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Process Flow Diagram:

Request for Guest Faculties (ACAD-RGF-001)
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User Roles:

Employee Role
All Department faculty: Guest Faculty Request
Step 1:

Login workflow at https://workflow.iitm.ac.in/employee . Click Academics menu — Guest
Faculty - Request.

lss  views

Faculty
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Step 2:

Select Guest Faculty or Guest Lecturer based on your requirement and enter the details such as
Name, Affiliation, Address, Area of specialization etc.

Request For Guest Faculty

Request for Guest Faculty
Guest Faculty Details
Request For * Guest Faculty v Name * xyz
Affiliation * Anna Univ - Address 10, West Street, o
Adyar,
o Chennai ol
Years of Experience * 5.0/ Min 5 years Area of Specialization * Foundation Engg
Phone Number * 1234567 Mobile Number * 1234567890
E-Mail * xyz@abc.com
Course Details
Period * JAN-MAY 2014 - Course No *
Course Name - Credits/Hours 0
Amount To Be Paid 0.00.
o (Including TA)
Recommended Actions
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Step 3:

For selecting the course number click the look up icon next to it and search for your course.

Lookup Results

Course No Course Name CourseCredit
=] & _

CES33

CES330 Advanced Foundation Engg

CES336 Professional Ethics (self study)

CES331 Metro Systems and Engineering

CES335 Metro Internship
CE5337 MNon-destructive Evaluation of Strucutures

CES338 Underground Space Technology

000000 ®

4
2
3
CE5332 Special Topics in Metro Engineering 3
2
3
3
3

CES334 Global construction Engineering and Management
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Step 4 :

Check ‘Submit’ checkbox and enter remarks. Click Submit to complete the task.

HOD Approval:

HOD will receive an Inbox task. He/she can review the details, select approve or reject, enter
remarks and click submit.
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Dean Academic Courses Approval:

Step 1:

Dean will also receive an Inbox task. He/she can edit the amount to be paid.

Recommenled Actions

Approve 4 Rajmct
Ramarks * Aoprmems
Hax 300 Cramecdary
Remarks Summary =]
Aty Mame Remarked Sy Remarks [abe of Remarks
RGO Appravel Tor Suest Faculy  SEMNDHLS R aporwed L3-12-3012 Q6 L3147
Reguest for Guest Fasully EOSHY vALIHESE Heguesling guest faculty L3 2:301% Q6:03:30
S—— —— s T
E-Hsi wyagabe.cam
Comrse Diebails
Panod Coursa Rio EERaNL
ninee Hame By reaed Tapeck i Crediaftours 1
Inezurencabian
Amgint To Be Faid TR
{Erchyding Taj

Save and Hold  Sobe#t  Cancel

Step 2:

Click the ‘Guest Faculty offer Letter’. Download the letter and save the document.
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Signed In As RAMAMURTHY K

Sign Qut

Human Resources

Academics Main Stores Main Accounts Memberships Estate General  Task Status Reports
Request For Guest Faculty

Flow Chart Guest Faculty Offer Letter [

Guest Faculty Offer Letter | [ |
Approval of Guest Faculty

Recommended Actions

Approve Reject ]
Remarks * D
Max 500 Charactars
Remarks Summary BEE6E
Activity Name Remarked By Remarks Date of Remarks ¥
HOD approval for Guest Faculty GANDHI S R approved 13-12-2013 06:13:47
Request for Guest Faculty KOSHY VARGHESE

Requesting guest faculty 13-12-2013 06:03:20
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Step 3:

Select ‘Approve’ or Reject, enter remarks and submit.
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