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Purpose

 Online entry of all the stock items of Departments/Offices in the

University.

 In addition to Physical Stock Register, another system of entry of stock

items.

 Listing of stock items Department/Office Wise.

 Search facility for particular instrument/item.

 Listing of stock items issued to a particular employee.

 Transfer of stock items from one employee to another after

transfer/retirement



Things to be done (presently)

 All the permanent stock items of Departments/Offices which have been

purchased upto 31.03.2019 to be added.

 Consumables like Chemicals, Glassware, Stationery items should be excluded at

this stage.

 Each item should be added under one of the item groups already available in the

software.

 List of vendors already available in the Software. You are required to select the

vendor name from the list.

 Addition of new item group/vendor will be done at centralized level.

 Information about new item group/vendor should be sent through email :

webmaster@gndu.ac.in



How to access OCSR



Head/Incharge/Employee Login
 Login using Employee Code / Password ( same password as Employee Portal)

 At present, only the Employees who have been granted access for Entry /

Approval of stock items can login.

 To Change / Recover Password, please use Employee Portal.

 If unable to login, please email at webmaster@gndu.ac.in



 STEP 1 : Click on Add Stock Items in the Menu bar.

To add New Stock Item 
(for employees who have been granted access for Entry of Stock Items)



 STEP 2 : Select Group 2 



 STEP 3 : Select Items Group



To add New Stock Item (Using Search Item Group Option)

 Click on Search Item Group.



 Enter few characters (min. 3) to be searched and click on Search for Item Group

 You can also view all the Item Groups.

 List of all the item Groups can be downloaded in Excel Format.

 Select any Item Group to Enter New item/View Existing items.

 Email us at webmaster@gndu.ac.in for addition of new item group at centralized 
level.
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 Following parameters to be added for each item.

 All the parameters are compulsory. 



 List of items already added in the selected item group will also be shown at the bottom of the 
page.

 Any item can be modified / deleted using modify/delete option.

 To add more items in the same Group, there is no need to select again and again item group.



 Enter few characters (min. 3) to be searched and click on Search for Vendor. 

You can also view all the Vendor Names.

 List of all the Vendor Names can be downloaded in Excel Format.

 Email us at webmaster@gndu.ac.in for addition of new Vendor Name at

centralized level.

Search Vendor Name (if required)
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View Stock Items (already added)
 Select Group 2, to view all the Item Groups which have already been added, click on

Select All from the Group 2 List.

 Select Item Group, To view all the items which already been added, click on Select All
from the Item Group List.



 STEP 1 : Click on Approve Stock Items in the Menu bar.

To Approve Stock Items 
(for Head/Incharge who have been granted access for Approval of Stock Items)



 All the stock items which are pending for approval will be shown.

 Items can be filtered using two drop down lists.

 Select the check box against each entry, which you want to approve. 

 Click on Approve Selected Items button.

 These entries will disappear from the pending list.



 STEP 1 : Click on Item Wise Report in the Menu bar.

To View Item Wise Report
(for Head/Incharge/Employees who have been granted access)



 List of all the items along with no. of entries and total quantity will be displayed.

 Click on the hyperlink against no. of Entries to view details of each item.



 List can also be downloaded in Excel format using Download List Button.



Future Additions

 This Head/Incharge login will be used for adding list of Employees to whom

stock items could be issued.

 A feature will be added to OCSR, so that the stock items could be issued to the

employees and also returned to store after retirement/transfer of employees

etc.

 Employees will be able to view all the stock items which have been issued to

them.


