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ERP 

IT Center has implemented TCS ION ERP system for functioning of the University and it is used at 

all levels of academics and administration. ERP empowers JKLU to focus on delivering high-quality 

education and not much thinking or worrying about the administrative process. . It enables university 

to take care of their entire administrative tasks and assists in repetitive resource-intensive activities 

through seamless automation like, admissions management, Timetable and attendance, academics 

management, Online Leave, HR, Finance and accounting, Purchase and inventory, Hostel, Payroll, 

student’s management, Fee, online claims, MIS, Reports in ERP system. Entire admission activity 

(from online Application form to final admission along with counseling, seat allotment, Fee deposit 

etc) has been done using TCS ION ERP. 

 

Online Employee Leave Management 

 

Employee Leave Management is done through TCS ION ERP. Real time Leave request with the 

approval status is reflating over the Dashboard of HR.Paper less: Now Leaves are getting Applied 

and approved through Mobile devices 

 

Online Student Attendance Management 
Attendance marking can be done while class is in progress. Faculties can mark attendance, view 

time table, Substitute lecture (while applying leave) through Smartphones. 

Online Student Management: 360 View 
ERP Mobile App is widely used by our students for viewing their Timetable, attendance, Fee, 

Assignments, Lecture notes and many other details over mobile phone 

 



Digital Management: Office Orders & Help Manuals 
Commonly required (TA/DA form, Child Education, Vehicle Requisition, LTC ) & Help Manual are 

uploaded on JKLU manual Community to all the employees. 

Online Claims/Advances  
Using this solution, user can online apply all his reimbursements (CEA, TA, DA, LTA, CA etc.). 

University can better manage and utilize his workforce, while reducing the administrative tasks and 

paper work needed for it 

Online Student Feedback System 
Digitized Student Feedback using iON has helped JKLU to get the analysis of the feedback 

without delays, which has helped in taking corrective actions, in a timely manner. 

 

E-Learning and collaboration Portal on TCS ION  

It enables teaching and learning anytime, anywhere & at any level. It provides posting online facility 

to the faculties and student to share assignments, teaching notes, online quizzes, course files 

among the member of the student community 
 
 

 

 

 Help Document Claim Application 



1.  Quick Links HRMS Claim Claim Application

 

2. Fill in the relevant information Upload the document(After Filling all the details)  Save 

button

 



3. Wait for  Success message:

 
4. Click on history Button to view next level of the application: 

 



5. Quick Links HRMS Claim View request(to see the status of your claim Application) 

 

 

 

 

 

 

Claim Approval By Authorities 

1. Quick Links HRMS Claim View Work list 

 



2. Click over claim number to open the claim application: 

 
3. Download the attchment if required  Take required action  over the application

 
(Click on back Button to go back to previous screen ) 

 

Online Feedback system for student 

Step 1. Student will login using self service (www.tcsion.com/SelfServices) 

Step 2. Click on Digital Campus -- Submit Feedback as attached snapshot. 



 

A new screen will open. 

Step 3. After filling the desired information click on search. List of feedback will show as snapshot.  

 

Step 4. Click on submit button for the desired the feedback to be given. A new window will open 

with Feedback information as snapshot. Click to Proceed. 



 

Step 5. Feedback contain category wise questions. As snapshot.  

 

Step 6. And finally click on submit button after completing the feedback. 



 

 



 

 

 

 

 

 

 

 

 

HR - Process – New Employee Creation 

 

Step 1: HRMS Recruitment Vacancy Create Vacancy 



 

Step 2: Add Vacancy Details and number in below list  Save 
 

Step 3: Recruitment  Fast Track Employee Creation Fill all relevant details - Save 



 
 

 
 
 
 

Step 4: Fill remaining details in Fast track employee creation window- Save 
 

Employee number has been successfully created 



 
 

 
 

Step 5: Employee Management  search New Employee Number Fill employee Details and 
Save. 

 



Step 6: Choose between Categories to fill the complete Employee details. 

 

 

HR- Employee Separation 

1. HRMS Employee movement  Raise separation Application 

 

2. Select Employee Fill separation detail Submit 



 

3. Provide Actual Separation date Separation Comment  Approve 

 

 

4. Check status by clicking over History 



 

 

HR - Process to apply for leave: 
 

Please follow these steps to apply for leave: 
 

1. Login your account. 

2. Click on web top icon   (placed at left bottom corner) 

 
3. Scroll down the ion Solution window to find self service icon. 

(you can also add the self service to quick launcher by a right click on self service icon ) 

4. Click on HRMS  Icon (left side of the screen) 

5. Go to leave section 

Click on leave ledger to check leave balance in you r account 

 



6. To apply click on leave application 



7. Wait for success message. 

8. To Cancel your leave: 

Self service  HRMS   scroll down to leave click on view Request 


click on View  click on cancel leave request(At the bottom of your screen) 

 

 

Purchase Order creation and Online Approval of PO 

Step 1: Go to Procurement and Inventory Module 

 

Step 2: Select Procurement section and go to Purchase Order 

 



 

 

 

 

 

Step 3: Select Create Purchase order on top right hand side. 

 

Step 4:  

Fill in all the details as required, select source site as JK Lakshmipat University, select vendor Name, 

Payment medium, Shipping method, employee name and contact person. 



 

 

 

 

 

Step 5: Specify the item details in items tab or service details in service tab 

 

Step 6: Add Taxes in the Taxes section and provide the terms and conditions in the clauses sections. 



 

Step 7: Click Submit. 

 

 

 

 

 

LMS- Activate Batch, invite users, Create syllabus 

Search your Current Course: - 



 

How to Activate Batch:-  

Without activation of batch, content will not show to users and you can’t invite 

the users. Post your content as shown below by different methods as you want to 

perform.

  



How to invite Users:-

 

 

 

 



 

Enter jklu mail id of users in file and then upload the file. 

 

 



Invite the users:- 

 

 



Please follow Check for force acceptance otherwise students will accept the 

invitation.

 

How to Create Syllabus:- 

 



 

You can add Levels and Units accordingly. 

 

Need for Syllabus:- If you want to add any activity like assessment, assignment 

then you should map this activity to syllabus otherwise activity will not show to 

users. 

 

 

 


