






List of Roles 

Employee 

DA(General) 
SO(General) 
US 
Appointing Officer 

COA 
Director 
Vigilance 
T&D Support (Corporate) 

T&D Head (Corporate) 
JS 
SO(Recruitment) 
SO(Assessment) 

SO(Vigilance) 
SO(Bill) 
DA(Recruitment) 
DA(Assessment) 

DA(Vigilance) 
DA(Bill) 
Scientist 
PME Head 

Head of Division at lab 
PPD Head 
BD Head at lab 
DG CSIR 

Nodal Scientist at Lab 
Nodal Scientist HQ in ppd 
Nodal Scientist ISTAD 
Technical Officer ISTAD 

Section Officer ISTAD 
Dealing Assistant ISTAD 
Dealing Assistant ISTAG 
IPMD Head 

ISTAD Head 
USD Head 

Training Administrator 

Trainer 

Expert 
Diarist (Bill/Cash) 
Dealing Assistant- (Bill/Cash) 
SO (Bill/Cash) 

FAO/DDO (Bill/Cash)  

Diarist (Audit) 
Dealing Assistant- Payment (Audit) 
Dealing Assistant- Receipt (Audit) 
Section Officer (Audit) 

Finance & Accounts Officer (Audit) 
Cheque Writer 
Cashier 
Controller of Finance & Account 

Deputy Finance Advisor 
Finance Advisor 
Director General 

PA Sr. Deputy Finance Advisor 

Diarist (Budget) 

Dealing Assistant (Budget) 
Section Officer (Budget) 
Finance & Accounts Officer (Budget) 
Diarist (Pension) 
Dealing Assistant (Pension) 

Section Officer (Pension) 

Finance & Account Officer (Pension) 
AO 
SO (HQ) 
US (HQ) 

DS 
SDS  (HQ) 
JSA 
Work Head 

WC 
F & A 
DG 
GB 

EAPEX 
MC 
SE 
Service Incharge 

Director EC 
Cabinet 
Purchase DA 
AE 

EE 
JE 
SPO 



Stores DA 

SO Purchase 
Guest House Incharge 
Guest House Care Taker 
GuestHouse Manager 

Technicians 
SO Store 
Security Officer 
Driver 

Canteen Incharge 
Meeting Incharge 
Transport Incharge 
Group Head at lab in ppd 

SO(Establishment) 
DA(Establishment) 
Super 
RnDAdmin 

Finance and Account Officer (Accounts) 
Section Officer (Accounts) 
Dealing Assistant (Accounts) 
Admin-Purchase 

Admin-Engineer 
Admin-Facility 
Admin-stores 
Management Council  convener 

HRM Head at lab 
ISTAG Head 
Joint Advisor 
Legal 

APDivisionHQ 
VP CSIR 
Section Officer ISTAG 
HRDG Head 

ITD Head 
HRDC Head 
RAB Head 
ISTAD SCIENTIST 

IP_Cordinator 
Convener 
Cluster Director 
Supervisors 

Learner 
Research Council committee convener 
Management Council committee convener 

Standing Finance committee convener 

Expenditure Finance committee convener 
High Power committee convener 
Patent evaluation committee convener 
Review committee convener 

Mobility Of Scientist committee convener 
ETBD Consultant committee convener 
Award High level Screening committee convener 
Award Initial Screening committee convener 

Head IT 
Head Electrical 
Head Instrumentation 
Head Engineering Services 

Receptionist 
Head Lab Supervisor 

 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



HR Portal Process List 
 
Employee Self Services 

 
 

