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Ref. No. SU/REG/Systems/F-2/28/2019 ol-1) 262 Dated: 23./07/2025

OFFICE ORDER -/7£/2025

Subject: Implementation of File Management and Tracking System(FMTS) and ITSD (IT Service
Desk) SAMARTH modules.

With due approval of the Vice-Chancellor, the following additional SAMARTH ERP modules
have been rolled out in Sikkim University for mandatory and active usage by all:

1. File Management and Tracking System (FMTS)
2. ITSD (IT Service Desk)

File Management and Tracking System (FMTS): This module is designed to enhance the
efficiency and transparency of file management across the University by enabling employees to
record file details and track their movement.

Actions required.

> All Departments and Sections should enter their relevant file records in the FMTS
module.

> All Files moved from the Departments and Sections should be mandatorily entered and
recorded in the FMTS module.

> The digital record of the file and the physical copy of the file should move in
synchronization with each other for proper record keeping. Any such files where either a
digital or physical record is not available should not be entertained and may be further
processed only after the required digital record or physical file is made available.

> All concerned officials should enter digital records promptly without any delay once a
physical file is moved to enhance synchronization of physical and digital movement of
files.

> Physical record keeping of file records and movements shall continue mandatorily till
notified for discontinuation.

ITSD (IT Service Desk): The ITSD module is a centralized system for managing IT-related
service requests. A unified helpdesk provides all necessary features to support users in raising
IT-related service requests, tracking and resolution for effective management of their IT-related
service needs.

Actions required:
> All users should submit IT-related service requests through the SAMARTH ITSD module

using a computer or handheld device.
> No other form of service requests will be entertained.

Enclosures: User manuals for both modules.
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Distribution:

PS to the Vice-Chancellor for kind information of the Vice-Chancellor
PS to Registrar for kind information of the Registrar

PS to Finance Officer for kind information of the FO

PA to Controller of Examinations for kind information of the CoE
PS to Librarian for kind information of the Librarian

All"Deans of Schools

All HoDs/In-Charges of the Departments

All Officers

All Teaching and Non-Teaching employees (Through Email)
Guard File
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