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Overview 

The purpose of this SOP document is to unambiguously and completely specifies the 

steps and procedures of Employee Profile creation and updating in SMUERPv5. The 

document highlights the steps associated with profile Creation, Profile Details 

Modification, and Employee Profile Generation. 

 

INDEX: 

A. Employee Profile Link 

B. Profile Creation Steps 

C. Update/Delete Profile Data 

D. Employee Profile Report 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

A. Employee Profile Link 

• Go to smuerp website-: http://172.16.185.190/smuerp/common/Default.aspx 

•  Or go to http://172.16.185.167/smuerpv5/common/Default.aspx  

• Login on the website using emp code and password of smuerp and go to Edit / Update 

Profile in Quick Link Section as shown in images below for profile Creation. 
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Employee Profile Page 

   



 

 

 

B. Profile Creation Steps 

• There are various categories available in Employee Profile Creation Page. 

Eg: Promotions, Award/Honors, Publications etc. 

• Select Category by clicking on respective tabs in which you want to Add 

details. 

• Go to Category(for reference Publication is selected as shown in below 

image. 

 

• In Publications Tab, Fill up the details like Type, Publication Citation, Year of 

Publication, and all other details. You can upload some documents for reference). To 

add document, chose File. Then to Submit details Click on Add button. 

• Similarly, Add details in respective categories. If you don’t have data for the category, 

then leave blank.  

• All added details will be shown just below the Add button section.  

 



 

 

 

C. Edit/Update/Delete Profile Data. 

• You can edit, update the details after adding the profile data as shown below. 

 

• Click on Delete button to delete the details entered. 

• To Edit the Profile, Click on the Edit Button. A window will pop-up containing the 

editable options. Click on update to save the changes. 

 

• You can also view the uploaded details in View Your Profile Tab. 

 



 

 

 

• Click on View Your Profile Tab. 

• Select the tab to view the details as shown below. 

 

• Uploaded details are either approved or Not Approved. Once the admin approves the 

details, it will be reflected in your profile Report Section. 

  



 

 

 

D. Employee Profile Report 

• To view your Profile Report, Click on My Profile Form 16 Uploaded link in 

Quick Link Menu. 

• Click on Annual Employee Report as shown below. 

  

• You will be redirected to your Profile Report Page 

 



 

 

 

 

 



 

 

 

  

  

 

 

 

 
  

THANK YOU 

  

 

 

 
 
 

 

 

Note: 

• For any Technical Assistant query at it@smims.smu.edu.in, info@smims.smu.edu.in   

• Contact us at telephone Extension @ 555 


