://workflow.iitm.ac.in/employee/  
2. Go to Tasks page and click the ID column.   
3. The slot book will be editable for TTC member.  The features and 

validations are same as of the department staff.   
4. TTC member can check the ‘incomplete data’ and send the task back to 

department staff for corrections as well. 
5. After the review, check the approve check box and click the submit 

button.  It will be routed to TTC chairperson. 
6. TTC member also have the option to click and download the ‘Slot check’ 

excel file.   
 
 

 

 
 
 
TTC Chairman Approval: 
 

1. Login Workflow https://workflow.iitm.ac.in/employee/  
2. Go to Tasks page and click the ID column 
3. Please review the slot book, check approve check box and click submit 

button. 
 

 


