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SPPU EDUTECH FOUNDATION,

Savitribai Phule Pune University

Non-Teaching Contractual Staff / Apprentices Attendance Process

User Manual




Step 1:

e Goto- www.unipune.ac.in

e Click on Administration.

SPPU Webmail =
-s

RIS Contact

Sitemap %

SAVITRIBAI PHULE PUNE UNIVERSITY AZList @

17 fFaEr ¥ ofesa:n
Research Administration BOD Students Corner Useful Links E-lLearmning Feedback Contact

NN

Savitribai Phule Pune University
Got "A+" Grade in NAAC

Accreditation with CGPA 3.60
(Highest in Maharashtra)

¢ Admissions e Syllabi ¢ SET Examination * Job Openings Search
« Examination e Scholarships ¢ Academic Calendar e Vidyavani
: . o4
» Finance & Accounts * Sports Section * E-Content Learning * NSS L
e » Certificate Section * Tenders » International Centre
* Research » Circulars . ,Mnts'_ngelopment

Publications (2011- Onwards) 7» PRESS RELEASE

Teachers Departments

Choukade Gayatri Gorakhnath

Journal Articles (7837)
Books (564)

Book Chapters(944)
Conference (1117)

Gole Sneha Shishir

ﬂ Sartale Shrikrishna Dattatraya
.

. FROM CHANCELLOR's DESK. = FROM VC's DESK 2> NEWS & ANNOUNCEMENTS

View All Press Releases

SPPU

_ "The Governor as Chancellor The Savitribai Phule Pune

° plays a very constructive role E. University has been

wonw in the administration of the 4 diligently pursuing the
—_— - . o

. cm san s - Hinivarcitiae  Tha Chancallae (W8 miccian AfF tha llnicarcd

‘ University Ranking "?‘_—__ ‘

Kew
ATCUE Warkchan 7122-24 far



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

Step 2:

e Click on Administration Non Teaching.

o = = = =

%

) AdministrationOnline . Depaceentss | Ganfest
SAVITRIBAI PHULE PUNE UNIVERSITY

™ frenfts Administration Section, Savitribai Phule Pune University
n=: fEwe = vl
Welcome to Administration Online ! Online Portal of Administration Section, Savitribai Phule Pune University
I’ Circulars

I- News and Announcement

Career Advancement(CAS)

Prof.(Dr.) Suresh Wamangir Adbv. (Dr.) Jyoti Bhakare
Gosavi Officiating Registrar
Vice Chancellor More..

O Administration 0 Administration o Right To Information Office
(Teaching) (Non-Teaching) The Right to Information (RTI) Act, 2005,
Administrative department For Teachers = Administrative department For Non- empowers citizens to seek information from
of various Academic Departments, These Teaching employees of University plays a public authorities, promoting transparency
administrative departments and offices crucial role in supporting and managing and accountability in governance.
collaborate to provide comprehensive the workforce of the university, ensuring
support for teaching faculty, addressing that non-teaching employees are



Step 3:

e Click on Human Resource Management System.

) AdministrationOnline Home

SAVITRIEAI PHULE PUNE UNIVERSITY
i & i Remiz Administration Section, Savitribai Phule Pune University
nT; W R

Administration Non Teaching

Recruitment, Service book maintanance

: Human Resource @ Roles & Functions

Management System

Click Hare 1. Recruitment procedure of Non-teaching.
2. Maintenance of Service record of all employees
Non-Teaching 3. Disciplinary matters
Circulars Click Here 4. Work related to Post retirement benefits.

Dr. Prasad V. Kulkarni
Forms

9). T TS UA.
?). ¥ SgaTd .

Deputy Registrar Non Teaching Faculty

MNon Teaching Section
. Phone: 020-25601184/85

E4 Email : adminnt@unipune.ac.in

Departments ~

Contact



Step 4:

e Enter Your Username and Password

e
d A
i‘if*f Savitribai Phule Pune University
e 0 0 el Human Resource Management System
11 : femmEr @ oS

Home Contact Us

Welcome to University Employee

Login

®For Employee User OFor Techincal User

User Name [ )

[Enter Your Username And Password Here :] Password

Forgot Password Click here !!




Step 5:

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

Services

Notification Download
Financial Yearwise FORM NO.16 Click here
Salary Slip Click here
Income Tax For 2020-21 Click here
Provident Fund Statement Click here
Transfer Request Click here
D R tion Details Click here
Transfer Request Admin Approval Click here
Housing Loan Interest Reimbursement Request Click here
Mediclaim ID (Download) Click here
Campus Residential Information Click here
January 2020 attendance Report Click here
Employee Mediclaim Scheme Click here

{4

"4

Go To Admin Go To My Profile : Change Password : m fodt

Click here Click here L Click here

The function of human resources management is to provide the employees with the capability to manage: healthcare, record keeping, promotion and advancement, benefits, compensation, etc. The function,
in terms of the employers benefit, is to create a management system to achieve long-term geoals and plans. The management allows companies to study, target, and execute long-term employment goals.
For any company to have an efficient ability to grow and advance human resource management is a key. Human resources are designed to manage the following: Employee Benefits Employee health care
Compensation Annual, sick, and personal leave Sick banks Discipline Records (tax information, personal files, etc.) Recruitment and employee retention strategies Salary and Wages Administrations.

