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User Types in EMS 

1. Vice Chancellor (VC) 
2. Pro Vice Chancellor (PVC) 
3. Registrar 
4. Director Planning &Research (DPR) 
5. Dean 
6. Head of Department(HoD) – Teaching 
7. Faculty / Staff 
8. Account Officer 
9. Time Admin 
10. Faculty Admin 
11. Staff Admin 
12. Shift Admin Integral Institute of Medical Sciences &Research (IIMS&R) 
13. Report Admin IIMS&R 
14. Report Admin Hostel 
15. Shift Admin Library    
16. Shift Admin Guard 
17. Data Admin 
18. Block Admin – Pharmacy  

 

Note: Next sections contain features/facilities availed on various users 
panel.  

 

 

 

 

 

 

 



 
 
 

 

 
Vice Chancellor Login 

 

Dashboard 

• Alerts of pending leaves 
• Glimpse of Top 20 Absentees with flexibility of changing : 

 Starting date  
 Academic and Administrative Sections wise. 

• Glimpse of Top 15 Late Comerswith flexibility of changing: 
 Starting date  
 Academic and Administrative Sections wise. 

• Quick Links facilitating direct link to: 
 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

 

Leaves 

• Consolidated Leave Report with flexibility of choosing : 
o Date range,  
o Department, 
o Employees, 
o Leave type. 

 

Attendance 

• Attendance Report of Active employees with flexibility of choosing : 
o Institute(s),  
o Department(s), 
o Employee(s), 
o Type 

 
• Active / Inactive Report of employees with flexibility of choosing : 

o Date range. 
 



 
 
 

 

Grievances 

• A list of  Online Complaints with status 
o Close / Open 

 
• Grievances Report applied from EMS with flexibility of choosing  

o From and To Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

Pro Vice-Chancellor Login 
 

Dashboard 

• Alerts of pending leaves 
• Glimpse of Top 20 Absentees with flexibility of changing : 

 Starting date  
 Academic and Administrative Sections wise. 

• Glimpse of Top 15 Late Comers with flexibility of changing: 
 Starting date  
 Academic and Administrative Sections wise. 

• List of alert & warning emails 
• List of late comers 
• Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

 

Leaves 
• List of Applied leaves by faculties on Leave Forwarding Form with option of 

o Multi selection of leaves to approve or reject 
o Changing applied leave type 
o Rejecting applied leave 
 Can take decision on basis of 

o Head response 
o Admin office response 

• Consolidated Leave Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees, 
o Leave type 

 
• Date wise Arrangement Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees 

 



 
 
 

 

Attendance 

• Attendance Report of Active employees with flexibility of choosing : 
o Institute(s),  
o Department(s), 
o Employee(s), 
o Type 

Grievances 

• A list of  Online Complaints with status 
o Close / Open 

 
• Grievances Report applied from EMS with flexibility of choosing : 

o From and To Date 

Feedback 
• Students’ feedback &Cumulative Feedback Report with  flexibility of choosing 

: 
o Session 
o Semester (Even / Odd) 
o Department 
o Teacher 

                            Points carried out for 

o Theory 
o Practical 
o Mentor 

 
 
 
 

 

 

 

 



 
 
 

 

Registrar Login 
 

Dashboard 

• Alerts of pending leaves 
• Glimpse of Top 20 Absentees with flexibility of changing : 

 Starting date  
 Academic and Administrative Sections wise. 

• Glimpse of Top 15 Late Comers with flexibility of changing: 
 Starting date  
 Academic and Administrative Sections wise. 

• List of alert & warning emails 
• List of late comers 
• Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

 

Leaves 
• List of Applied leaves by Staff on Leave Forwarding Form with option of 

o Multi selection of leaves to approve or reject 
o Changing applied leave type 
o Rejecting applied leave 
 Can take decision on basis of 

o Head response           and/or 
o Admin office response 

• Consolidated Leave Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees, 
o Leave type 

 
• Date wise Arrangement Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees 



 
 
 

 

Attendance 

• Attendance Report of Active employees with flexibility of choosing: 
o Institute(s),  
o Department(s), 
o Employee(s), 
o Type 

Grievances 

• A list of  Online Complaints with option to close a grievance 
• Grievances Report applied from EMS with flexibility of choosing: 

o From and To Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

Director Planning & Research Login 
 
Dashboard 

• Alerts of pending leaves 
• Glimpse of Top 20 Absentees with flexibility of changing : 

 Starting date  
 Academic and Administrative Sections wise. 

