
SOFTWARE REQUISITION PORTAL 
ICC IITR

USER MANUAL (STAFF GROUP B & C)



LOGIN
 User should enter valid IITR Email ID 

and click Send OTP button.

 System will send an OTP to the 
entered Email ID.

 Enter that OTP in Required OTP section 
and click LOGIN button.

 If valid OTP entered, it will open user’s 
dashboard shown in next page.

 No need of any password.
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USER DASHBOARD
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Very first every user should complete his/her profile 
information shown in next page. Without profile 

information, he/she cannot submit any requisition.

Here system will display status 
of Supervisor (Guide/HOD) 

against the each requisition. As 
verified thereafter shown to ICC 

for further processing.

Here system will display status of ICC 
against the each requisition either 

Pending/Forwarded/Complete/Cancel etc.

User can 
see ICC 

comments 
over 

requisition

User can 
see self 

comments 
over 

requisition

To submit 
any new 
software 

requisition
, click here

By clicking on software name, It will open a complete 
detail page. Also from here user can comment over 

requisition that comment will be shown at ICC panel.



USER PROFILE
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Select your Supervisor/Guide/HOD Name 
who will verify your software requisition.

XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX



NEW REQUISITION (UNDERTAKING)
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Before 
submitting any 

requisition 
user has to 

accept 
Undertaking 

for Ethical and 
Legal use of 

software and 
its compliance.

Only after 
accepting 

undertaking, 
user can apply 

for any 
software 

requisition. 



NEW REQUISITION
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First verify profile information then fill 
required software detail.

User can select software from each category and number 
of license. Click Add button to add in list. 

Multiple Software can be selected in single requisition.

Fill all the required information 
correctly and submit form.

XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX



REQUISITION SUBMISSION CONFIRMATION EMAIL
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After submission of requisition, this type of 
email will receive at student’s email id and 

same information will be emailed to the 
verifier to verify the requisition.

As verifier will verify the requisition, it will be 
redirected to ICC for further processing.

No need to reply this email as no 
communication via email will be acceptable.

If user wants to comment, he/she should 
login into portal and comment over each 

requisition by clicking software name link.

Sample page will be shown in next page.

XXXXXXXXXXXXXXX
XXXXXXXXXXXXXXX



REQUISITION STATUS AND COMMENT
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Select action from 
list like 

Comment to ICC /
Cancel Requisition.

Write comments 
here.

User can attach any 
file. 

It is optional.

XXXXXXXXXXXXXXX XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX XXXXXXXXXXXXXXX



THANK YOU
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http://srp.iitr.ac.in

http://srp.iitr.ac.in/

