
 

1 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

 
 
 
 
 

Training and Placement Cell Management 
Module 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

 
 
 
 

 

 

 

 

 

 

 

 

 

INDEX 

SR. NO. PARTICULARS PAGE NO. 

 Admin Window  

1 Employer detail 3 

2 Selection Process Stage Type 4 

3 Placement Cycle Configuration 5 

4 Approve student profile 6 

4 Post Job with employer expectation 9 

5 View/Edit job 11 

6 Company Visit Schedule 15 

7 Day schedule 16 

8 Report 17 

 Student Window  

1 Student login 20 

2 Apply for placement 21 



 

3 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

 

Topic: Employer detail 

Prerequisite:  

1. Training & Placement Officer Role to user. 

2. Region master list should be created. 

3. Sector master list should be created. 

 

Roles: Training & Placement Officer (Placement Admin) 

Path: Placement Activity » Company Profile 

Functionality:  

1. Able to add company profile details either from UI or from template provided. 

2. Able to view list of company profile details. 

3. Able to remove company profile details. 

4. Able to add company contact person details either from UI or from template provided. 

Company profile: 

 

 

 

 

 

 

Click to edit details 

Click to expand 

Click to add contact 

person details 
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Topic: Selection Process Stage Type 

Prerequisite:  

1. Training & Placement Officer Role to user. 

2. Programme should be created. 

Roles: Training & Placement Officer (Placement Admin) 

Path: Configuration » Selection process stage type 

Functionality:  

1. Able to add new selection process stage type. 

2. Able to mark selection process stage is default process. 

3. Able to view list of selection process stage type. 

4. Able to delete selection process stage type. 

 

Selection process stage type: 

 

 

 

 

 

 

 

 

 

Click to add selection 

process  type 

Click to delete selection 

process type 

 

Click to edit selection 

process type 
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Topic: Placement Cycle Configuration 

Prerequisite:  

1. Training & Placement Officer Role to user. 

2. Programme should be created. 

3. Placement cycle type should be created. 

Roles: Training & Placement Officer (Placement Admin) 

Path: Configuration » Placement Cycle Configuration 

Functionality:  

1. Able to create new placement cycle. 

2. Able to view list of placement cycle. 

3. Able to edit placement cycle details. 

4. Able to delete placement cycle. 

5. Able to make placement cycle status active or deactivate. 

6. Able to associate academic batch with placement cycle. 

Placement cycle configuration: 

 

Click to create 

placement cycle 

Select batch for 

association with 

placement cycle 

Select placement 

cycle type 
Select programme 

name 

Enter placement 

cycle name 

Select date range 
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Topic: Approve Students Profile 

Prerequisite:  

1. Training & Placement Officer Role to user. 

2. Programme should be created. 

3. Students should be registered in Programme. 

4. Students should fill profile from their logins. 

5. Placement cycle should be created. 

Roles: Training & Placement Officer (Placement Admin) 

Path: Placement Cell » Approve Students Profile 

Functionality:  

1. Able to view list of students for batches associated with placement cycle. 

2. Able to view profile of each student. 

3. Able to add students to placement student list. 

4. Able to debar student from placement cycle. 

5. Able to opt out student from placement cycle. 

6. Able to remove student from placement student list. 

7. Able to publish student to profile status. 

8. Able to approve student profile. 

9. Able to view profile status. 

10. Able to disapprove student profile. 

11. Able to view list of debarred students. 

12. Able to view list of opt out students. 

13. Able to view list of placed students. 

14. Able to upload & download offer letter for placed students. 

Click to deactivate 

placement cycle 

Click to delete 

placement cycle 

Click to edit 

placement cycle 



 

7 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

15. All students: 

 

Profile status: 

 

 

 

 

Click to view 

student profile 

Click to debar student 

from current 

placement cycle 

Click to opt out student 

from current 

placement cycle 

Click to add student will 

move selected students 

to placement student 

list 

Select student & 

click to download 

resume 

Click to approve student profile 

will move student name to 

approved students tab 

Click to approve 

multiple student 

profile 
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Mark student as placed: 

• Able to mark student as marked either internal or external. 

