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Home page of ERP Portal
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A Home IIT Kharagpur HMC Guest House

Our institute is fully residential. Students are accommodated in 20 Halls of Residence which are managed by HMC. In Username
addition to this, 2 numbers of family accommodations are available for married doctoral scholars and defence sponsored
married MTech students. These halls are administered by Wardens and Assistant Wardens with help of hall managers and
supervisors. Chairman and Coordinating Wardens (Mess, Maintenance, Allotment) look after the overall administration of
HMC. Dean of Student Affairs acts as adviser. Students doing MS and PhD through projects are accommodated in VSRC,
which is managed by the Sponsored Research and Industrial Consultancy cell of IIT Kharagpur. Catering service is provided by
the regular hall staff members in some of the halls, and for the remaining halls it has been outsourced to private agencies.

Cleaning service is outsourced for all the halls of residence. Currently there are 296 regular employees of HMC.
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Sample image of home page of HMC ERP login portal is looks as above. The employee has to input
login, password as given by the HMC Office in confidential cover and randam captcha generated by
the system in order to login to the ERP portal. Please note that the password given by the HMC
Office may be changed by the employee after login.
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Employee Dash Board
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A& Home Employee AMITABH TIWARY | Logout

AMITABH TIWARY

Welcome to hmcERP System

eCard Leave Details Dependants
Mame: AMITABH TIWARY Earned Leave: 129 1 Dep-1(0M, Husband)
Hall Mame: HMC Half Pay Leave: 0 Z. Dep-2 (0 M, Mother)
Registered Email: pdpdp@gmam.com Casual Leave: 0

Registered Mobile: 6000000001

Warden Auditors

« Dummy Warden « Suman Sarkar
« Samir Kumar Ghosh

Note: Contact your hall’hmc auditor for any discrepancy in your information.

This dash board is displayed after the user logs in. It displays summary about the user information.
Any discrepancy found must be reported to the concerned HALL or HMC Auditor.

I 3T SIS 3YANTRAT AT SoT & §1G TG &Il gl T§ 3TNl ol AARRT & SR 7
ARTA JEiTd Xl gl 39arsyl fonddl off fomarfa geafa g a1 vauadT o@r aliets &
g & el =nfge |




Change Password
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User Profile

amen] TIWARY

= Dashboard mCERP System

eCard Leave Details Dependants
Name: AMITABH TIWARY Earned Leave: 135 1 Dep-1(0 M, Husband)
Hall Name: HMC Half Pay Leave: 0 2 Dep-2 (0 M, Mother)
Registered Email: pdpdp@gmam.com Casual Leave Taken: 1.50 (Current Year)

Registered Mobile: 6000000001

Warden Auditors

= Dummy Warden * Suman Sarkar
s Samir Kumar Ghosh
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Select Change Password option from Home menu. You can view the Change Password screen as
below:
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Change Password

Old Password

New Password

Re-type New Password to confirm

T emuBlRTMERE 0 c@-noe

In the above screen it will ask the old password, new password and confirm new password and click
on submit button for change. Please note that the new password and confirm new password should
be same.
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View Profile
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fAHome ¥ Employee AMITABH TIWARY | Logout

My Profile
Change Password T I WA RY

= Dashboard mCERP System

eCard Leave Details Dependants
Name: AMITABH TIWARY Earned Leave: 135 1 Dep-1(0 M, Husband)
Hall Name: HMC Half Pay Leave: 0 2 Dep-2 (0 M, Mother)
Registered Email: pdpdp@gmam.com Casual Leave Taken: 1.50 (Current Year)

Registered Mobile: 6000000001

Warden Auditors

= Dummy Warden * Suman Sarkar
s Samir Kumar Ghosh
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Select ‘My Profile’ option from ‘Home’ menu to view your profile screen as below.

YA HIBTSel EhIeT I 7 ¢@el & T B A ¥ AN WSl [dehod AT TheT |

/ [ = HMC Portal == x VG On Windows2Google 1 % X Iv1 Drart Presentation for FIl x W B Gaogle Transiate x ‘7\ e = (0 ol e
021 Q | i

O

< C 1 | ® www.hmciitkgp.acin/erp/cemp/vwy

=g Hall Management Center

A Home Employee AMITABH TIWARY | Logout
HALL HMC
DESIG BMC
EC 00000
NAME AMITABH TIWARY
GENDER M

FATHER_NAME

CATEGORY OBC

BLOODGROUP
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You can view your basic details in this screen.
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Employee — Leave Details
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T Kharagpur
A Home Employee AMITABH TIWARY | Logout

Leave Details (EC 00000)

Fields marked in “are mandatory.

ECode 00000 ID ECode Typeofleave From To Days  Status Actlons
Dy P— 4 00000 CL 2018-01-01FN | 2018-01-05AN | 10.00 APPLIED ﬂ
Leave Type * cL v
From*

Session EN Y

To*

Session AN T

‘Weekly Off-Day Sunday v

MNumber of Days *

Station Leave From

This Menu Item/Link is used to apply for Online Leave Application. Once applied. You must take a
print out of the application and send it to your warden for his/her recommendation. After he
recommends send in duly signed hard copy to the HMC for final approval and leave adjustment.
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The Icon List:

1. : Edit Application
2. : Delete Application
3.

