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Creating a fresh proposal for a MoU

Nodal Officer login to the ERP Academic System.

Birla Institute of Technology & Science, Pilani

Pilani | Dubai | Goa | Hyderabad | Mumbai (An Institution of Eminence)

On the homepage of the Nodal Officer, the tile with name MoU and IPCD Details will be visible.
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After clicking on the tile, navigate to the “MoU Proposal” page.
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After selecting the Request Type “New MoU Proposal”, Click on “Add” button.
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Birla Institute of Technology & Science, Pilani
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Nodal Officer must fill in the Details like Title of the MoU, description/purpose of the MoU etc., and
click on “Submit” button.

Note: The review of the draft MoU document happens on the Google docs only. This module in ERP is
to track the progress of every proposal and to enhance the communication regarding the same. The
MoU document is not uploaded into ERP at this stage in the process.

List of Organizations: The current list available in the system is populated. However, if a new
organization needs to be added to the list, the same needs to be requested and will be added by the
ERP team.

Once the Nodal Officer fills in the required information & submits the request, the Approval process is
initiated and request will be sent to the MoU Reviewers.
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Below sample email will be triggered to the Nodal Officer on Submission.

Birla Institute of Technology & Science, Pilani

Pilani | Dubai | Goa | Hyderabad | Mumbai (An Institution of Eminence)

Request ID : 10 for MoU has been Submitted. nbox x 2@ B
noreply@bits-pilani.ac.in 7:29PM (2minutesago) € :
tome =
i
Your MoU Request ID - 10 has been submitted successfully. You will be notified on the request once it is Approved
Note: This is a system generated e-mail. Please do not reply to this email
/ “ Reply \\_,I - ~» Forward \
N AN A
Below sample email will be triggered to the MoU Reviewers.
Request ID : 10 for MoU has been submitted for Approval @ &

External  Inbox x

noreply@bits-pilani.ac.in 7:29PM (3minutes ago) ¥y &

to me, satheesh.erp, test =

Dear Sir/Madam,
Request ID : 10 for MoU has been submitted for Approval by the Nodal Officer -_

Unique Mol Id: MOUQO000010

Title of MoU: Test Title of MolU

Brief Description of MoU: Test Brief Description of MoU
Organization: National Cheng-Kung University, Taiwan
Organization Location: Taiwan, Province of China

Legal Entity: Test Legal Entity inside Organization

Date Initiated: 29-Feb-24

Google Drive Link: hitps://drive.google.com/drive/my-drive

Kindly use the below link to review the same.
APR_COM.GBL?Page=BIT_MOU_APR_PG&Action=U&BIT MOU_TYPE=NR&
BIT_MOU_ID=M0OU0000010&REQUEST_ID=10&EMPLID=JJlIEVERSION_CHAR=V1

Note: This is a system generated e-mail. Please do not reply to this email.




Birla Institute of Technology & Science, Pilani

Pilani | Dubai | Goa | Hyderabad | Mumbai (An Institution of Eminence)

Creating a new version of an existing proposal, after modifications

This is the scenario where the partnering organization has changed the MoU draft and you need to
initiate the review for a second time.

Nodal Officer login to the Student System.

On the homepage of the Nodal Officer, the tile with name MoU and IPCD Details will be visible.
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After clicking on the tile, navigate to the “MoU Proposal” page.
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Select the existing MoU Id from the prompt

Look Up Mol ID
MollID | beginswith w

' s

Search Results
View 100 1 4 FEofEe » b

MoU 1D Long Description

MOU0D0001D Test Title of Mol?
- —

Click on “Add” to add a new version for the existing MoU.
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Document Version v2
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Nodal Officer enters the updated details and clicks on Submit.
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Birla Institute of Technology & Science, Pilani

Pilani | Dubai | Goa | Hyderabad | Mumbai (An Institution of Eminence)

Below sample email will be triggered to the Nodal Officer on Submission.

Request ID : 10 for MoU has been Submitted. nbox x e &
noreply@bits-pilani.ac.in 7:54PM (2 minutesago)  f¢  €

tome =

Hi I

Your MoU Request ID - 10 has been submitted successfully You will be notified on the request once it is Approved

Note: This Is a system generated e-mail. Please do not reply to this email.

(ﬁ Reply \1 <¢-> Forward )

Below sample email will be triggered to the MoU Reviewers.

