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Guidelines for Custodian 
Institution

[Institution Representative (IR), Department Representatives 
(DP), Faculty Incharge (FI), Facility Coordinator (FC), 

Technologists/Operator (OP)]
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• Status (Up/Down) of equipment can be updated 
on Equipment Calendar page. 

• If status of equipment is down then it will not 
allow to go for the equipment booking for that 
period. 

• *If reason for downtime is not listed in drop down 
list, select other and if you find it is quite common 
reason please send an email to nodal centre. If 
nodal centre finds the reason is common enough 
then it will be added in due course. 
 

• Note: Please refer the Page No. for updation 
of Equipment Usage Rate and Operator 
Mapping. 

“Equipment” under Create/View menu 

By default, list of active equipment details will 

appear in the table. 

Equipment name hyperlink. 

Visit to www.istem.gov.in 

Login as Institution Head/Institution 

Representative/Department Representative/Faculty 

In-charge/Facility Coordinator/Equipment 

Technologist/Operator. 

“Equipment Calendar” in third level menu bar. 

To block the equipment, the date on the calendar 

(to move to next month calendar > symbol on 

right-top of calendar) 

 “Full Day Blocking” button. 

Select Equipment status (Up/Down) in drop-down. 

Select Reason in drop-down* and then “Update” 

button. 

Status of equipment will be updated “Update”. 

Equipment Calendar                    
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“Equipment” under Create/View menu 

www.istem.gov.in 

Login as Institution Head/Institution 

Representative/Department Representative/Faculty 

In-charge/Facility Coordinator/Equipment 

Technologist/Operator. 

By default, list of active equipment details will 

appear in the table. 

Equipment name hyperlink. 

“Upload Image(s)” in third level menu bar. 

“Choose Files”, select the image. 

Image should be in .png ,.jpg or .jpeg format and 

maximum size 2000 kb allowed. 

“Upload” 

Upload equipment image(s)                
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www.istem.gov.in 

Login as Institution Head/Institution 

Representative/Department Representative/Faculty 

In-charge/Facility Coordinator/Equipment 

Technologist/Operator. 

“Equipment” under Create/View menu 

By default, list of active equipment details will 

appear in the table. 

Equipment name hyperlink. 

 “Upload Customize SRF” in third level menu bar. 

“Choose Files” button. 

File should be in .pdf format and maximum size 

2000 kb allowed. 

 “Submit” button 

Upload Customized SRF (Service Request Form)                       
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Created Customize SRF will 
appear to Public User at the time 
of Equipment Reservation on 
Technical Information page. 

Customize SRF            

 

Enter the description about Customize SRF in 

Remarks field. 

 “Submit” 

“Equipment” under Create/View menu 

www.istem.gov.in 

Login as Institution Head/Institution 

Representative/Department Representative/Faculty 

In-charge/Facility Coordinator/Equipment 

Technologist/Operator. 

By default, list of active equipment details will 

appear in the table. 

Equipment name hyperlink. 

“Customize SRF” in third level menu bar. 

“Add New” button. 

Please enter the Field Name in Caption. 

Select the Type of data (Number/Text) from drop-

down. 
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FBR Discussion: Guidelines for Custodians                              

On left side panel FBR Discussion option 

A screen similar to chat application is shown at the centre.   

www.istem.gov.in and login as custodian. 

Service Request option on Reports Menu. 

It will display list of bookings made which are relevant to 

the respective custodian. 

Details of FBRs are shown on the table in the Service 

Request page. 

All the FBRs with their status are listed on left part of chat 
window. Recent discussion/chat will be on top.  

Select the FBR No on which the discussion needs to be 
done and type the message in the message box provided 
at the right-side bottom of chat window and either press 
Enter key or click arrow button on right. 

Typed message will appear on FBR Discussion forum of 
respective user under the respective FBR No. The user will 
respond to the message and communication can continue 
as per convenience of both sides. 

FBR Discussion complete. 

http://www.istem.gov.in/



