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PROFILE: 
1. Profile includes six modules. 

2. They are: View Profile, Edit Profile, Change Password, Leave Application Leave Define Form, 
and Leave Approval. 

VIEW PROFILE: 
1. View profile is the first module of Profile module. 

2. In View Profile, you can only view profile. 

3. View Profile is that where employee can check their data. 

 

EDIT PROFILE: 
1. Edit profile is the second module of Profile module. 
2. In Edit Profile there are seven buttons. 
3. They are: Personal Profile, Education Details, Experience Details, Work Load, Extra 

Activities, Documents Upload, and Report. 
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Personal Profile: 
1. Click on Personal Profile button. 
2. Select academic year of that year you want to edit. 
3. The Basic details of employee loads. 

4. Edit the basic details and other details and then click on submit button. 

 

Education Details: 

 

1. Click on Education Details button. 
2. In Qualification Details there are multiple Education details is given fill accordingly. 
3. They are SSC, HSC, Diploma, Degree, PG, M.Phill, Ph.D, Net, Set, and Others Qualification given. 

SSC: 
1. Click on SSC button. 

2. Fill the SSC details, Upload document by clicking on “Choose Files” button and then click 

on submit button. 
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3. The data will be shown in below grid. 
4. You can select the SSC details by clicking on “Select” link button from below grid and edit 

the details that you want to edit and then click on submit button. 

 

 

HSC: 
1. Click on HSC button. 

2. Fill the HSC details, Upload document by clicking on “Choose Files” button and then click 
on submit button. 
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Diploma: 
1. Click on Diploma button. 

2. Fill the Diploma details, Upload document by clicking on “Choose Files” button and then 
click on submit button. 

 

Degree: 
1. Click on Degree button. 

2. Fill the Degree details, Upload document by clicking on “Choose Files” button and then 
click on submit button. 
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PG: 
1. Click on PG button. 

2. Fill the Post Graduation details, Upload document by clicking on “Choose Files” button and 
then click on submit button. 

 

M.Phill: 
1. Click on M.Phill button. 

2. Fill the M.Phill details, Upload document by clicking on “Choose Files” button and then 
click on submit button. 
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Ph.D: 
1. Click on Ph.D button. 

2. Fill the Ph.D details, Upload document by clicking on “Choose Files” button and then click 
on submit button. 

 

Net: 
1. Click on Net button. 
2. Fill the Net details: 
3. Select Net exam, year, and month, Upload document by clicking on “Choose Files” button 

and then click on submit button. 

 

Set: 
1. Click on Set button. 
2. Fill the Set details: 
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3. Select Set exam, year, and month, Upload document by clicking on “Choose Files” button 
and then click on submit button. 

 

Others: 
1. Click on Others button. 

2. Fill the Others Course/Certification details, Upload document by clicking on “Choose 
Files” button and then click on submit button. 

 

Experience Details: 
1. Click on Experience Details button. 

2. Fill the Personal Experience details and then click on submit button. 
3. The experience details are shown in gridview. 
4. You can edit experience details by clicking on “Edit” linkbutton. 

5. If you want to delete the gridview row of experience details, click on “Delete” linkbutton 
of that gridview row you want to delete, the row will be get deleted of experience details. 
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Work Load: 
1. Click on Work Load button. 

2. Fill the Work Load details and then click on submit button. 

 

Extra Activities: 
1. Click on Extra Activities button. 

2. In Extra Activities there are three buttons. 
3. They are: Achievement, Book Published by Teacher, and PhD Guide. 
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Achievement: 
1. Click on Achievement button. 
2. Fill the Achievement details: 
3. Enter Year Achievement, select level from dropdownlist, enter title, description, upload 

document by clicking on “Choose Files” button and click on “Upload” link button. 
4. Click on “View” linkbutton to view Achievement details. 
5. After clicking on “View” linkbutton, an “Achievement Details” panel appears. 
6. Click on “Close” button to close. 
7. To add achievement details, click on “Add” button. 
8. If you want to remove achievement details click on “Remove” linkbutton. 
9. Click on “Save” button. 

 
 

Book Published by Teacher: 
1. Click on Book Published by Teacher button. 