Yellow Print: Take a print out of the application



Typical Leave Application
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= HMC HALL MANAGEMENT CENTER
‘4 Indian Institute of Technology Kharagpur - 721302
N\X]erp (CL) Leave Application (Form: ERP-101)

IIT Kharagpur

AMITABH TIWARY ( ec: 00000 | Aadhar Card: )
BMC, Hall Management Centre

Leave Applied Leave Balance
From : 2018-01-01 FN Opening Balance:100
To : 2018-01-05 AN Closing Balance:90

Station Leave
InStation

Signature of Employee
Date:

Signature of Hall Warden

This leave application is generated for forwarding the hardcopy to the HMC Office. However the
approval has to be taken from Warden for recommendation.
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Claims (CEA, Medical, LTC, HTC, etc)
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Leave Entry

A M ITA B Claims (CEA Medical LTC,HTC etc)

Welcome to B0

Select ‘Claims (CEA,Medical,LTC,HTC,etc)’ option from ‘Employee’ menu in order to get the screen
below to apply online for various claims.
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A Home Employee AMITABH TIWARY | Logout

Click one of the following claim button.

CEA (Children Education Allowance)

Click ‘CEA(Children Education Allowance)’ button is available for apply online. Buttons for other
claims will be available soon. Screen for apply ‘CEA(Children Education Allowance)’ online is shown
below.
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CEA Details (EC : 00000)

Fields marked in *are mandatory. ClaimID ECode DepID Name Acad. Yr Hostel Actions
ECode [ 00000 i | €18001 00000 1002101 DEP-1 2017 N
Dependant Name DEP-2 ,V 18002 00000 1002102 DEP-2 2000-01 N
CHIDA | 10021
CLAIMID* [cieo02
fatet 2018-01-18
Academic Year* 2000-01
Hostel Facility * N~

School in which studying
Class inwhich studying = g

Remarks (if Any)

In the above screen shot the left side is the form input that accepts basic details of the claim. After
entering the basic details and click the ‘Submit’ button, you will find the submitted record at the

right hand side. Now you may click a button to add more details of the claim as shown in the
screen shot below.
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s HMC Portal
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CEA Details (EC : 00000)

Data saved successfully

Fields marked in *are mandatory.

ECode io

Dependant Name --Select Dependant--
GUID* | 10021

CLAIMID" ;F
Date*

Academic Year*

Hostel Facility * N v

School in which studying
Class in which studying

Remarks (if Any)

‘claims/S/CEA/10021

Claim 1D ECode DeplD
C18001 00000 1002101
C18002 00000 1002102

Current/Selected Claim|D : C18002

PARTICULARS BILLNO
Tuition Fee v ||[12345
Text Books v|[12321

ClaimlD :C18002

Name Acad Yr
DEP-1 2017

DEP-2 2000-01

BILLDATE

17 Dec, 2017

AMITABH TIWARY | Logout

Hostel Actions
. a
: [+] /]

AMTCLAIMED

C—
ED

[+ i | e [ Frsor

= o.M

21-02-2018

After enter and save all sub-items click ‘Final Submit’ button. Once the date is final submitted you
can get print of pdf file by clicking print button. Send the printed hardcopy duly signed to HMC Office
through your respective hall warden. Sample pdf file is given below:
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HALL MANAGEMENT CENTER
Indian Institute of Technology Kharagpur - 721302

¥ Kharagpur Reimbursement of Children Education Allowances
(Form: CEA/1/C18002/Application)

1. Certified that the children/child mentioned below in respect of whom reimbursement of Children Education
Allowance claimed is wholly dependent upon me.

Particulars of Dependant:
Child Name DEP-2 Date of Birth 06-10-2017 Acad. Year 2000-01
Schoaol SC Class 7 Hos. Fac. N
Particulars of Claim:
Amt Amt
Particulars Bill Details Clalmed Adibesibie
Tuition Fee 12345 dated 17 Dec, 2017 5500
Text Books 12321 dated 11 Dec 2017 2000
AMOUNT CLAIMED ( Rupees Seven Thousand Five Hundred Only) 7500 0

Note: Tuition fee means tuitions fee, admission fee, lab fee, special fee charged for agriculture, electronics, music or any subject,
fees charged for practical work under the programme of work experience, fee paid for the use of any aid or appliance by the child,
library fee, games/sports fee and fee for extracurricular activities.

2. Certified that the Education Allowance indicated against the child/children has actually been paid by me (receipts
duly endorsed and enclosed) (Note: Copy of school fee card & Bank Challans paid up receipts purchase receipts in
original are to be enclosed).

3. Certified that:

8. My spouse is not a Central Government servant.

b. My spouse is a Central Government servant and that he/she not claimed/will not claim childrens education allowance in
respect of our child/children.

4. Certified that during the period covered by the claim the child attended the school regularly and did not absent
himself/herself from the school without proper leave for a period exceeding one month.

5. In the event of any change in the particulars given above which effect my eligibility for childrens educational
allowance, | undertake to intimate the same promptly and also to refund the excess payments, if any made.

Enclo. : Original receipt (___ Nos. duly endorsed)

Date:
(Signature of the Hall Employee)
FORWARDED Name : AMITABH TIWARY (00000)
Hall : Hall Management Centre
Desig : BMC

Signature of the Warden with seal

[Form: CEA/1/Application] Generated by hmcERP on : 2018-02-21 20:08:19
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