Request ID : 10 for MoU has been submitted for Approval & @
External | Inbox x
o nereply@bits-pilani.ac.in TS4PM (Iminutesage) oy

Dear SirMadam,
Request 10 ;10 for Mol has been submitied for Approval by the Nodal Officer -—

Unique Mol kd: MOUGE00010

Tirtle aff Mall: Test Title of Moll v2

Bref Description of Mol Test Brief Descrption of Mol v2
Cwganizaton; Unnersity OF Central Flonda Board OF Trushess
Organizaton Location: Orando

Legal Entity: Legal Entily wnside the Organization v2

Date Initiated: 20.Fab-24

Google Drive Link: hiips drive goggle comidinemy-drove

Kindly use the below link to review the same
btfps i sisdey arp bits-pilani ac_in/pspisisdev EMPLOYEE/SACBITS CUSTOM S5 MENU BIT _MOU_
APR_COM.GEL?Page=BIT_ MO APR PG&Acion=USBIT MOY TYPE=NYS

T EQUEST ID= !




Birla Institute of Technology & Science, Pilani

Pilani | Dubai | Goa | Hyderabad | Mumbai (An Institution of Eminence)

Approving a proposal

Note that this step should be performed after the review is completed on google drive document.
Reviewers’ login to the Student System.

On the homepage of the Reviewers, the tile with name MoU and IPCD Details will be visible.
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Enter the MoU Id or Click on “Search” button.
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7~ Mol Review and Approval [ Find an Existing Value
~ Search Criteria

Mol ID | begins with Q
RequestID  begins with

EmplID | begins with

Version | begins with ~

n Include Histary [ Carrect History []Case Sensitive




Below details will be displayed once clicked on “Search”.

Birla Institute of Technology & Science, Pilani

Pilani | Dubai | Goa | Hyderabad | Mumbai (An Institution of Eminence)

< Faculty Homepage

-] MOU Repository

MoU Review and Approval
fi-] MoU Proposal Enter any information you have and click Search.
7| MoU Review and Approval | Find an Existing Value

¥ Search Criteria
MoUID | begins with ~ | MOUOQ000010
RequestID  beginswith » 10

Empl ID  begins with -

Version  begins with ~  v2

@
Basic Search &

Search Results

Leave fields blank for a list of all values.

DD Include History [Correct History [ Case Sensitive

Save Search Criteria

View All ~
Mol ID RequestID Empl ID Version Workflow Status Long Description
MOUO0000010 10 V2 Submitted Test Title of Mol v2

The below page opens with the details submitted by the nodal officer.

] MOU Repository MoU Review and Approval

1 MoU Proposal Unigue MoU:
Request ID:

7~ Mol Review and Approval Nodal Officer

Document Version:

Brief Description / Title of MOU:

Name of the Organization:

Location of Organization:

Legal Entity / Business Entity inside the Org:
Date initiated:

To be Signed on:

Google Drive Link to the MOU Document:

Comments:
O
* BITS Signatories

[

Signatory Id

IPCD

MOU0000010 Request Type: New Ver. for Existing Proposal

10 Request Status:  Submitted

w2

Test Brief Description of Mol v2

IFCD00008 University Of Central Flonda
1 Orlando

Legal Entity inside the Organization v2
29/02/2024

Plain Paper

hitps.//drive google.com/drive/my-drive

| have completed the review of the document and | am ok for the document to be signed

Signatery Name



Birla Institute of Technology & Science, Pilani

Pilani | Dubai | Goa | Hyderabad | Mumbai (An Institution of Eminence)

~ Organization Signatories
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Sl

Reviewer verifies the details and clicks on Approve/Deny button. System will ask for confirmation
message if they want to proceed further.

Do you really want to Approve?
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The status changes to Approved once all the Reviewers approve the request.
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Below email is triggered to the Nodal Officer once the request is approved.

Request ID : 10 for MoU has been Approved. nbox x a B
noreply@bits-pilani.ac.in 8:31PM (O minutes ago) Yy € :
tome =

+
Your request has been approved.

Mol Status Tracker:

In order to maintain a database of various MoUs a Google Form is required to be filled up by the Nodal Officer who
initiates an MoU proposal. Post filling in the relevant details, the draft MoU can be uploaded through Google Form. The
confirmatory email post the submission is required to forward to the Mol Committee at mou committee@pilani bits-pila
ni.ac.in. The email will also include a reference number which you may quote in your future emails/queries regarding
the MolJ.

Note: This is a system generated e-mail. Please do not reply to this email

aYa A
“ Reply | ~ Forward |
A _,/ \ /

Reports for Reviewers:

On the homepage of the Reviewers, the tile with name MoU and IPCD Details will be visible.
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After clicking on the tile, navigate to the “MoU Proposal Status Report” page.
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To view approval status of the Request, click on the respective “MoU Id” hyperlink.
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Download results in | Excel SpreadShest  CSV Text File XML File (5 kb
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