• Glimpse of Top 15 Late Comers with flexibility of changing: 
 Starting date  
 Academic and Administrative Sections wise. 

• List of alert & warning emails 
• List of late comers 
• Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Leaves 
• List of Applied leaves by Staff on Leave Forwarding Form with option of 

o Recommend 
o Decline 
o Hold 

• Consolidated Leave Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees, 
o Leave type 

 
• Date wise Arrangement Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees 

Attendance 

• Attendance Report of Active employees with flexibility of choosing: 
o Institute(s),  
o Department(s), 
o Employee(s), 



 
 
 

 

o Type 

Grievances 

• A list of  Online Complaints with status 
o Close / Open 

• Grievances Report applied from EMS with flexibility of choosing: 
o From and To Date 

Feedback 
• Students’ feedback & Cumulative Feedback Report with  flexibility of choosing 

: 
o Session 
o Semester (Even / Odd) 
o Department 
o for Teacher  
 Theory subjects  
 Practical subjects 
 Mentors 

 

 

 

 

 

 

 

 



 
 
 

 

Head of Department Login 
 
Dashboard 

• Alerts of pending leaves 
• Arrangements Required  
• Notices 
• Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Leaves 
• List of Applied leaves by Staff on Leave Forwarding Form with option of 

o Recommend 
o Decline 
o Hold 

• Status of applied leave as per final responses 
o Pending 
o Approved 
o Rejected 
o All 

• Consolidated Faculty Arrangement Report for employee wise count of 
arrangements taken & arrangements given with flexibility of choosing: 

o From Date 
o To Date 

• Detailed report of faculty’s arrangement with flexibility of choosing: 
o Individual Faculty / All 
o From Date 
o To Date  

Attendance 
• Attendance Report of Active employees with flexibility of choosing: 

o From Date, 
o To Date, 
o Employee(s), 
o Leave Type 

Feedback (Only for teaching departments) 
• Students’ feedback &Cumulative Feedback Report with  flexibility of choosing : 



 
 
 

 

o Session 
o Semester (Even / Odd) 
o Teacher 

                            Points carried out for 
o Theory 
o Practical 
o Mentor 

 Course Audit (Only for teaching departments) 
• Option to audit courses (subjects) taught by teachers on different parameters, 

using the following classification: 
o Teaching Practices 
o Examinations 
o Term Project 
o Quizzes 
o Assignments 
o Good Practices 

Print report of the audit on Faculty Login and IQAC Login. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

Faculty / Staff Login 
Dashboard 

• Alerts of applied leaves 
• Notices 
• Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Leaves 
• Leave Application Form 
• Applied Leave Status showing 

o Leave Type 
o From Date 
o To Date 
o Application Date 
o Remark & Response of Head 
o Remark & Response of Admin office 
o Remark & Response of PVC / Registrar 

Attendance 
• Date wise attendance report with flexibility of choosing 

o From Date 
o To Date 

Grievances 
• Grievance form to submit any complaint related to 

o Attendance 
o Leave 
o Salary 
o Others 

Salary 
• Salary slip of Employee Aug, 2015 onwards 

 

 

 

 



 
 
 

 

Time Admin Login 
Dashboard 

• Defaulters Alert of the employees who have punched only one time in a day with 
the flexibility of choosing: 

o Year 
o Month  

• Grievance Alert count 
• Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Leave 
• Employee Leave Applicationsubmission panel facilities for those employees  

o who don’t have access to EMS panel 
o Leave Applied is other than CL 
o Gap between application date and leave availed dates is more than 3 days, 

in case of CL 
 Also this page has facility to view and delete leave entry 

• Consolidated Leave Report with flexibility of choosing: 
o Date range,  
o Department, 
o Employees, 
o Leave type 

 
• Employee wise Leave Report with flexibility of choosing 

o Leave Type 
 

• Arrear Deduction Form to enter employee wise arrear /deduction, In this 
page Time admin can 

o See entered data on basis chosen month 
o Delete Entry 

Attendance 
• Shift Masterallows to create different shifts as per different time schedules 
• Shift Allotment allows shift allotment to selected employees with flexibility of 

choosing: 
o Department 
o Employees 



 
 
 

 

o From Date 
o To Date 
o Particular day for half day 
o Weekly off 

 
• Holiday Masterallows you to create holiday once and it can be reflected in 

attendance. 
 