2. Fill the Book Published by Teacher details: 

3. Enter Year Of Publication, Book/Research Paper Title, Book/Research Paper Department, 
Publication House/Conference/Journal, Author, ISBN/ISSN number, and any link in box. 

4. To add Book Published by Teacher details, click on “Add” linkbutton. 
5. If you want to remove Book Published by Teacher details click on “Remove” linkbutton. 

6. Click on “Save” button. 
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PhD Guide: 
1. Click on PhD Guide button. 
2. Select from selection such as “Yes” or “No”. 
3. Cases: 

Case 1: If you select “Yes”, enter details such as Ph.D Guide Name, University Name, Place, 
and Topic in box and then click on “Save” button. 

 

Case 2: If you select “No”, click on save button. 
 

 

Documents Upload: 
1. Click on Documents Upload button. 

2. Fill the Upload Documents details: 
3. Select “Document Name” from dropdownlist, enter “Document number”, upload 

document by clicking on “Choose Files” button and then click on submit button. 
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4. The gridview shows details of Employee Document Name and Document number. 
5. Click on “View” linkbutton to view Upload Documents details. 
6. After clicking on “View” linkbutton, an “Details” panel appears. 

7. Click on “Close” button to close. 
8. If you want to delete the gridview row of Upload Documents details, click on “Delete” 

linkbutton of that gridview row you want to delete, the row will be get deleted of Upload 
Documents details. 

 
 
 

Report: 
1. Click on Report button. 

2. Report displays on next page. 

3. If you want to print report, click on “Print” button. 
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CHANGE PASSWORD: 
1. Change Password is the third module of Profile module. 

2. Click on change password module. 

3. To change password, select academic year from “Academic Year” dropdownlist, enter old 
password, enter new password that you want to generate in “New Password” column and 
enter same 
password in “Confirm Password” column. 

4. Click on “Save” button. 

 

LEAVE APPLICATION: 
1. Leave Application is the fourth module of Profile module. 
2. Click on Leave Application module. 

3. Before applying leave, you need to define leave in leave define form. 

4. After defining leave, fill the details of leave application. 

5. Enter balance details, such as casual leave, sick leave, earned leave, OPH-Optional 
Holiday, enter ECN, Check-checkbox of leave type as you want such as CL,SL,EL, or 
OPH, select Leave from date, leave till date, number of days, locum name, address & 
Telephone number while on Leave(its compulsory),reason for leave, and remark. 

6. Click on “Save” button. 

7. After clicking on “Save” button, leave will be shown in gridview. 
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8. If you have not defined leave, a message appears “Leave Not Defined Kindly Defined 
Leaves Then Apply for leave”. 

9. Click on “Clear” button, all selection will be removed. 

 

 

LEAVE DEFINE FORM: 
1. Leave Define is the fifth module of Profile module. 

2. Click on Leave Define module. 
3. Select Employee Type, Year, Employee Name in dropdownlist, enter casual leave, sick 

leave, earned leave, or optional holiday. 

4. Click on “Save” button, leave will get defined. 

5. Click on “Reset” button, all selection will get removed. 

 

LEAVE APPROVAL: 
1. Leave Approval is the sixth module of Profile module. 
2. Click on “Leave Approval” module, all details of leave will be shown in gridview. 

3. Select status from dropdownlist such as Approved or Reject. 
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MASTER: 
1. Master includes four modules. 

2. They are: Course Master, Import To Device, Department/Designation Master, and Employee Master. 

 

COURSE MASTER: 
1. Course Master is the first module of Master module. 
2. Click on “Course Master” module. 
3. There are four modules of Course Master module. 
4. They are: Course, Subcourse, Subject, and Group. 

Course: 
1. Course is the first module in Course Master module. 

2. Click on “Course” module. 
3. In Course module, select “Faculty Name” from dropdownlist, enter course name in box, 

and select pattern from dropdownlist and then click on “Add” button. 
4. A gridview loads details of Faculty Name, Course Name, and Pattern. 
5. For edit: Click on edit button. 

