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1.1 Introduction

1.2 Purpose:

Instruction Management System is an automated service for initiating, updating, monitoring
and tracking instructions captured during meetings chaired by Management Team.

1.2 Features of IMS:

e |t can be used to record and assign the Instructions during the meeting Chaired by
Management & senior person of any department or division.

e To keep track of the Instructions — tasks by Sr. Management

e Email alerts are received to concerns user’s login once instruction is assign.

e Assignees will get all the Instructions assigned from concern IMS login.

e Assignees can update the actions taken.

e Assignees can delegate the Task / Instructions.

e Authority can view the Updates — Pending Status of instruction etc.

e Authority - Chair Person can only close the task.

e Meeting wise & Instruction wise - updates can be viewed.

o Different Types of Meetings / Locations with Dates can be categorized.



2. Login Process
1. Instruction Management System (IMS) can be accessed through following way:

URL: http://mdms.gsfclimited.com/task/pages/login Or

Go to University’s website (From Internet): GSFC University Website -> E
Governance -> Instruction Management System (AMS)
2. Enter User ID and password for signing to be used same as AMS ID and pass.
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The Single Sign-on tacility for students and stalf to access various interlinked modules of Digital Campus System.
The automartion service for initiating and approving the approval process.
The autemation service for initiating and approving the leave process

The automation service for initiating, updating and monitoring instructions taken in meetings chaired by Management Team.

n £ Type here to search

e Login Page of IMS - login can be done with user id and password of Approval
management system [AMS ID and pass]
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o Home Page after logging into the system.
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Create Instruction Monitoring System Name : Mr. Mital Naik X

Task / Instruction Report

OALL OPENDING OREVIEW O OCANCEL

Particul Meeting Total | Pending | Updated CIosed
de
ﬁg 1/1'1020 review meeting Mhr‘- ’@vlila\ REVIEW  View View
eview aik -
Conference System All Pending
Room - SOT Manager
2 28i11/2020 Review meeting 2 1 1 0 MrAtul PENDING  View View
IMC / Review Dholakia All Pending
Conference - Deputy
Room - SOS- Director
GF
3 0411112020 meeting related to IMS system 3 1 0 2 Mr.Mital  PENDING  View View
Other Other Naik - All Pending
System
Manager

H P Type here to search

Use of above mentioned buttons:

1) Home: In home page you will see items pending for action
2) Create: For creating new meeting action items
3) Draft: For viewing saved meeting action items which is not assigned



3. Creating New Instruction:

Home Create Draft instruction Monitoring System

m Task / Instructon Report

Show 10 v entnes

PENDING SELECT

iShowing 110 2 of 2 entnes Prevous - MNext

e Creating Instruction:

Home Create Draft Instruction Monitoring System

Create Instruction §  Select Meeting Type &
Location

Select Meeting Type &

Date of Meeting y
ocation

Task Detail Responsible DeadLine  For Action

Particulars of meeting Date  Info




e Enter Instructions Details (Task Details)

Home Create  Draft Instruction Monitoring System Name: e voe. . [ AMS 1|

Create Instruction
Date Meeting Type Locationi City Instruction By
27-04-2020 -Selert- ' ' —Select-

Particulars

Select Officer Responsible
Task Detail Department 0 sible

Add New Task here Select Department

Deadline Date (if applicable)

If only for information tick this

Click to Add

e Actions to can be taken after entering the instructions [details about button]

1) Send for review: It will be sent to Chair person for review

2) Save Draft: It will be saved in Draft

3) Save & Assign: All the Instructions will be forwarded to respective officer responsible’s work
item

4) Cancel: Go to home page without saving any changes

5) Print: Pdf will be downloaded for the meeting details

6) Discard & Delete: Entered details will be deleted permanently



e Status of any Meeting details can be viewed from homepage

Home Create Draft Instruction Monitoring System

Name : AMS X
Meeﬁng Task / Instruction Report
@®ALL OPENDING OREVIEW ©OCLOSED ©OCANCEL
Show v entries Search:
Meeting Chaired Meeting
detail Particulars of Meeting Total Pending Updated Closed by Status Action

16/04/2020 Meeting Details R PENDING SELECT

BRM Meeting

Boardroom

24/04/2020 Details . PENDING SELECT

BRM Meeting 4 4 0 0 oMD

Boardroom
Showing 1 to 2 of 2 entries Previous Next

Click here for viewing instruction details

e Various filter and selections are also available on homepage-> Task /Instruction
Report

Instruction Monitoring System
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¢ Final Closing of any Instruction/Task can only be done by Chair Person.

o Until the final closing of all Instruction/Task of the meeting is closed, the meeting
status will be in Pending Stage.



e How to track / monitor instruction which are closed and pending:

Go to homepage-> Click on View Pending
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Instruction Monitoring System Name - Mr. Mital Naik

| Meeting | Particulars of Meeting Pending | Updated | Closed | Chaired
detail F by

1 220 review meeting 1 0 0 0 Mr. Mital  REVIEW

INMC | Review Naik - Al
Conference Systam
Room - SOT Manager
| B0 Review meeting 2 1 1 0 M Atul PENDING  Viow View
IMC | Roview Dholakia Al Pending
Conference - Deputy
Room - S05- Director
3 04112020 mesting relatad to IMS system 3 1 i) ] Mr.Mitsl ~ PENDING  iew
Other Other Naik Al
System
Managers
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e Following page will open to view detail status of instruction.

