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Topic: Post Grade Mapping  

Prerequisite:  Departments, Posts, Grades defined in system 

Roles: Head Admin  

Path:  Posts » Post and Role Configuration » Post Grade Mapping 

Functionality:  

1. Addition of new posts in system. 

2. Configuring GP/AGP for every post. 

Options in Employee Life Cycle: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Creation of 

department wise 

post and adding 

GP/AGP 

Adding employee in 

system using form, or by 

uploading excel 

Filling service book of all 

the employees 

Mapping different 

roles to employees 
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Adding New Post:  

 
Configuring post details: 

 

 

 

 

Click here to add 

new post type 

Select programme, post 

and grade type in which 

post has to be added 

Select designation from 

the list that has to be 

added 

Click here to add new 

pay band if needed 

Click to save 

details 
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GP/AGP: 

 

Configuring details: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to add GP/AGP 

within the designation 

Fill the details and 

then save  
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Topic: Employee Upload 

Prerequisite:   

1. Departments, Posts, Grades defined in system. 

2. Post creation with AGP/GP configuration.  

Roles: Head Admin 

Path:  Posts » Post and Role Configuration » Employee Upload 

Functionality:  

1. Adding employee in system using form. 

2. Employee Upload through excel. 

3. Associate employees with other departments. 

4. Can keep employee id system generated or email id as employee ID. 

5. Change username of employee 

Employee upload 

 

 

 

 

 

 

 

 

 

Click here to upload 

employees in system 

Select department in which 

you want to add employees 

Click here to add 

employees using form 
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Adding Employee Using Form 

 

Upload using Template 

 

 

 

 

 

 

 

 

Select option to keep employee id system 

generated or email id as employee ID 

Fill the details 

and then save  

Select the desired file 

to upload the data 

Download 

template, arrange 

data in this format 
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Topic: Service Book 

Prerequisite:   

1. Employee uploaded in system. 

2. Data to be filled in service book.  

Roles: Head Admin 

Path:  Posts » Post and Role Configuration » Service Book 

Functionality:  

1. Adding service book of an employee. 

2. Details to be captured while filling service book of different posts. 

3. Editing service book details. 

4. Adding increment/decrement in service book. 

5. Changing designation or pay band. 

6. Relieving employee. 

7. Transfer of employee. 

8. Adding wages of visiting employee. 

 

 

 

Click here to add service 

book and manage it 
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Service Book (Teaching/Non-Teaching Permanent) 

 

Service book (Contractual Employee) 

Select programme, post type 

and post, here employee list 

will come 

Select Designation, Pay 

band 

Enter WEF date of 

designation and salary 

If condition of approval is 

regular system will not ask 

for these dates 
Fill all these details and 

then save 
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Visiting Employee Service Book: 

1.Day Basis Configuration 

 

 

2. Session Basis Configuration 

Select Designation, Pay 

band 

Enter WEF date of 

designation and salary 

If condition of approval 

is consolidated system 

will ask for these dates Fill all these details 

and then save 

Fill details of wages for 

day basis and then save 
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Employee » Employee Details » Employee Transfer Cases 

You can accept/reject the transfer request by verifying details 

 

Configuring transfer details: 

Fill details of wages for 

session basis and then save 

Destination department  Source Institute/Department  

Accept/Reject transfer 

request 

Verify 

details 
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Employee Relieve 

 

 

 

 

 

 

Topic: Adding Increment/Decrement, change of designation/Pay scale 

Prerequisite:   

1. Employee uploaded in system with filled service book. 

2. Data of increment/decrement to be added in service book. 

Roles: Head Admin 

Path:  Posts » Post and Role Configuration » Service Book 

Functionality:  

1. Adding increment/decrement in service book of an employee. 

2. Pay Band I.e. Designation can be changed. 

3. Joining date can be changed that will be used for many finance related things. 

Configure employee transfer 

details and then save 

Mention relieve date and put 

the comment for reference 
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Edit Service Book: 

 

 

 

 

 

 

 

 

 

 

 

 

Managing Service Book: 

Select programme, post type and 

post of employee  
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Click here to view 

Increment/Decrement  
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Topic: Faculty Login 

Prerequisite:  

1. Faculty should be registered into JUNO Campus. 

2. User should have faculty role. 

 

Roles: Faculty 

Path: http://erp.himtu.ac.in/  Enter Username and Password then click on Login Button. 

 

Faculty login screen: 

  

 

 

Enter Username 

Enter Password 

Click to login 

http://erp.himtu.ac.in/
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Employee Details: 

Topic: Employee Profile Details 

Prerequisite:   

1. Employee uploaded in system with filled service book. 

Roles: Faculty/ Staff 

Path:  Personal » Profiles 

Functionality:  

2. Able to fill profile details. 

 Personal Details- 
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Click to Save employee 

details 
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Qualification- 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to add qualification 
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Topic: Reports 

Prerequisite:   

1. Configuration required to manage all employee related work in system. 

2. Data to be entered in proper and systematic manner. 

Roles: Head Admin 

Path:  Quick Reports » HR Reports » Employee Promotion Details 

 Quick Reports » HR Reports » Employee Joining and Experience Details  

 Quick Reports » HR Reports » Employee Nature of Appointment 

 Quick Reports » HR Reports » Employee Resignation Details  

 Quick Reports » HR Reports » Employee Transfer Cases Report  

 Quick Reports » HR Reports » Relieved Employees  

Functionality: Reports are nothing but an abstract which make possible to get output 

in systematic/standard format, at one click and can be viewed in one glance. Also, it can 

be exported in excel and Pdf. 

 

Promotion Details: 

 

 

 

 

Select required department 

and click here 
Click to export 

details 
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Experience Details: 

 

 

 

Nature of Appointment (Regular/Permanent/Adhoc/Contract/Consolidated): 

 

 

 

 

 

 

 

Click to export details 
Select required department 

and click here 

Click to export details 

Select required department 

and click here 
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Resignation Details: 

 

 

 

Transfer Cases: 

 

 

 

 

 

 

 

Click to export details 

Select required department 

and click here 

Select department and 

choose required option 

Click to export details 
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Relieved Employees Details: 

 

 

 

 

Select required Post Type 

and click here 

Click to export details 


