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1. DASHBOARD 

All the reports can be viewed in Dashboard Section. User can search and view departmental reports submitted of any date or month. To view 

Report, user has to select From Date and To Date, and status from the form and click/press show button. A  List of reports will appear in the 

grid as shown below. 

 

 

Fig 1: Dashboard 
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2. Monthly Report Procedure 

 

2.1. Step by Step process to create Monthly Report by department staff using Department ID. 

 

Step 1: Write User ID/Emp Code and Password in the login panel of SMUERP web portal to login. After login scroll down to My Rights 

Section and press Link: “Academic Monthly Report”. 

 

Fig 2: smuerp login 

  

LOGIN HERE 
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Fig 3: Academic Monthly Report Link 

 

 

 

 

 

 

 

 

 

Click this Link 
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Step 2:  Select the Report Month from the Report Date Field. Then Click Save and Next to go to step 2. 

 

 

 

Fig 4: Step 1 of Monthly Report. 

 

 

 

 

 

 

Select Month for which 

the Report needs to be 

generated. 
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Step 3:  In this step, add Academic Issues and Development in the Department. You can add details of Presentation and Acceptance of papers, 

visit/Moves, etc. One box will pop up, add details in there and click Add Row. Similarly you can add details of other field. When Done Click “Save 

and Next Button” to go to next step. You can also upload supported files in upload section.  

 

 Fig 5: Academic Issues and Development in the Department 

 

Click “Add” 
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Step 4:  In this Step you can add Non-Academic Issues like Training and placement, Cultural Activities, Meetings, Student Activities, etc. 

Fig 6: New Entry of Academic Issues and Development in the Department 

Enter Detail 

Click “Add Row” 

To clear entered 

data, press cancel. 
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Fig 7: Non-Academic Iissues Form 

 

Click Add button with respect to the Non Academic Issues.  

Click “Add” 
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. 

Click “Add Row” 

Enter Detail 

Newly Added Data 

Edit and delete Buttons 

Fig 8: Non-

Academic 

Issues new 

entry. 
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Step 5: In this step you have to add Teaching Schedule Plans for the given Month. Click Add Button to add new entry. After Clicking the button, a box will 

pop up, after that, add the details like, Date, Time, Batch, Topic, and Teacher. And click “Add Row” button. 

 

 

 Fig 9: Teaching Schedule Form 

 

Click “Add” 
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Fill Up Details 

Click Add row 

Fig 10: Teaching Schedule new row Entry 

 



13 
 

 

 

 

 

 

 

 

 

Newly entered 

Teaching Schedule 

Click Save and Next 

Fig 11: Teaching Schedule update, edit, delete options 
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Step 6: Like Teaching Schedule, you have to add Teaching Schedule Plan for Next Month. The Process is same as that of Teaching Schedule. 

 

 

 

 

 

 

 

Press Submit to view Report 

details or press prev button 

to make any changes 

Fig 12: Teaching Schedule Plan for Next Month Form 
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After Completing all steps you will be shown the entered data in a page. Scroll down to view details there, after scrolling you have to press finish button. 

After clicking finish button only your Monthly Report will be Submitted and accessible by HODs.

 

 

 

 

Click Finish button to complete Academic 

monthly Report. This is the final Step. 

Fig 13: Monthly report final page.  
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You will be redirect to the view Report module on completion of all the Steps. You can view and download reports too in this page. User can edit report in the 

edit Report Section. Reports which has not been approved, can be editable. 

 

 

 

 

Note: For Editing Report, the user must select Report month for which the report needs to be edited.  The Steps for editing report is similar to 

that of the creating report. User can add, edit, and delete necessary data in Edit Report. Click Save and Next to Confirm changes. Once the report 

is approved by HOD, it can’t be editable. 

 

 

 

Fig 14: View Report Page 
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2.2. Steps by Step Procedure for Head of Department (HOD) to approve the Monthly Report. 

 

Step 1: Login and Monthly Report Link. 

Login to the SMUERP Web Portal. After Login. Click Monthly Report Link in My Rights Section. 

 

LOGIN HERE 

Fig 15: smuerp login-HODs 
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Step 2: After Page Redirection. Click on Evaluate Report Option to approve pending Reports. Prior to approve, HODs can view Reports and ask 

for necessary changes to the staff. And then HODs can approve the Report. Once approved, staff will be notified through SMUERP Monthly 

Report Portal.  

Click this Link 

Fig 16: Approve Report Links 

 



19 
 

 

 

When view is pressed, Report will be shown below. Scroll down and view the Report. 

Fig 17: Page for Report Approval 
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Fig 18(a): details of Monthly Report. 
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Fig 18(b): details of Monthly Report. 
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Remark: 

Departmental User: One who has unique Department ID can Create Report. 

Head of Department (HOD):  Approves the Departmental Monthly Report. 

a. Departmental User can create one Monthly Report for a given Month. 

b. Departmental User has privilege to Edit Report, create and View Report. 

c. Departmental User cannot edit report if it is been approved by HOD. 

d. HOD can view, ask for changes to Departmental User or approve the Report.   

e. HOD has privilege to create Report too, but it is recommended that Departmental User to do creation of Report. 

  

 

Note: For any queries please contact us @ Extention:555 

 


