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Creating a fresh proposal for a MoU 

Nodal Officer login to the ERP Academic System. 

On the homepage of the Nodal Officer, the tile with name MoU and IPCD Details will be visible. 

 

After clicking on the tile, navigate to the “MoU Proposal” page. 

 

Select the Request Type – “New MoU Proposal” 

 



 

 

 

 

After selecting the Request Type “New MoU Proposal”, Click on “Add” button. 

 

 



 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

 

 

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

 

 

Below sample email will be triggered to the MoU Reviewers. 

 

 

 



 

 

 

 

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. 

 

After clicking on the tile, navigate to the “MoU Proposal” page. 

 

Select the Request Type – “New Ver. For existing Proposal” (see screenshot below): 

 



 

 

 

 

Select the existing MoU Id from the prompt 

 

Click on “Add” to add a new version for the existing MoU. 

 

Nodal Officer enters the updated details and clicks on Submit. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

 

 

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

 

Below sample email will be triggered to the MoU Reviewers. 

 

 

 

 



 

 

 

 

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. 

 

 

Enter the MoU Id or Click on “Search” button. 

 

 

 

 

 

 



 

 

 

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

 

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

 
 
 
 
 
 
 



 

 

 
 

 

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

 



 

 

 

Once clicked on “Yes” button, the request gets approved as shown in the below screenshot. 

 

The status changes to Approved once all the Reviewers approve the request. 

 



 

 

 

Below email is triggered to the Nodal Officer once the request is approved. 

 

 

 

Reports for Reviewers: 

On the homepage of the Reviewers, the tile with name MoU and IPCD Details will be visible. 

 

 

 

 

 



 

 

 

 

After clicking on the tile, navigate to the “MoU Proposal Status Report” page. 

 

 

To view approval status of the Request, click on the respective “MoU Id” hyperlink. 
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