GPF 

 
Children Education 

 
Telephone Reimbursement 

 
Leaves 

 
Annual Property Return 

 
Prior Property Intimation 

 
No Objection Certificates 

 
LTC 

 
Professional Update Allowance 

 
Medical Reimbursement 

 
Small Family Allowance 

 
House Building Advance 

 
TA 

 
Staff Quarter Allotment 

 
Transport Allowance 

 
Dearness Allowance 

 
House Rent Allowance 

 
Festival Advances 

 
Computer Advance 

 
Coveyance Loan 

 
Warm Clothing Advance 

 
Natural Calamity Advance 

 
Income Tax Declaration 

HR Processes 
 

 
Activity Allocation 

 
Roster Management 

 
Superannuation 

 
Transfer 

 
Departmental Promotion Committee 

 
Departmental Test Quota 

 
Recruitment - Technical Staff 

 
Recruitment - Permanent Staff 

 
PayBill 

 
DA 

 
Remittance 

 
Mentoring And Coaching 

 
Training and Development 

 
Assessment - Scientist 

 
Assessment - Technical 

 
PMS - Admin 

 
PMS - Scientist 



 
PMS - Technical 

Service Book 
 

 
Service Book 

 
Request Changes in service book 

 
 
Finance & Accounting Process List 
 
CEA/Tution Fee 
Telephone Bill Reimbursement 
Telephone Bill Office 
GPF Withdrawal 
GPF Advance 
HBA Loan 
Personal Computer Loan 
CAR/Vehicle Loan 
FAN Loan 
Food Grain Loan 
Flood Loan 
Warm Cloth Loan 
Festival Loan 
Vendor Advance Bill Payment  
FDR/Letter of Credit Opening  
FDR/Letter of Credit Debit Advice 
FDR/Letter of Credit Credit Advice 
FDR/Letter_of_Credit_Other_Payment Bill 
FDR/Letter_of_Credit_Final_Adjustment_Bill 
Vendor Adjustment/Claim Bill Payment  
Revolving/Petty Cash Advance Payment  
LTC Advance 
LTC Adjustment/Claim  
TA/DA Advance 
TA/DA Adjustment/Claim 
Medical Advance 
Medical Adjustment/Claim 
Water/Electricity Bill 
Cashier Receipt 
Cashier Payments (Acquittance Roll) 
Cashier Imprest Payments 
TA/DA Bill Payment by Cashier 
Centralised Receipt Module 
EMD/SD Receipt 
EMD/SD Payment 
Honorarium Payment 
Spoilt Cheque Re-print 
Reverse Voucher 
Fund Transfer To Labs 
Bank Reconciliation 
EMI Sheet 
Entry Of Purchase Bill  



TDS Certificate Generation  
Service Tax Adjustment (Cenvat Credit) 
Role based DashBoards 
Any Other General Payment Bill 
Journal Voucher 
Purchase Voucher 
Leave Encashment 
Investments Bill 
Revolving/Petty Cash Adjustment Bill 
Revolving/Petty Cash Final Adjustment Bill 
PF Trust Accounts 
Deputation Case Pension Bill 
Work & Services-Running Bill 
Work & Services -Advance Bill 
Work & Services -Final Bill 
ECF Advance 
ECF Adjustment/Claim  
ECF Installment Receipt 
Bonus Payment 
Fund Receipt By Lab 

Payroll 
Salary Pay Bill 
Salary Pay slip Generation 
Remittance Inside CSIR 
Remittance Outside CSIR 
DA Arrear 
Pay Arrear 
Over Time Allowance  
RGISP Remittece 
Generate Last Pay Certificate 
Payroll Close  

Admin/Configuration 
Config Module 
Escalation of Bill 
User and Role Management 
Work Flow Mangement 

Pension 
Superannuation Pension (Comutation and Gratuity) 
Family Pension (Gratuity) Bill 
Retirement Pension 
Invalid Pension 
Compensate Pension 
Compulsary Retirement 
Compensate Allowance 
Monthly Pension Bills  
DA Arrear Pension 
Pension Arrear 
Bank Scroll In Pension 

Budgeting 
Lab Budget Preparation DA Process 



Lab Budget Approval SO Process 
Lab Budget Approval FAO Process 
Lab Budget Approval COFA Process 
Lab Budget Approval DIRECTOR Process 
Lab Budget Review Process at HQ for Refer to Sr. Deputy FA 
Lab Budget Approval Process  and Send to BS at HQ 
Lab Budget Review & Mark to DA by Diarist at HQ 
Lab Budget Review & Approval Process by DA at HQ 
Lab Budget Review & Approval Process by SO at HQ 
Lab Budget Review & Approval Process by FAO at HQ 