• Edit Timings facilitates to change In-Time / Out-Time and day status 
 

• Update Attendance facilitates you to : 
o Update attendance of a particular date, this will fix all attendance of the 

date putting lower value as In-Time and higher value as Out-Time 
o Update Logs is provided to mark an auto log of selected 

departments/employees. 
 

• Change Day Status can set Day status of an employee as Present/Absent. 
 

• Query base Attendance Reportof In-Active employees with flexibility of 
choosing: 

o From Date, 
o To Date, 
o Employee(s), 
o Leave Type 

 
• Query base Attendance Reportof  Active employees with flexibility of 

choosing: 
o From Date, 
o To Date, 
o Employee(s), 
o Leave Type 

 
• Defaulter Report of the employees who have punched only one time in a day 

with the flexibility of choosing: 
o Year 
o Month  

• Salary Daysfacilitates you get attendance sheet for salary generation on the basis 
of choosing: 

o Salary Month 
o Salary Year 
o Report Type 

 



 
 
 

 

• Attendance Sheet Shows attendance of employees after salary generation to 
month end on the basis of selected: 

o Month 
o Year 

 
• Consecutive 3 Days Absentees’ Report fetch all the employees who are absent 

between given date ranges for more than 3 days. 

Grievance 
• Grievance lists all the submitted grievances by employees and can be closed with 

remark. 
• Grievance Report show all submitted grievances with taken action with 

flexibility of choosing: 
o From Date 
o To Date 

Employee 
• Add Employee  facilitates to add employees’ complete information bifurcated in: 

o Official Info 
o Personal Info 
o Contact Info 
o Leave Info 

 
• Edit Employee  list all employees’ complete information bifurcated in: 

o Official Info 
o Personal Info 
o Contact Info 
o Leave Info 
 It can be filtered on basis of Active / In Active Employees 
 Search option enables searching on  

 Employee Code 
 Employee Name 
 Department 
 Designation 
 Date of Joining 
 Official Email Id 

• Designation Master provides feature to add new designations. 
• Category Master provides feature to add new category. 
• Employee Type Master provides feature to add new Employee Type. 
• Update Employee Type & Category facilitates to update Employee Type & 

Category of a particular employee 
• Employee Active / Inactive report provide list of all employees’ who were status 

was changed in chosen year & month 



 
 
 

 

Telephone Directory 
• Telephone Directory lists all the entered extension numbers of university, which 

is visible on website. Only from this login  
o New Entry is possible 
o Editing is possible  
o Deletion is possible 

 

Appraisal 
• Award credits as per the performance criterion to faculty staff.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



 
 
 

 

Faculty Admin Login 
 

Dashboard 

• Alerts of pending leaves 
• Leave Rules 
• Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Leaves 
• List of Applied leaves by faculties on Leave Forwarding Form with option of 

o Multi selection of leaves to approve, delete or reject 
o Changing applied leave type 
o Rejecting applied leave 
 Can take decision on basis of 

 Head response 
 No of leave left 

• Consolidated Leave Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees, 
o Leave type 

 
• Date wise Arrangement Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees 

Attendance 

• Attendance Report of Active employees with flexibility of choosing: 
o Department(s), 
o Employee(s), 
o Type 
o From Date 
o To Date 



 
 
 

 

Staff Admin Login 
 

Dashboard 

• Alerts of pending leaves 
• Leave Rules 
• Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Leaves 
• List of Applied leaves by staff on Leave Forwarding Form with option of 

o Multi selection of leaves to approve, delete or reject 
o Changing applied leave type 
o Rejecting applied leave 
 Can take decision on basis of 

 Head response 
 No of leave left 

• Consolidated Leave Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees, 
o Leave type 

