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IT Indent System

The Indent System at Atmiya University governs the requisition, evaluation, procurement, and distribution
of materials required by various departments. This system ensures transparency, accountability, and
efficiency in managing university resources.

Objective

To establish a structured process for requesting, evaluating, and approving materials while adhering to
financial guidelines and institutional policies.

Scope

The policy applies to all departments of Atmiya University requiring consumable and non-consumable
materials for academic, administrative, or operational purposes.

Process Description

1. Material Request Submission
« Departments initiate material requests through the Atmiya E-Portal.
o Requests must include detailed specifications, quantity, and justification for the requirement.

2. Technical Evaluation
o The ICT Head or designated authority evaluates the technical details of the request to ensure
suitability and feasibility.
e Requests not meeting technical or policy standards are sent back to the requesting department for
revision.

3. Value-Based Procurement Workflow
e For Consumable Items (< %10,000):
o The Purchase Officer directly procures items from stock or through the most suitable
vendor.
e For Items (=%10,000):
o Quotations or Tenders are invited from vendors to ensure competitive pricing and quality.
o The Purchase Committee evaluates the bids and selects the vendor based on the
university's procurement standards.

4. Approval Workflow
e All requests above 210,000 must receive final approval from the Purchase Committee after a
thorough review.

5. Issuance of Indent
o Post-approval, an Indent Letter is issued to document and authorize the procurement process.

6. Final Purchase and Material Distribution
e A Final Purchase Order is issued, and materials are delivered or allocaf&e
department.

e The Purchase Officer ensures proper documentation of procurement and\
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Atmiya ERP - CMS(Campus Management System) for

Indent System
1. User Login

€« > O A Not secure  119.160.199.67:81/Account/Login?ReturnUrl=%2F b4 &, o H

YOGIDHAM - RAJKOT

Password

Forgot Your Password?

2. Indent Application Form

€ 5 C  ANotsecwe 119.160.199.67:81/Indent * 4O

ATMIYA ePortal Q O prakash.gujarati@atmiyauni.ac.in

7 Indents item has been distributed. Now you have further process for receive items. [T RS IIA S

Indent Application Indent Application Details -

College
SBM

® Indent

item Discription Quantity Purpose Store Location Unit

—Select Store—— v KGKGS v
Department

—Select—

Intercom Number

0

Place Name

Email address

prakash. gujarati@atmiyauni.ac.in

Mobile Number
9601026377
- Attach File (If Required)
new Choose file | No file chosen
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Indent Application List

C A Notseure 119.160.199.67:81/Indent/Report

* @

ATMIYA ePortal L O prakash. gujarati@atmiyauni.ac.in
Indent Application List
@ Dashboard From Date ToDate Type
@ Indent v Indent Intercome
Number Phone Place Number  Date
s | Mtem Discription Quantity ‘Vurpou ‘Unll ‘Rnwn Approval From ‘ ‘ ‘
mas2  ocotooeary AT BuildingAWing IstFloot-Prakash |\ o
Gujarati's Desk JOMR A 4 GB - CSAIT Departmen Android Application Developer | No-Nos
& Maintena !
@ Attendance P ‘
Item Discription Quantity Purpose Unit | Reason | From
. 3
ts Sectior ngoz2  osorozeary PrakashGuiarati's Desk, Nearby e & 1
Stavansir's Office Desk Increase Computer RAM 8GB o 16 GB Purpose is to run Android Purpose s to run Android No- -
o F 2021 R Studio Nos
od Service i
Approval
O Salary new Item Discription Quantity Purpose Unit | Reason | From
O Self-Appraisz ew 1
A10943 9601026377 Department of CS & IT Facuity Block 1116 07-
< 2022
O Transportation Serv New White Chair Needed at My Desk (Dr 3 Chairis too old and it has problem. | want to change my -
L Prakash Gujarati) chair with new one which has comfortable seat Nos
Manage Profil new
0o | Mem Discription Quantity Purpose Unit Reason Approval From ‘ ‘
A14216 9601026377  A-Wing Second Floor, HoD office 1114 05-
2023
« C A Notsecure 119.160.199.67:81/Indent/ViewindentReport * @
ATMIYA ePortal
@ Dashboard
Indent College  Departments Intercome  Date of
-~ Number Name Name  Name Email Place Phone Number  Application
@ indent v Approwal
Item Discription | Quantity Purpose Unit | Reason
Prakash |
€ A15225 Prafulbh: AU Compuersd. rakash. jarati@atmiyat acin A Wog Baseindatiab3 9601026377 1116 02-08-2023
G:];:ma o prakash gujerati@atmiyauniacin o e ) = e ro e
* Needed students
e Approval
s - . AITS Bullding A Wing st ftem Discription Quantity Purpose Unit | Reason
A4362 (P;ralullz:’m: VSCSF oo prakash.gujarati@atmiyauni.ac.in Zloou;ra;as: 9601026377 1114 001200 R . ) =
ujarat rati's Desl artment A p
O Students Sectior d o Prakash Gujarati PC Developer Nos
OF X
Approval ‘
food Serw ttem Discription Quantity Purpose Unit | Reason
2
2> L2 Wy D O e e Tubeline is Blinking have to resolve | No-
Prakash (il L 2 o thelssue
0 ADDC: f "have to resolve' lIssue
O self-Appral new A10383  Prafulbhai AUFS ;‘:;"""m's“ prakash gujarati@atmiyauni.ac.in ?epi"‘y':"': &M 2637 1116 11072022 . L
aculty Blod
Gujarati is ithas:
O Tranmportation Service New White Chair Needed at SIS o X T et
1 Dask v ; I want to change my chair with No-
new e e isiont ‘new one which has comfortable | Nos
o Profil mew Gujarati) sy
Approval
Poadiicss et : :
rakas o AiWinig Second Foor, Item Discription Quantity Purpose Unit Reason
Al216  Prafulbhal AU o prakash.gujarati@atmiyauntacin 18 9601026377 1114 02.05-2023
Gujarati - Table Buzzer Ball 1 | Call Peon | No-Nos
I | .
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Indent System Flowchart

Material Bequirements for Department through Atmiva E-Portal

If Material is Consumable Ttem in Stock & It's Value 1z less than 10,000 E.=s than
Purchaszed by Purchase Officer.

If Material Value 1z more than 10,000 Bs to gat
Cuotation or Tender

Evaluating & Approve from Purchase committes Item
Issued

Evaluating
Technical Details
for ICT Head

Approved by ICT Head

l

Approved by Purchased committee

l

Izsued Letter of Tndent

q;;: Izzued Final Purchase order & Material Issued to Pespective Department

Registrar
Atmiya University
Rajkot
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