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Preface

This manual is intended for faculty using the Web Interface of Department of Civil Engineering. The goal of this
document is to give a broad overview of the main functions of Web Interface and some basic instructions on how
to set up the profile. This document will concentrate on demonstrating interaction using the Web Interface. Every
effort has been made to ensure that this document is an accurate representation of the functionality of https:
//civil.iitr.ac.in/. The user manual documentation conventions have been used regarding login, uploading
CV, update Journal Publications, Conferences, Lectures, appraisal report, and everything about faculty profile.
This user manual is developed by Data Information Center, Department of Civil Engineering, Indian Institute of
Technology Roorkee. We would appreciate any feedback on this manual.
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Chapter 1

How to log in to your account?

Step 1: log into Website
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https://civil.iitr.ac.in/


6 CHAPTER 1. HOW TO LOG IN TO YOUR ACCOUNT?

Step 2: Click on Login.

Step 3: Enter your credentials on this page i.e. Employee code, password, captcha

https://civil.iitr.ac.in/login?ReturnUrl=%2f
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Step 4: You have successfully logged into your profile. Now you are ready to update your profile.
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Chapter 2

Faculty Profile

Now you are in your profile
Step 1: Click on Profile.

Step 2: To edit your profile, click on Profile Editing icon as shown in following screenshot.
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Step 3: Now you must have reached into your profile if you are following our instructions as we have given in this
user manual.

Note: We are showing you profile of Dr. Amit Agarwal, Assistant Professor in the same
department.

2.1 Edit Profile

Step 1: Click on Edit Profile.
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Step 2: You can update all details here including designation, contact numbers, email address, ORCID handle,
Scopus link, Google scholar link, Github link, and website link.
Note:You can’t change your Employee code as it is one time service for an employee.
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2.1.1 Update Profile Photo

Step 1: Click on Choose File.

Step 2: Choose the specific file photo which you want to update on your profile & click open.

Step 3: Click on Update icon which you will find on the bottom of this page.
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2.1.2 Upload Curriculum Vitae

Step 1: Click on Choose File.

Step 2: Choose the specific file of CV which you want to update on your profile & click open.
Note: You can update only *.pdf or *.docx file.
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Step 3: Click on Update icon which you will find on the bottom of this page.

2.1.3 Download Curriculum Vitae

You can download your CV to confirm that you have upload a correct file.
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2.2 Area of Interest

Step 1: Click on Area of Interest.

Step 2: Click on ”Add New” icon.
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Step 3: Enter your ”New Area of Interest” in this box and Click on Submit.
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2.3 Honors and Awards

Step 1: Click on Honors and Awards Icon.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”New Honor or Award Details” in this box. Select the award type carefully.
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Step 4: Click on Submit icon.
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2.4 Professional Background

Step 1: Click on Professional Background.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”New Details” in these boxes & click on submit.Note: Updating date is mandatory.
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2.5. EDUCATIONAL DETAILS 21

2.5 Educational Details

Step 1: Click on Educational Details.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”New Details” in these boxes & click on submit.
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2.6. JOURNAL PUBLICATION 23

2.6 Journal Publication

Step 1: Click on Journal Publication.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”New Details” in these boxes as I am showing you the example & click on Insert icon.
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Format to insert a paper
Authors: Agarwal, A., Kumar, B. and Bohare, A.
Title: Research and development in India
Publisher: IEEE
Year: 2021
DOI: 10.1007/s40890-016-0014-9
If DOI isn’t available for your paper then update these informations.
Volume: 120
Number: 9
Page: 1423-1425
Month: May
Then Click on Insert icon.



2.7. RESEARCH PROJECTS 25

2.7 Research Projects

Step 1: Click on Research Projects.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Research Project” in these boxes as I am showing you the example & click on Insert
icon.Note: Updating date is mandatory.
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Example:
Project Title: Scenario calibration by integrating optimization techniques
Enter from Period: Choose from Calendar.
Enter to Period: Choose from Calendar.
Enter Designation: PI or Co-PI
Enter Organization: SERB, New Delhi
Financial Year: 2019-20
Amount: 20.00 Lakhs
Then Click on Insert icon.



