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Guidelines for 

the 

Researchers/Scientists/Engineers/Faculty 

Follow Us on:Contact Us: 

I-STEM Office, Behind Satish Dhawan 
Auditorium, Indian Institute of Science, 
Bangalore - 560012, Karnataka, India. 

Email Id - notification-portal@istem.gov.in

Visit Us:  https://www.istem.gov.in/

Toll Free - 1800 425 3281

 Need Assistance? We’ve launched our new Freshdesk Support System for faster issue resolution and streamlined ticketing! .
 Raise a ticket here:  I-STEM Freshdesk Support

https://istem.freshdesk.com/support/home
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Register

Researcher/User
Registration

Fill the Mandatory fields

Submit Cancel

Confirmation message will
appear

Login credentials will be
shared to the User through

Email

Researcher/User Registration

Mandatory fields are 
Name, Contact No, Email

ID, State, Select Institution,
Research Area
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https://www.istem.gov.in/

Login as User(PU)

Search for Equipment

Select the appropriate
record from Search

record.

Click on More Details

Equipment Reservation

On Booking Calendar, 

Download CSRF 
(if available for this particular

equipment)

Select the Appropriate
Date for reservation 

Contact Operator 
(incase need any clarification)

Select New Booking
Request

On Booking Request
pop-up 

Fill the details and
Proceed Booking

Mandatory Fields are 
Available From, Available To,  

No. of elements/samples/hours
required, Service Type

Service/Job Requisition
Form Continue next page......

Equipment Reservation for Public User
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Service/Job Requisition
Form

Technical Information Personal Information
(user) Booking Information

Update Billing
Information 
for invoice

Mandatory Field is 
Title of Job/Project

After Booking, Go to View/Booking--->Booking
request--->Pending Request 

User will receive    
an email/SMS notification with FBR No.

Direct Booking Through Supervisor* 
(Internal Booking)

Internal booking section Do you need Extra
Facility ?

if YesNo

Select Accessories/Consumables
provided by 

User itself/ Custodian Institution

* Continue on next page

Direct Booking Add to Cart Cancel

FBR will be
generated and 
status will be

pending 

Request will be
added into cart

(Multiple Booking
may be added)

  In Cart,User has
option to

modify/remove the
booking request.

Submit Cart

FBR will be generated
and  

status will be pending 

Direct Booking 
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Through Supervisor  (Internal Booking)

Direct Booking Through Supervisor 
(Internal Booking)

Internal booking section

Direct Booking

FBR will be
generated and  

status will be under
process

Approval Through Supervisor Self Approval

FBR status will be pending. 
Go to View/Booking--->Booking

request--->Pending Request 
User will receive    

an email/SMS notification with FBR
No.

  All the Bookings through
supervisor  will be available in

View/Booking...> Booking request.
.> Supervisor (My Booking) section 

Now steps will remain same for Direct Booking/through Supervisor Booking upto Payment . 
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PU login

View/booking

Booking request

Pending Request

Click on FBR number
(hyperlinked)

Contact operator Edit Service Request
form

After Rescheduling, email/sms
notifiction will be sent to users.
FBR status will remain pending.

Reschedule Cancel

On "Reschedule Request" pop up
page, fill the details and click on

"update"

FBR will be cancelled and
email/sms notification will be

sent to user.

Booking Reschedule/Cancel
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PU login

View/booking

Booking request

Clarification (if any)

Click on FBR number
(hyperlinked)

Edit Service request
form

Technical information
Section

Fill the clarification
point

Submit
Note: FBR status will be updated to
Pending. Email/SMS notification will be
sent to user.

 Clarification required (If Any)
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PU login

View/booking

Booking request

Allocated Booking

Click on FBR number
(hyperlinked)

Edit Service Request
form PayTo view, Personal Information,

Booking Information and
Technical Information

Online Offline

Select Online and
accept terms &

conditions

Cancel ProcessPayment pop-up page will
be cancelled.

Sucessfully payment
done

redirected to
Bill desk page
for payment.  

After payment, payment
receipt will be sent to user.

through email.

FBR Status will be be
updated to "Payment

Done"

Select Offline and
accept terms &

conditions

Process Cancel

Proforma invoice will 
be generated

FBR Status "Offline Payment"
 Email/sms

notification will be 
sent to user

Share original DD/PO/Credit-note with
custodian, in-person or via courier

After DD/PO/credit-note 
entry made by custodian. FBR status will be 

changed to "Payment Done"

Payment Online/Offline
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PU login

View/booking

Booking request

Payment Information

View/download Invoice

Click on FBR number

Service request form Invoice To view/download the invoice
To view, Personal Information,
Booking Information and Technical
Information
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View/download Proforma 
Invoice (Offline Payment) 

PU login

View/booking

Booking request

Offline Payment
Record

Generate service
order To view/download the proforma invoice

11



Feedback by Public User

PU login

View/booking

Booking request

FBR (Executed)Invoice 

To view/download
the invoice

Feedback form

This button will appear until
feedback is not given.
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Rejected Request ( by Institution Custodian)

PU login

View/booking

Booking request

Rejected Request(s) Rejected Request(s) means booking request is rejected
by Institution custodian.

Click on FBR Feedback form Service Request
form 
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Cancelled Request (By Public user)

PU login

View/booking

Booking request

Cancelled Request(s) Cancelled Request(s) means booking request is
cancelled by user.

Click on FBR to view the
details 

FBR Status : Cancelled 
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FBR Discussion

PU login

View/booking

FBR Discussion

Select FBR

Type message and send

FBR discussion can be initiated by user or
Institution custodian irrespective of FBR

status.
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Summary: User Role 

Search

Login

Check the 
availability in Near 

by locations

Compare the rate, 
time of availability

Fill the Technical 
Form and submit

Check the FBR

Contact Operator 
if needed

Clarify the 
comments

Chat/Discuss (FBR 
based discussion)

Check the Time 
and date of Slot 

allocated

Pay the usage 
charge

Reach/Send to the 
host Institution 
with Samples

Execute the job

Find an Invoice

Online

Find the receipt 
online

Fill the Feedback 
Form
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