
 
Working Manual for Local Coordinators 
 
After you login to the GIAN portal (www.gian.iitkgp.ac.in) for the first time, please do the 
following: 
1. You should edit profile to provide details including your contact number and read the 

guidelines for proposal submission given in the GIAN portal.   
2. Please circulate proposal template to your faculty for submitting proposal to you. The 

proposal template can be downloaded by clicking the proposal upload menu. 
3. A screening committee within your Institute should shortlist the proposals for submission 

based on the GIAN guidelines.  
4. Please upload the shortlisted proposals to the GIAN portal by clicking ‘upload proposal’ and 

following the steps mentioned therein. The proposals to upload should be in PDF format.  
5. The following buttons will appear against each proposal when you view proposals. 
  

 Delete the proposal from database 

  Edit the proposal for any correction.  

 Submit the proposal.  A mail will be sent to foreign faculty for confirmation. 

After submission of the proposal by clicking the  button, the status of the proposal will change to 
Confirmation Awaited from Foreign Faculty and the following buttons will appear against each 
proposal. A mail will be sent to foreign expert for his consent to teach the proposal. The foreign 
expert will give consent by clicking the URL sent in the mail. 

 Delete the proposal from database   
 Edit the proposal for any correction 
 Send reminder Email to foreign expert, if consent is not received. 
 Consent received from foreign expert over email. This button is required when foreign expert is 

unable to give consent directly to the system by clicking the URL given in the consent mail. 

Once the consent is obtained from the foreign expert, the status of the proposal will change to 
Confirmed / Submitted to Group Coordinator for Review.  

The proposals are then sent to the Chairman of appropriate sectional committee for arranging 
review of the proposal. The status of the proposal will change to Sent for Review when Chairman, 
sectional committee send the proposal to a reviewer.  

6. The status for the proposals will be changed continuously till it is approved by the Apex body. 
7. You will receive approval mail from the National Coordinator with a request to upload the final 

brochure. 
8. You will coordinate with the course coordinator to upload the final brochure for the course and the 

final dates of organization of the course.  
9. Once the brochure is uploaded for a course, the status of the course will change to ‘Brochure 

uploaded’ and a mail containing login details to course registration site will be sent to the course 

http://www.gian.iitkgp.ac.in/


coordinator email address. Please confirm from the course coordinator regarding the receipt of the 
mail otherwise contact GIAN office at gian@iitkgp.ac.in 

10. After the starting of the course, Please enter the relevant data by clicking the ‘monitoring course’ in 
the right hand pane. 

11. The following documents for each course should be completed/needed : 
a) Course participation certificate 
b) Course gradesheet 
c) Participant feedback forms 
d) Course completion report 
e) TA bill for foreign expert 
f) Fund Utilization certificate for the course 
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