2.8. CONSULTANCY PROJECTS 27

2.8 Consultancy Projects

Step 1: Click on Consultancy Projects.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Consultancy” in these boxes as I have shown an example in section 2.7 & click on Insert
icon.Note: Updating date is mandatory.
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2.9. ADMINISTRATIVE BACKGROUND 29

2.9 Administrative Background

Step 1: Click on Administrative Background.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Administrative Background” in these boxes as I have shown an example below & click on
Submit icon.
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Example:
Enter from Period: May 2020
Enter to Period: July 2021
Designation Member
Organization IIT Roorkee
Then Click on Insert icon.
Note: Updating date is mandatory.
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2.10 Membership

Step 1: Click on Membership.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Membership” in these boxes as I have shown an example below & click on Submit icon.
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Example:
Enter Membership: Institution of Engineers (India), Member
State Date Choose from Calendar
End Date Choose from Calendar
Then Click on Insert icon.
Note: Updating date is mandatory. If you have lifetime membership then write end date as
”lifetime”.
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2.11 Books, Monographs, Lab or Design Manuals

Step 1: Click on Books, Monographs, Lab or Design Manuals.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Books, Monographs, Lab or Design Manuals” in these boxes as I have shown an example
below & click on Submit icon.
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Example: Category: Select one from Book, Book Chapter, Monographs, Lab, Design Manuals

Enter Authors: Agarwal, A., Kumar, B. and Bohare, A.
Chapter: Unknown
Year: 2021
ISBN: 978-3-16-148410-0
Publisher: Penguin Random House
Page No.: 201-299
Sequence: 1 (if it is your first book etc. )
Then Click on Insert icon.
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2.12 B. Tech. Projects

Step 1: Click on B. Tech. Projects.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”B. Tech. Projects” in these boxes as I have shown an example below & click on Submit icon.
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Example:
Project Title: Communication
Student Name: Abhishek Bohare
Co-Supervisor Prof. A. K. Jain
UG/PG UG
Year 2017
Remarks: if any
Thesis Date Choose from Calendar
Then Click on Insert icon.
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2.13 M. Tech. Projects

Step 1: Click on M. Tech. Projects.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”M. Tech. Projects” in these boxes as I have shown an example below & click on Submit icon.
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Example:
Project Title: Communication
Student Name: Abhishek Bohare
Co-Supervisor Prof. A. K. Jain
UG/PG PG
Year 2017
Remarks: if any
Thesis Date Choose from Calendar
Then Click on Insert icon.
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2.14 Research Scholars

Step 1: Click on Research Scholars.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Research Scholar’s details” in these boxes & click on Submit icon. Note: Registration
date is mandatory.
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Note: For entries example, please refer to previous section.
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2.15 Ph.D. Supervised

Step 1: Click on Ph.D. Supervised.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Ph.D. Supervised (Details of Research Scholar)” in these boxes & click on Submit icon.
Note:Updating dates and years are mandatory.
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Note: For entries example, please refer to previous section.
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2.16 Teaching Engagements

Step 1: Click on Teaching Engagements.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Teaching Engagements” in these boxes & click on Submit icon.
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2.17 Visits To Outside Institutions

Step 1: Click on Visits To Outside Institutions.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ” Visits To Outside Institutions” in these boxes & click on Submit icon. Note: Updating
date is mandatory.
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2.18 Special Lectures Delivered

Step 1: Click on Special Lectures Delivered.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ” Special Lectures Delivered” in these boxes & click on Submit icon.Note: Updating date
is mandatory.
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2.19. CONFERENCE PUBLICATION 49