Name : Mr. Mital N

Instructions

Meeting Date Meeting Type Location/City Instructed by
281112020 IMC | Review Confersnce Room - SOS-GF Mr Atul Dholakia - Deputy Director
Assign Date Particulars of Meeting
26/11/2020 Review mesting
Taskiinstruction Concern Officer Task For
Department Responsible Status Info
10 Detailed review of Academic Module Maon. Teaching Pranav Kalamba PENDING View
IT Assistant
11 Review of Report format Non-Teaching Mr Dinesh UPDATED View
Chhabran -
Administrative

Assistant. [T

Pranav Kalambe

IT Assistant
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o To view detailed status of instruction click on view button against Pending and
Updated button under Task status — following page will open.
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Name ; Me. Mital Maik

Update Instruction / Compliance

Meeting Date Meeting Trpe Location/'Clty Chaired by:
N0 MG | Review Conterence Room - 50567 Mr Atul Dholakia - Deputy Director
articulars of Meeeing Concern Departmens
Review meeting Moy Teaching

Insn Officer Reapenaible

Dietnsien revasw of Aenfiemic Mooue Praray Kalambs - IT Assismng

[T ———r—
Do T112020 13.11.58
Gate 2812020 13:00:17 |
Cone- 30143030 130023 |
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Acatame mad ia it S5na

Dute JH113030 120740

Pranay Kalamibe - O
R et et

-m
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4. Updating Instruction/tasks by concern assignee

e Go to Home Page after logging into the system -> Click on view pending

Name : Mr. Mital Naik

1 261172020
IMC [ Review
Conference

Conference
Room - 505
GF

3 04172020
Othar Other

Particulars of Meating

review meeting

Review meating

meeting related to IMS system

WAL OPENDING REVIEW

Pending

Updated

Chaired

by

Mr. Mital
Naik -
System
Manager

Mr Al
Dholakia
- Deputy

Mr. Mital
Naik -
System

Manager

Pending

REVIEW  View View
Al Pending

PENDING  View View
Al Pending

PENDING  Vicw Wiew
Al Pending

n B Type here to search
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M g =

Use of above mentioned buttons:

4) Home: In home page you will see items pending for action

5) Create: For creating new meeting action items
6) Draft: For viewing saved meeting action items which is not assigned

Home Create  Draft Instruction Monitoring System Name : AMS X
Meeting Task / Instruction Report
®ALL OPENDING OREVIEW OCLOSED OCANCEL
Show 10 v entries Search:
Chaired Meeting
Particulars of Meeting Total Pending Updated Closed by Status Action
16/0412020 Meeting Details PENDING  SELECT
BRM Mesting i 7 4 3 0 o
Boardroom
240412020 Details PENDING SELECT
BRM Meeting 4 4 0 0 CMD
Boardroom

Showing 1 to 2 of 2 entries

Click on
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meeting to view list of action items

Previous Next




e On click of “Select” button — below page will be open.
e Click on “View” to update
Home Create Draft Instruction Monitoring System

Name :

AMS

Instructions

Meeting Date Meeting Type Location/City

16/04/2020 BRM Meeting Boardroom

Particulars of Meeting

Meeting Details

Task/Instruction Concern Officer Task View
Department Responsible Status
1.0 Haae

Task/Instruction

2.0 Task/Instruction
30 Task/Instruction
3.4 Task/Instruction
3.2 Task/Instruction
40 Task/Instruction
41 Task/Instruction

Instructed by:

CMD

Operations &
Maintenance

UPDATED  View

Finance pamn EweTas PENDING View

Operations & UPD.

Maintenance

View

Operations & [ PENDING View
Maintenance

- - UPDATED View

MM Dept. T PENDING View

Finance it PENDING View

Click on view to add update on selected pending item

Select the Task/Instruction to be updated and click on “View”. You can add

updates to pending as well as updated Task/Instruction.

How to update the action items

Instruction M-:'H-lr.l.'lf'-l\l_] 5'|'=i11"|l

Update Instruction [ Complance

Maatng Dats Mesting Typs Location'Clty

1SR BRM Wasiing Boargngcm

Particidars of Masting

LEE &f Insructsnd ghien by CMD during DRM ad 16-02-2030

Frigtruciiasn

Acid Hiemark [ Updaie [ Somplasnoe Add File [ ARschmen Document | Delegale
Fmarksilpdanes *:
P WBs here
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Chaired by

Condwrm Depammant
Operaticnt & ManSenance

Oeficer Responsible
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Here Following Actions can be taken

1)
2)

3)

Note:

Add Remark/Update/Compliance: Here you can write update related to work item.
Add File/Attachment/Document: If required supporting/necessary documents can
be uploaded

Delegate: Also can be delegated to other users.

Any Instructions can be closed only by the Chair Person of the meeting and its status
will be pending /updated until closed by the Chair Person.

Any number of updates, Attachments can be added until instruction is closed by Chair
Person.
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