For internal placement admin will get the list of jobs for which student has registered 

 

 

Placed students: 

 

 

 

Select details & 

click to submit 

Click to upload 

offer letter 

Click to view 

student profile 

Click to edit 

company details 

Click to upload 

offer letter 

Click to download 

offer letter 
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Topic: Post Job 

Prerequisite:  

1. Training & Placement Officer Role to user. 

2. Programme should be created. 

3. Placement cycle should be created. 

4. Company name should be added. 

5. Post types should be added. 

 

Roles: Training & Placement Officer (Placement Admin) 

Path: Jobs » Post Job 

Functionality:  

1. Able to post job to students for selected placement cycle. 

2. Able to describe job details. 

3. Able to filter students by using eligibility criteria. 

4. Able to get eligible student list as per defined criteria. 

5. Placement admin able to register students for post job on student behalf or student can 

register for post job from their login.  
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6. Job description: 

 

 

 

Eligibility criteria (employer expectation):  

 

Enter criteria details & 

click to save 

Enter job description & 

click next 
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Eligible students: 

 

 

 

 

Topic: View/Edit job 

Prerequisite:  

1. Training & Placement Officer Role to user. 

2. Job post should be done. 

 

Roles: Training & Placement Officer (Placement Admin) 

Path: Jobs » View/Edit Job 

Functionality:  

1. Able to view list of active job. 

2. Able to view job history. 

3. Able to edit job details. 

4. Able to view job description. 

5. Able to view eligibility criteria defined. 

6. Able to view list of eligible students. 

7. Able to add/view selection process. 

8. Able to add students to selection process. 

9. Able to view list of registered students. 

10. Able to export student data in excel file. 

Select students & click to 

post job 

Select students & click to 

register students for job 

Click to upload excel to 

register students for job 
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11. Active jobs: 

Post job details: 

 

 

 

Eligible students: 

 

Click to edit 

job details 

Set eligibility 

criteria 
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Selection process(recruitment process) 

 

 

 

Add students: 

Select students & 

click to add students 

to stage 

Click to add 

more stages 
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Registered students: 

 

 

 

 

 

 

List of registered 

students for job 
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Topic: Company visit schedule 

Prerequisite:  

1. Training & Placement Officer Role to user. 

2. Placement cycle should be created. 

3. Company details should be added. 

4. Post job should be done. 

 

Roles: Training & Placement Officer (Placement Admin) 

Path: Placement Activity » Company Visit Schedule 

Functionality:  

1. Able to add company visit schedule. 

2. Able to view list of schedule details. 

3. Able to edit company visit schedule. 

4. Able to delete company visit schedule. 
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Company visit schedule: 

 

 

 

 

 

 

 

Topic: Day Schedule 

Prerequisite:  

1. Training & Placement Officer Role to user. 

2. Placement cycle should be created. 

3. Company details should be added. 

4. Post job should be done. 

5. Company visit schedule should be created. 

 

Roles: Training & Placement Officer (Placement Admin) 

Path: Placement Activity » Day Schedule 

Functionality:  

1. Able to capture day schedule activities for each company /job post. 

2. Able to add multiple students to selected selection stages. 

3. Able to set lock, free & cleared status for selected selection stages. 

Enter visit details & 

click to save 
Click to edit 

details 

Click to delete 

details 
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Day schedule: 

 

 

 

 

 

 

Report 

a) Compony wise placed student statistics 

Select placement cycle 

Select company Select stage 

Search student name 

Select status & 

click to save 

Click to set status for 

multiple students 

Click to 

export data 
Click to 

upload data  
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b) Employer details 

 

c) Student profile report: 

 

Able to select 

desired fields 

Click to select all fields 

for personal tab 

Click to export the 

selected fields 

Can switch between multiple 

tabs for selecting & 

exporting data 
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d) Generated student profile report: 

 

e) Final placement report: 

 

 

 

 

 

 

Click to download all CV’s 

of students enlisted 

Click to generate report 

in excel format 

Select programme 

Select placement 

cycle 
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Topic 1: Student Login 

Prerequisite:  

1. Students should be registered into JUNO Campus. 

2. User should have student role. 

 

Roles: Student 

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

 

Student login screen: 

 

 

Enter Username 

Enter Password 

Click to login 

http://erp.himtu.ac.in/
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Topic: Apply for placement 

Prerequisite:  1. Student should register in JUNO campus 
 
Roles: Student 
 
Path: Student log in » Dashboard 
 
Functionality:  

1. Able to apply placement. 

 

 

 

Apply for 

placement 
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check eligibility 

criteria 


