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OFFICE ORDER

For AllTeaching Staff: Please update your knowledge managementdetails under your employee

login in the Samarth portal (research publication, journal, articles, patent, e-content development,

and policy document). It is important to ensure that the information is accurate and up-to-date, as

these details willbe utilized for your promotion under Career AdvancementScheme (CAS).

For All Non-Teaching Staff: Please update your profile under employee login in the Samarth

portal. It is important to ensure that the information is accurate and up-to-date, as these details will

be utilized for your assessing Annual Performance Assessment Report (APAR).

The employee profile will be displayed on the university official website through the Samarth

ERP. Therefore, please complete your profile by 30 Dec 2024.The manual to update the profile is

enclosed herewith; however, if you require any assistance, kindly feel free tocontact the IT-Cell.

By Order

Copy to:

1. All Teaching andNon-Teaching Employees.

2. PS to HVC–for information ofthe Hon'ble Vice Chancellor.

3. PA to Registrar.

4. Guard File.

Registrar (Offg.)
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Login Link: - https://dhsgsu.samarth.ac.in/index.php/site/login  
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Please Enter 

Your  

Username & 

Password 

 

Username will 

be your 6 

DIGIT 

employee code  

Click Here to Login 

Samarth Employee User 

Tutorial on Updation of Samarth Employee Profile 

For Employee Username & Password 

You may Contact IT CELL or mail at  

Email- itcell@dhsgsu.edu.in  

https://dhsgsu.samarth.ac.in/index.php/site/login
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1) How to update Biographical Details / Contact Details. 

 

 

 

 

 

Click Here 

Click On Profile 
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After click on SAVE Button the details are Draft. You have to check and submit the draft for verification. 

*Steps to submit the draft given below 

Click Here 

 

Click on SAVE 

Choose your Desired Section to Update 
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2) How to Update Family Details/ Dependent Details. 

 

 

 

Click on Add 
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After click on SAVE As Draft Button the details are Draft. You have to check and submit the draft for 

verification. 

*Steps to submit the draft given below. 

 

 

Fill the 

Required 

Details 

Click on  

Eye 

Button 

for 

review 

your 

Draft 

Click here 
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*The Request for Update (All Type) will verified within 2 working days. In case if the Details not updated you may 

Contact the concerned Section:- 

-NON-TEACHING STAFF - Contact Establishment section. 

-TEACHING STAFF           – Contact DOFA. 

 

 

 

Click on YES to Submit 

Details for verification 

Select Submit for Review 
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3) How to update Educational details  

 

 

 

 

Click on Add 
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*The Request for Update (All Type) will verified within 2 working days. In case if the Details not updated you may 

Contact the concerned Section :- 

-NON-TEACHING STAFF- Contact Establishment section. 

-TEACHING STAFF          – Contact DOFA. 

 

4) How to Update / Change your Login Password 
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Enter Your Current Password 



 

 

Page | 12  

 

 

 

 

 

Thank You 

X==========X=============X==============X=============X===========X=========X 

 

Fill the 

Required 

Details and 

Click on 

Submit 


