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Step 1: 
 

 

• Go to -  www.unipune.ac.in 

• Click on Administration.  

 

http://www.unipune.ac.in/


Step 2: 
 

 

• Click on Administration Non Teaching. 

 

 
 

 

 

 
 

 
 



Step 3: 

  

 

• Click on Human Resource Management System. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4: 

  

 

• Enter Your Username and Password  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 5: 

  

 

• On the Administration Non Teaching Home Page Click On  Go To Admin  

 

 

 
 

 

 

 

 

 

 

 

 

 

 



Step 6: 
6  

• Click on Contractual Staff  
 
 
 
 



 
6  

• Move Cursor on Contractual Staff Details 

• One  Dropdown Will Come , Select Apprentices Attendance 
 
 

Step 7:



 

 

 

 

Step 8: 
 

 

 

• Select Staff Id and Staff name  
 
 



 

 

 

 

Step 9: 
 

  

• Fill all the details in the  Staff Attendance. 

• Select Pay Month : 

• Present Days in Month : Number of working days (Signature Days) excluding holiday observed as 

  Working day. 

• Paid Holidays in Month : Number of Holidays adjacent to present days (Signature Days). 

• Casual Leave Days in present month : 

• Compensatory Off Days in present month : 

• Muster Pay Document Upload :  1)  Attendance Sheet . 

                                                        2) If Apprentice avail paid leave then certified copy of leave card must  

                                                           Be uploaded along with attendance sheet.    

• Click On Save Button : 

 

 

 
 

 

 



 

 

 

 
 

• After Save Button You can Edit details or you can view the Document. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 
 

1. Edit Details . 

If you want to Edit Details , Please Click on the Edit Button. 
 

 

 

2. View  Document .  

 
  If you want to View Document , Please Click on the View Button. 

 


