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I. Request Initiator

1.1. How can I Use Resource Management Module?
Step 1 : Select the Resource Tab, as shown below.
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1.2. How can I create a request for a resource ?

Step 1 : Click on Requests , then click Create.

Step 2 : Select Required Resource.
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Step 3 : Add the details and add Facilities using the 'Add an item' link under
the 'Request Facilities'.

Step 4 : Select Facility, and add details.
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Step 5 : Submit the request.

1.3. How can I know the status of my request?
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The states are as follows
Draft : This request is editable and yet to be submitted.
Submitted : The request is submitted to first approval authority.
Forwarded: The request is forwarded by the first approval authority.
Second Approval : The request is forwarded by the second approval

authority.
Third Approval : The request is forwarded by the third approval

authority.
Fourth Approval : The request is forwarded by the fourth approval

authority.
Approved : The request is waiting for Director Approval.
Rejected : The request is rejected.
Sanctioned : The requested resource is sanctioned.
To Cancel : This request is to be cancelled.
Cancelled : The request is cancelled.

1.4. Can I delete my request?
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1.5. Can I cancel an existing request ?
Step 1: Click on the cancel button.

Step 2: Enter reason for Cancellation and Submit.
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1.6. How can I know which resources are available for a period?

Step1: Click on the 'Check Availability' menu on the left side.

Step 2: Enter Details and click on the 'Check' button.

1.7. How can I know the booking status of the resources?

Step1: Click on the 'Check Booking Status' menu on the left side.
Step 2: Select a resource from the list.
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Step 3 : Enter Details and click on the 'Check' button.
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II. First Approval Authority
2.1. How can I add new facilities to the resource ?
Step1: Click on the ' Resource Facilities ' menu on the left side and select the
resource that you want to alter the facilities.

Step2: Click on 'Edit ' button to add/ edit the facilities to the resource.
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Step 3: Click on 'Add an item ' and add the details of the new facility .

Step 4: Click on 'Save ' button after entering the details of the new facility .
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2.2. How can I change the available quantity of a facility?

Step1: Click on the ' Resource Facilities ' menu on the left side and select the
resource that you want to alter the facilities.
Step2: Click on 'Edit ' button to edit the facilities of the resource.
Step3: Change the required field and save.

2.3. How can I delete facilities from a resource ?

Step1: Click on the ' Resource Facilities ' menu on the left side and select the
resource that you want to delete the facilities.
Step2: Click on 'Edit ' button to delete the facilities of the resource.
Step3: Click on the 'Delete' icon to delete the facility line and save the
changes.
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2.4. How can I forward the request of a resource?

Step1: Click on the ' Approve Requests - First ' menu on the left side and
select the resource that you want to forward.

Step2: Click on 'Edit ' button .

Step3: Select 'Recommended' / 'Not Recommended' from the list.
If you select ' Not Recommended' , this request will only be approved at
the director level, so you have to fill the reason field for perusal of the
director.

Step4: In the Requested Facility tab for each facility lines, select
'Approved' / 'Rejected' from the list .
If you select ' Approved' , You should mention the 'Approved Quantity'.
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Step 5: To forward this request to the next level click on ' Forward ' button .
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2.5. Can I reject a request?

Step1: Click on the ' Approve Requests - First ' menu on the left side and
select the resource that you want to reject.

Step2: Click on 'Edit ' button .

Step3: Fill the reason field for rejection and click on 'Reject Request'
Button .
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III. Second/ Third/ Fourth/ Fifth/ Director level Approval Authority

3.1. How can I forward/ approve the request of a resource?

Step1: Click on the corresponding menu for approval on the left side and
select the resource request that you want to forward / approve.

3.2. Can I reject a request?

Step1: Click on the corresponding menu for approval on the left side and
select the resource request that you want to reject.

Step2: Click on 'Edit ' button .

Step3: Fill the reason field for rejection and click on 'Reject Request' Button.
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