Funding 
HQ Allocation 
Lab Allocation 

 
 
R&D Portal, Lab Admin, Policy & Programme &  
eLearning Process Lists 
 

Lab Admin 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

QHF (Quick Hire Fellow) 

Retention of Lien 
VIP reference 
VRS for Scientist 
CE Rule 10 

CE Rule 12 
Compassionate 
Transfer of Scientist 
CSIR welfare scheme 

RC & MC comments 
Waiver of penal license fee 
Incentive for acquiring higher education 
paliamentary question 

Representation 
Clarification 
Grievance 
UPC 

Adhoc appointment extension 
Casual Labour 

Policy Division 
 
 
 
 
 
 

Creation 
Amendment 

Clarification 
policy Repository Portal 
Policy Upload Process 

Service extension of Scientist G and above 
Tenure extension of Lab Directors 
Appointment of STIO 



Appointment of Consultants 
Legal Division Repository of cases 

Policy Division 
 
 

RTI request 
1st appeal 

2nd appeal 

PPD 
 
 

Committee and Meeting 
Meeting scheduling 
MOM circulation and status tracking 

CSIR e-Dak and e-File 

HRD 
 

SSB 
YSR 

Vigilance Complaints 

  
  

Planning 
 
 
 
 
 
 
 

Planned Projects 
Five Year Plan 

Annual Plan 
Outcome Budget 
Annual Report 
Half Yearly Performance Report 

Demand for Grants 
Mid Term Appraisal 
Fund Allocation 

Business Development 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Knowledge Alliance 

Knowledge Base Generation 
Knowledge Base Licensing 
IP Licensing 
Sponsored Projects 

Technical Services 
Grant in Aid 
Consultancy Project 
Collaborative Project 

Professional Development Fund 

Scheme for setting up incubation centers in CSIR 
laboratories 

Scheme for mobility of 
scientists/technologists/engineers from CSIR to 
industry/ R&D institutions and vice versa 
Awards 

Exploitation of Knowledge Base 
Establishing Business and Marketing Entities 

CSIR Staff to be Members of Board of Directors 
of Private Companies 
Setting Special Purpose Vehicle 



New UI / Prospect Screen 

Patents 
Research Papers 
NIMTLI 
Selling of IPR 

International Collaborative 
Testing Project 
Technology ShowCase 

ISTAD 
 
 
 
 
 
 
 
 
 
 
 

Deputation Fellowship 

Conference Participation 
Lab Holding Conference 
Senior Foreign Scientists 
Distinguished Foreign Scientists 

Travel Grant 
Deputation Report 
Foreign Visits of Directors 
Visit under Bilateral S&T 

IFDC 
Overseas Training 
Partial Travel Grant for External User 

USD Unit for Science Dissemination 

  
  
  

Training Division 
 
 
 
 
 
 
 
 
 
 

Employee Dashboard 

View Team Progression 
Classroom Training 
Self Learning Courses 
Training Proposal Workflow 

Registration Workflow 
Online Tests 
Knowledge Repository 
Cmail 

Webinar 
Lab Management 
User Management 

 
 
 
 
