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Process Flow Diagram: 
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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.  

 

 

 

 

https://workflow.iitm.ac.in/employee
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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.  
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Step 3:  

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

 

 

 

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. 

 

 
 

Step 2 :  

 

Click the ‘Guest Faculty offer Letter’.  Download the letter and save the document.   
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Step 3 :  

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

 

 

 

 

 