2.19 Conference Publication

Step 1: Click on Conference Publication.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Conference Publication” in these boxes & click on Submit icon.Note: Updating date is
mandatory.
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Format to insert a paper
Authors: Agarwal, A., Kumar, B. and Bohare, A.
Title: Research and development in India
Name of Conference: WPT, IEEE
Year: 2021
DOI: 10.1007/s40890-016-0014-9
Place: Roorkee
Start Date: Choose from Calendar
End Date: Choose from Calendar
Page: 200-202
Then Click on Insert icon.
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2.20 Products/ Processes Development and Technology Transfer
/Patents

Step 1: Click on Products/ Processes Development and Technology Transfer /Patents.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Products/ Processes Development and Technology Transfer /Patents” in these boxes & click
on Submit icon. Note: Patent date is mandatory.
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2.21. ORGANISATION OF COURSES/ CONFERENCES 53

2.21 Organisation of Courses/ Conferences

Step 1: Click on Organisation of Courses/ Conferences.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Organisation of Courses/ Conferences” in these boxes & click on Submit icon. Note:
Updating date is mandatory.
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2.22 Management & Institutional Development Elements

Step 1: Click on Management & Institutional Development Elements.

Step 2: Enter your ” Management & Institutional Development Elements” in these boxes & click on Save icon.
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2.23 Other Instructional Tasks

Step 1: Click on Other Instructional Tasks.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ” Other Instructional Tasks” in these boxes & click on Add icon.
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2.24 Other Extension Tasks

Step 1: Click on Other Extension Tasks.

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Other Extension Tasks” in these boxes & click on Add icon.
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2.25 Technical Reports (External & Internal)

Step 1: Click on Technical Reports (External & Internal).

Step 2: Click on ”Add New” icon.

Step 3: Enter your ”Technical Reports (External & Internal)” in these boxes & click on Add icon.
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2.26 Edit Uploaded Information

Note: You can Edit previous entries of any section by clicking on Edit botton as shown in
following 2 slides.

Figure 2.1: Click on Edit.

Figure 2.2: Click on Update after correcting your mistake.
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Appraisal Report

Step 1: Click on Appraisal Report.

Step 2: Generate: Appraisal Report. 63
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Step 3: Now, Select the given parameters in accordance with your requirements.
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Step 4: Select your academic year carefully.

Step 5: Select your file format. The available formats are Pdf, Word, Excel, CSV. You can select Pdf format if you
do not want to edit any detail in your appraisal report. If you want to edit, change, replace any data on your end,
please select work, excel, CSV format.

Step 6: Click on export icon.
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Note: You may delete confidential data from your report to protect your individual privacy.

Management & Institutional Development Elements

See §2.22

Other Instructional Tasks

See §2.23

Other Extension Tasks

See §2.24

Technical Reports (External & Internal)

See §2.25



Chapter 4

Change Password

You can change your default password to maintain your privacy.

Step 1: Click on change password.

Step 2: Click on change password again as given in the following figure.
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68 CHAPTER 4. CHANGE PASSWORD

Step 3: Now enter your default password which is given to you by Department Information Center. Create a new
password (Choose strong password to maintain your privacy & data protection) and confirm your new password.

Step 4: Now, click on Change Password icon as show below.
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Now, You can login to your account.
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Chapter 5

Forgot Password

If you have forgotten your password, then follow the steps. Step 1: Go to Login page of https://civil.iitr.ac.
in/. If you do not know how to go to that page, see §1

Step 2: Click on forgot password.
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Step 3: Enter your username which is your Employee Code, and Webmail address of IITR.

Step 4: You will get a link to reset the password on your webmail. Click on link and set a password.



Contact

Thanks for your support in upgradation of the profile. For further queries, you may contact us on our
email address or telephone number.

201A;B, Data Information Center
Department of Civil Engineering
Email address: webcivil@iitr.ac.in
Telephone Number: 91-1332-286259
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