Materials Management 
 
Request For Purchase Raise an Indent/ Request for Purchase 



 
Approval of the Indent 

 
PME fund allocation  

 
Committee Approval 

 
Assign Purchase Dealing Assistant and SO Purchase 

 
Tender(NIT) Creation  

 
NIT Approval  

 
Quotation Opening 

 
Quotation Opening Approval  

 
Performance Criteria 

 
Performance Criteria Approval  

 
Technical Comparative 

 
Technical Comparative Approval  

 
Financial Comparative  

 
Financial Comparative Approval  

 
Recommendation 

 
Recommendation Approval  

 
Purchase Proposal 

 
Purchase Proposal Approval  

 
Negotiation Required then creation of Purchase Proposal 

 
Purchase Proposal Approval  

 
PME fund allocation updation and approval 

 
Purchase Order 

 
Purchase Order Approval  

 
Order Acceptance 

 
Order Acceptance Approval 

  
  Pre – Indent Flow for New 
Proposal New Proposal Submission 

 
New Proposal Approval 

 
EOI Creation 

 
EOI Approval 

 
Finalization of Scope 

 
Approval of Finalized  Scope 

  Master Screens for the 
following Add Item 

 
Add Item Category 

 
Add Item Sub Category 

 
Add Item Specifications 

 
Add Measuring Unit 

 
Add Sub Category Wise Measuring Unit 

 
Vendor Registration 

 
Add Rate Contract Details 



 
Add LPC Committee Details 

 
Add Embassy Details 

 
Add Country/State/City 

 
Add Airport 

 
Add Vendor 

 
Add Forwarding Agent 

 
AddInsurance company 

 
Add Transport Service Provider 

 
Add Clearing Agent 

 
Add Terms and Conditions 

 
Add Tax/Discounts/Additional Charges 

 
Merging of Indents 

 
Stores 
 

Store Receipt Voucher 

Order is received at store by SO stores and a voucher 
number gets generated.Quantity dispatched and quantit  
received are entered by him by manual inspection. 

 

Voucher will go to (Inspector). After manual inspection 
items are accepted/ rejected by him 

 
Request will go to Asstt. S & P/Custody for approval 

 
Request will go to sale/purchase officer for approval 

 
 

Stores Issue Voucher 

Item request is raised by scientist/ requester to store. 
Quantity indented is mentioned in the request. 

 
Request will go to Project leader for approval 

 
Request will go to sale/purchase officer for approval 

 
Request reaches inbox of SPA. He issues the item to the 
requester. 

 

Request come to indentor for verification ie: how much 
quantity is issued to the him 

 
Request will go to sale/purchase officer for final approva  

 
 



Stores Return Voucher   

Item can be returned to stores by department/ 
individual(Scientist). Quantity returned is mentioned in 
the request 

 
Return request goes to project leader for approval  

 
Request goes to sale/purchase officer for approval 

 
Request goes to SPA, he enters the actual quantity 
received 

 
Request goes to indentor for verification 

 
Request comes to sale/purchase officer for final approva  

 
 

Stores Transfer Voucher 

Item can be transferred from any store,department or 
individual to any other store, department or individual. 
Quantity to be transferred is also mentioned in the 
request 

 
Transfer request goes to project leader for approval  

 
Request goes to SPA(Transferee) for approval 

 
Request will go to Project leader for approval 

 
Request goes to store assistant for approval 

 
Request comes to sale/purchase officer for final approva  

 
 

Loss Statement Voucher 

Loss Statement Voucher is raised by store keeper. 
Quantity of item lost is mentioned by him along with the 
reason of loss and type of item lost 
(Consumable/Nonconsumable) 

 
Loss statement request goes to project leader for 
approval  

 
Request goes to SPA for approval 

 
 

Physical Stock Verification 

Adjustment Voucher can be generated for adjusting the 
consumable item. If there is mismatch in store record an  
actual item present in store than Adjustment Voucher is 
generated. 



 
Request comes to sale/purchase officer for approval 

  

Scrap Declaration Voucher 

This voucher is generated for the old, discarded, or 
rejected non-consumable items. Quantity to be scraped 
should also be mentioned in the request. 

 
Request will go to Project leader for approval 

 
Request goes to SPA for approval 

  

Stores Gate Pass  

Gate pass is issued to items which are going out of the 
store. Items could be retunable(return after repair) or no  
returnable(scrap). Quantity of item going out along with 
the return date in case of returnable item is mentioned i  
the gate pass. 