 
• Date wise Arrangement Report with flexibility of choosing: 

o Date range,  
o Department, 
o Employees 

Attendance 

• Attendance Report of Active employees with flexibility of choosing: 
o Department(s), 
o Employee(s), 
o Type 
o From Date 
o To Date 



 
 
 

 

Shift Admin – IIMS&R Login 
Home 

• Shift Allotment allows shift allotment to selected employees of IIMS&R with 
flexibility of choosing: 

o Department 
o Employees 
o From Date 
o To Date 
o Particular day for half day 
o Weekly off 

• Quick Links facilitating direct link to: 
 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Attendance 
• For particular employee Set Day Off enables to change day status of as 

o Duty off - DO 
o Urban Health Training Centre - UHTC 
o Rural Health Training Centre - RHTC 
o Festival Leave - FL 
o Absent - A 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

Report Admin – IIMS&R Login 
Dashboard 

 Quick Links facilitating direct link to: 
 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Leave 
• Consolidated Leave Report of IIMS&R with flexibility of choosing: 

o Date range,  
o Department, 
o Employees, 
o Leave type 

Attendance 
• Attendance Report of Active IIMS&R employees with flexibility of choosing: 

o Department(s), 
o Employee(s), 
o Type 
o From Date 
o To Date 

 

 

 

 

 

 

 

 

 



 
 
 

 

 

Report Admin – Hostel Login 
Attendance 

• Attendance Report of Active employees of Hostel with flexibility of choosing: 
o Department(s), 
o Employee(s), 
o Type 
o From Date 
o To Date 

 
 Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

Shift Admin – Library Login 
Home 

• Shift Allotment allows shift allotment to selected employees of library with 
flexibility of choosing: 

o Department 
o Employees 
o From Date 
o To Date 
o Particular day for half day 
o Weekly off 

 
 Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Attendance 
• For particular employee Set Day Off enables to change day status of as 

o DO 
o UHTC 
o RHTC 
o FL 
o A 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

Shift Admin – Guard Login 
Home 

• Shift Allotment allows shift allotment to selected employees from Security and 
Guards with flexibility of choosing: 

o Department 
o Employees 
o From Date 
o To Date 
o Particular day for half day 
o Weekly off 

 
 Quick Links facilitating direct link to: 

 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 

Data Admin Login 
Employee 

• Employee Qualification will facilitate employee wise updation of 
o Academic Qualification 
o Academic Achievement   
 It’s Search option enables searching on  

 Employee Code 
 Employee Name 
 Department 
 Designation 
 Date of Joining 
 Official Email Id 

• Quick Links facilitating direct link to: 
 Official email login 
 University website 
 Student MIS 
 Telephone Directory 
 Microsoft Software List 

Notice 
• Notice Circulation facilitates to send notices on choice of employee selection 

basis. It provides a number of filter for sending notices. It involves following 
levels: 

o Institute Type 
 IIAST 
 IIMS&R 
 University 
 Polytechnic - Lucknow 

o User Type 
 VC 
 PVC 
 Registrar 
 Dean 
 Head 
 Staff 
 Faculty 

o Earlier selection shows lists of departments, selection of this will give list 
of Notice Receivers, Here you  
 Will get list of receivers with valid email ids, 
 Subject of Notice 
 Reference ID 
 Upload notice  

• Notice Details lists all the notices sent till date with facility to 



 
 
 

 

o Delete notice 
o Filter notice on basis of  

 Subject 
 Reference ID 
 File Name 
 Notice Date 

o You can also see, it the notice is read by individual user on not by clicking 
on the particular notice 

Invitation 
• Invitation Category provides you to add new category of invitee 
• Invitation Master lists all the entered invites with facility of: 

o Editing Existing 
o Addition of New Invitee 
o Deletion of Existing Record 

• Print Invitation will give you an option to print invitation of selected invitees. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Block Admin Login 
Attendance 

• Date wise Attendance Report enables to get attendance report of following
departments
 Education
 IIAST
 Pharmacy
 Polytechnic
 Or All

With the flexibility of choosing 

o Employee(s),
o Type
o From Date
o To Date

• Quick Links facilitating direct link to:
 Official email login
 University website
 Student MIS
 Telephone Directory
 Microsoft Software List




