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Fill all the details and save then Final  

Submit from table to move on next step 

 

 

  

  

Fill all the details step by step then Final  

submit to move on next step 
 

 

 

 

  

Note:- If you have done any mistake then you can delete the fund booking and book another fund till Generation of GRN Certificate. 

 

Fund Booking for Mini Order for Purchase of Capital Asset: - 
 

• Menu Link : Login→SRIC→ Purchase→ 07. Mini Order for Purchase of Capital Asset 

STEP 1: 

Fund Booking for Mini Order for Purchase of Capital Asset 
Menu Link : Login→SRIC→ Purchase→ 07. Mini Order for Purchase of 

Capital Asset 

 

 

 

STEP 2: 

Preparation of Mini Purchase Order 
Menu Link: Login→SRIC→ Purchase→ 02. Preparation of Purchase Order / 

Work Order / AMC/ Mini Purchase Order 

STEP 3: 

Generation of GRN / Service Certificate 
Menu Link : Login→SRIC→ Purchase→ 03. Generation of GRN/Service 

Certificate 

https://erp.iitkgp.ac.in/IIT_ERP3/menulist.htm?module_id=8


• This menu is to book fund having amount greater than or equal to INR 2000 and less than or equal to INR 25000.  

• First you will have to select the project code from the dropdown for which you wish to book fund. Then select/fill  

• all the fields as given in picture. 

• Once you will save the entered details your fund will be booked and will be shown in the below table.  

• Click on Final submit button to get the Institute Ref No and to move on next step i.e., Preparation of Order. 

 

 



 

Preparation of Mini Purchase Order: - 
 

• Here You will get the list of Orders to prepare, click on the POCEED NOW for the project details you wish to continue.  

• Once you click on proceed now, the details will be available in the next table. Click on GET DETAILS to prepare order. 

• Menu Link: Login→SRIC→ Purchase→ 02. Preparation of Purchase Order / Work Order / AMC/ Mini Purchase Order 

 

 

 

 

• Once you will click on GET DETAILS, then you will get a page as shown below.  



• Click on Prepare Order to prepare a new order or you can update vendor by clicking on UPDATE VENDOR button. 

 

 
 

• Once you click on Prepare Order you will get a screen as shown below. 



 
 

 

• Click on Add/Update Basic Details then you will get a screen as shown below.  

• Select Order Type as Invoice. Then, fill all the details as per your requirements and then save details. 



 

 

 

• Then Click on Add Items For Order and you will get a pop-up as shown below. Fill all the details as per your requirements. 

• You can add multiple items against one order. 



 
 

• Once you done with adding all the items you will see the screen as shown below.  

• Check all the details properly, if you want to edit item details click on update item and then save. 

• Compose order by selecting the relevant type and fill all the details. 

• Then click on Final Submit. 



 

 

Generation of GRN  / Service Certificate: - 
 

• Menu Link : Login→SRIC→ Purchase→ 03. Generation of GRN/Service Certificate 

• Here, You will get the list of Orders to generate GRN certificate, click on the POCEED NOW button for the details you wish to continue.  

• Once you click on proceed now, the details of the selected order will be available in another table at the bottom. Scroll down the window to get the detailed table, 

now click on GET ORDER ITEMS. 

 



 
 

• Once you will click on GET ORDER ITEMS, then you will get a page as shown below.  

• Click on RECEIVE ITEMS. 



 
• Fill all the fields as per your receiving details and Click on Get Possible Entries. 



 
      *** All the fields are mandatory. If any field not apply to you then please fill 0 or NA. 

 

 

• Once you fill all the receiving details and click on Get Possible Entries you will get a screen as shown below.  

• Check all the details properly and click on Save the Entered Details. 

 



 
 

• Once you save the details you will get a screen as shown below and now you have to do final submission by clicking on Final Submit Button against the details you 

have saved. Now you will get a new pop-up as shown in next Screenshot.  



 
 

 

• Here you have to select the date from dropdown and click on Get Entries button then click on Final Submit The Selected Items button. Now, the generation of GRN 

certificate is complete. You can take the print-out. 

 