 
Gate pass goes to security officer for approval 

    
Clearance Register Entry in goods clearance register  

 
Engineering Works & Estate Management 
 
Below 1 Cr with Preliminary Estimate Raise Project Proposal 

 
Incharge/HOD Approval 

 
Work Committee Recommendation 

 
In Principle  Approval 

 
 Preliminary Estimate 

 
Work Committee Recommendation 

 
Administrative Approval 

 
Detailed Estimate 

 
Work Committee Recommendation 

 
Technical & Expenditure Sanction 

Below 1 Cr without Preliminary  
Estimate Raise Project Proposal 

 
Incharge/HOD Approval 

 
Work Committee Recommendation 

 
In Principle  Approval 

 
Detailed Estimate 

 
Work Committee Recommendation 

 
Technical & Expenditure Sanction 

Works Between 1 crore and 2.5 Crore 
with Preliminary  Estimate Raise Project Proposal 



 
Incharge/HOD Approval 

 
Work Committee Recommendation 

 
In Principle  Approval 

 
 Preliminary Estimate 

 
Work Committee Recommendation 

 
Director EC Recommendation 

 
Admin Approval 

 
Detailed Estimate 

 
Work Committee Recommendation 

 
Technical & Expenditure Sanction 

  Works Between 1 crore and 2.5 Crore 
without Preliminary  Estimate Raise Project Proposal 

 
Incharge/HOD Approval 

 
Work Committee Recommendation 

 
In Principle  Approval 

 
Detailed Estimate 

 
Work Committee Recommendation 

 
Technical & Expenditure Sanction 

  Works Between 2.5  crore and 25 
Crore with Preliminary  Estimate Raise Project Proposal 

 
Incharge/HOD Approval 

 
Work Committee Recommendation 

 
In Principle  Approval 

 
 Preliminary Estimate 

 
Work Committee Recommendation 

 
Management Council Recommendation 

 
EAPEX Recommendation 

 
Admin Approval 

 
Detailed Estimate 

 
Work Committee Recommendation 

 
Techical Recommendation 

 
Technical & Expenditure Sanction 

  Works Between 2.5  crore and 25 
Crore without Preliminary  Estimate Raise Project Proposal 

 
Incharge/HOD Approval 

 
Work Committee Recommendation 

 
In Principle  Approval 

 
Detailed Estimate 

 
Work Committee Recommendation 

 
Techical Recommendation 

 
Technical & Expenditure Sanction 

  



Works  above 25 Crore with 
Preliminary  Estimate Raise Project Proposal 

 
Incharge/HOD Approval 

 
Work Committee Recommendation 

 
In Principle  Approval 

 
 Preliminary Estimate 

 
Work Committee Recommendation 

 
Management Council Recommendation 

 
EAPEX Recommendation 

 
Admin Approval 

 
Detailed Estimate 

 
Work Committee Recommendation 

 
Technical Sanction 

 
Technical & Expenditure Sanction 

  Works  above 25 Crore without 
Preliminary  Estimate Raise Project Proposal 

 
Incharge/HOD Approval 

 
Work Committee Recommendation 

 
In Principle  Approval 

 
Detailed Estimate 

 
Work Committee Recommendation 

 
Technical Sanction 

 
Technical & Expenditure Sanction 

  NIT Approval NIT Creation 

 
Approval By Engineer 

 
Approval By Director 

  BILL Approval Bill Submission  

 
Work Section Approval 

 
Finance & Accordance 

  Deviations Approval Submission  

 
Approval By Chief Engineer 

 
Finance & Accordance 

  Register Dismantled Submission of Hindrance Request 

 
Verification 

 
Facilities Management 
 
Request for Service Raise a Request 

 
Approval of the raised request  



 
Assign resource and spare parts  

 

Execution by resource (technician) for the requested 
service 

 
Closing of the Request 

 
Costing of the Jobcard 

  Booking of Transport Raise a Request 

 
Approval of Transport Request 

 
Execution  

 
Closing the request and Claim Overdue 

  Maintenance of Transport  Transport Maintenance Work's Entry 

 
Upload bill  

 

Approval of the Amount for the Maintenance work 
executed 

  Booking of Meeting Room  Raise a Request 

 
Execution  

  Booking for Canteen Services Raise a Request 

 
Approval of the raised request for the canteen service 

 
Execution  

Guesthouse Room Booking Raise a Request 

 

Approval of the raised request for the guesthouse 
room booking 

 
Execution  

 