For technical queries email us on- insupport@pun.uni| ac.in

‘Copyright ® 2025 Savilribai Phule Pune University. All rights reserved | laimer | Site map




Step 6:

e Click on Contractual Staff

SN
Gty

et

SAVITRIBAI PHULE PUNE UNIVERSITY
frf 3 o P Human Resource Management System

11 : T | s
ADMINISTRATION NON-TEACHING

. o
n Home @8 Welcome - E Logout

i

Back

Retirement list of January 2025

Download Suggestions For Amendments

= &

Contractual
Staff

For technical queries email us on- adminsupport@pun.unipune.ac.in

Copyright @ 2025 Savitribai Phule Pune University. All ights reserved | Disclaimer| Site map




Step 7:

e Move Cursor on Contractual Staff Details
e One Dropdown Will Come, Select Apprentices Attendance

i
JANRRA LIRS SRESIT Human Resource Management System

i 8 i firda
1179: FavmF] 4 WS 1

ADMINISTRATION NON-TEACHING

Contractual Staff Details /ﬁ\ Home 6 Welcome

Apprentices Attendance

For technical queries email us on- adminsupport@pun.unipune.ac.in

Copyright © 2025 Savitribai Phule Pune University. Allights reserved | Disclaimer | Site map

ﬁ Logout

«

Back



Step 8:

e Select Staff Id and Staff name

=ty
SR
SAVITRIBAI PHULE PUNE UNIVERSITY
et 3 ot e Human Resource Management System
I 7; faEe | s

ADMINISTRATION NON-TEACHING

) P~
Contractual Staff Details () Home & Welcome - E Logout

Back

Download Holiday List Download Casual & Compensatory Leave Format Download Attendance Sheet Format

Staff Details

Select Staff ID & Name : | --Select-- v

=>1' - diries email us on- adminsupport@pun.unipune.ac.in

Copyright @ 2025 Savitribai Phule Pune University. All rights reserved | Disclaimer | Site map




Step 9:

e Fill all the details in the Staff Attendance.

o Select Pay Month :
e 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).
o Casual Leave Days in present month :
e Compensatory Off Days in present month :
e 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.

e Click On Save Button :

i Staff Attendance

Select Pay Month :[January-2025 v | Total Days in Month 131

Present Days in Month 121 Paid Holidays in Month i
. Total Casual Leave Taken Till Previous

Total Casual Leave Eligible Days : 8 :0

Months

Casual Leave Days in present 2 Balance Casual Leave Days after this .6

month month

Compensatory Off Days in 1 Absent Days/Unpaid Days/Extraordinary 0

present month Leave Days

Total Due Days 3

Muster Pay Document Upload :| Choose File | DummyPDF..pdf




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

Staff Attendance

Select Pay Month

Present Days in Month

Total Casual Leave Eligible Days
Casual Leave Days in present month

Total Due Days
Muster Pay Document Upload

Sr.No.

Full Name

January-
2025

31

T

Compensatory Off Days in present month:

1| Choose File |No file chosen

Total Days in Month

Paid Holidays in Month

Total Casual Leave Taken Till Previous Months
Balance Casual Leave Days after this month

Absent Days/Unpaid Days/Extraordinary Leave Days :

£ B

Total Casual
Leave

Paid
Holidays in
Month

Present
Days in
Month

21 7 8

Eligible Days  Previous Months

Casual Leave
Days in
present
month

Total
Due
Days

Total Casual
Leave Taken Till

Compensatory Off
Days in present
month

Staus Document

Edit

View

For technical queries email us on- adminsupport@pun.unipune.ac.in

Copyright © 2025 Savitribai Phule Pune University. All rights reserved | Disclaimer | Site map




1. Edit Details .

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

Staff Attendance

Select Pay Month

Present Days in Month

Total Casual Leave Eligible Days
Casual Leave Days in present month
Compensatory Off Days in present month:
Total Due Days =
Muster Pay Document Upload

Total
Days in
Month

Sr.No.  Full Name

January-
! 2025 .

i[~Select— v

Present
Days in
Month

21

Total Days in Month

Paid Holidays in Month

Total Casual Leave Taken Till Previous Months
Balance Casual Leave Days after this month

Absent Days/Unpaid Days/Extraordinary Leave Days :

:| Choose File | No file chosen

[ow | oo

Paid Total Casual Total Casual
Holidays in | Leave Leave Taken Till
Month Eligible Days Previous Months

Casual Leave
Compensatory Off Total
Days in ompensal [

resent Days in present Due
rnonlh month Days

Staus | Document

Edit | View

For technical queries email us on- adminsupport@pun.unipune.ac.in

Copyright © 2025 Savitribai Phule Pune University. All rights reserved | Disclaimer | Site map

2. View Document.

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

Staff Attendance

Select Pay Month

Present Days in Month

Total Casual Leave Eligible Days
Casual Leave Days in present month
Compensatory Off Days in present month:
Total Due Days 5
Muster Pay Document Upload

Sr.No. | Full Name

January-

2025

i[-select- v|

Total Days in Month

Paid Holidays in Month

Total Casual Leave Taken Till Previous Months
Balance Casual Leave Days after this month

Absent Days/Unpaid Days/Extraordinary Leave Days :

:| Choose File | No file chosen

[son)
Casual Leave

Present Paid Total Casual @ Total Casual Days in
Days in Holidays in | Leave Leave Taken Till o Days in present
present

Month Month Eligible Days  Previous Months month
month

Compensatory Off

Staus  Document




