CSIR-NATIONAL INSTITUTE FOR INTERDISCIPLINARY SCIENCE & TECHNOLOGY
TRIVANDRUM-19

No.NIIST/AO-II/ERP/13 27" September, 2013
CIRCULAR

Sub: Implementation of ERP in CSIR-NIIST —req.

All are aware that CSIR is in the process of implementing centralized ERP in all
Labs under “One CSIR Transformation Process”. The process covers Administration,
Stores & Purchase, Finance & Accounts, Engineering Services & R&D. CSIR-NIIST has
already launched Employee Self Service during this year. A number of employees are
sending their leave applications though ERP system, which seems to be successful.
Hence the Director, CSIR-NIIST has approved to run the following processes from

 "Employee Self Service (ESS)" online with effect from 1% October 2013 for all regular
employees:

1. Leaves- All kinds of leave including EL, CL, RH, HPL, EOL, Maternity & paternity
leave, Child care leave etc.

2. Changes in Service Book- All staff are requested to verify their e-service book
minutely and report any discrepancy, omission etc. through “Change in service
book" option. _

3. Telephone reimbursement bills- Select the appropriate option given,ie-phone,
internet & mobile and enter the details to save. Attach/upload the e-bills or
scanned copy of telephone and internet bills through the browse option given at
the bottom of the screen. Original bills can be handed over to Accounts Section.

The following processswill continue to run in both online and manual system.

GPF advance

Festival Advance

HBA -
Children Education Allowance
Leave Travel Concession

No Objection Certificate
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Login to “http:/fonecsir.res.in” using your four digit user name and password. "View
Complgte profile"” to see the e-service Book. Click on "Employee Self Service" for all
ESS prgcesses.

For any technical help regarding ERP, the following members may be contacted:

1. Mr. V. Moni, Scientist - Phone: 2515 326 /(.32.¢ )
2. Mr. Ribin Jones, Scientist — Phone: 2515 47?/( 473)
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For all Administrative queries, respective Dealing Assistants may be contacted.
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(Sobhana. S)

Administrative Officer

Copy to:-

All HODs / Sections

CFA

AO |

Head KRC for hosting in NlIST website/CSIR portal
All Notice Boards

PS to Director
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