6. Edit details and then click on “Update” button. 
7. You can add Faculty Name by clicking on “+” button. 
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8. After clicking on “+” button, a panel appears, enter faculty name in box and then click on 
“Save” button, otherwise select cancel. 

 

Subcourse: 
1. Subcourse is the second module of Course Master module. 

2. Click on “Subcourse” module. 
3. In SubCourse module, select Faculty Name, Course Name from dropdownlist, and enter 

subcourse name in box, and then click on “Add” button. 

4. A gridview loads details of Faculty Name, Course Name, and SubCourse Name. 

5. For edit: Click on edit button. 

6. Edit details and then click on “Update” button, otherwise select cancel. 
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Subject: 
1. Subject is the third module of Course Master module. 

2. Click on “Subject” module. 

3. Click on “Add Subjects for Architecture” button. 

 
 

 
4. After clicking on “Add Subjects for Architecture” button, “Subject Master” form opens. 
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1. Select Academic year, Branch, Semester, Group, and Subject from dropdown list. 
Note* :( If credits are already defined a message appears “Credits already Defined for this 
Subject and selected criteria. Use Edit button to make changes”.) 
2. Select “SELECT” in dropdown list if you want to select all subjects and then click save button. 

 

 

For adding 

Subjects: 

 

 
”. 

 
 
 
 
 
 
 
 
 
 

 

Enter Subject name and                         
subject code in textbox 

 
  

Define  
Click on ‘+’ 
button 

Click on ‘x’ 
button 

Click on save 

Click on edit 

button to 
edit. 

A panel appears 
Add Subject 

Click to close  

Define  

Select Academic year, Branch, Semester, 
Group, and 

Subject from dropdown list. 

 
Note* :( If credits are already defined a 

message 
appears “Credits already Defined for this 

Subject and selected criteria. Use Edit button 
to make changes”.) 
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 Select academic year, Branch, Semester, Group and click on ‘+’ button to add subjects. 

1. A panel appears “Add Subject”. 
2. Enter Subject name and subject code and click on save button. 

3. To select subject group check-checkbox. 

4. For removing Subject Group uncheck the check box. 

5. For editing: Click on edit button to edit. 
6. Select subject from “Select Subject” dropdown list. 
7. If you want to select all subjects select “SELECT” from dropdown list. 
8. Enter Subject name and subject code in textbox and then click update button. 

 

Steps for Deleting Subjects: 
1. Select academic year, branch, semester, group, and subject from dropdown list. 

2. Click on ‘x’ button to delete subject. 
Cases: Case 1: If credits are not defined you can delete subject. 
Case 2: If credits defined and student not assign to subjects you can delete 
subject. Case 3: If student assigned for particular subject then you can’t 
delete that subject. 

For adding  

Select academic year, Branch, Semester, Group and click on ‘+’ 
button to add 

subjects. 

 
A panel appears “Add Subject”. 

 
Enter Subject name and subject code and click on save button. 

 
To select subject group check-checkbox. 

 
For removing Subject Group uncheck the check box. 

For editing: Click on edit button to edit. 

 
Select subject from “Select Subject” dropdown list. 

 
If you want to select all subjects select “SELECT” from dropdown 

list. 
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Define Credits: 
 

Click on save button.  Click on 
refresh button to 
refresh. 

 
 
 
 
 
 
 
 
 
 

 

A grid view appears enter H1 credits, 
check-checkbox of ESE, PR, OR, out 

of marks, passing marks, check- 
checkbox of IA,TW and enter out of 
marks, passing marks, and overall 

passing criteria. 

Click on edit 
button to 
edit. 

 
1. Select Academic year, Branch, Semester, Group, and Subject from dropdown list. 
2. Select “SELECT” in dropdown list if you want to select all subjects. 
3. Enter number of credits and then click enter button. 
4. A grid view appears enter H1 credits, check-checkbox of ESE,PR,OR and enter out of marks, 
passing marks, check-checkbox of IA,TW and enter out of marks, passing marks, and overall 
passing criteria in textbox. 
5. Click on save button. 

Steps for Deleting  

Select academic year, branch, semester, group, and 
subject 

from dropdown list. 

 
Click on ‘x’ button to delete subject. 

 
Cases: Case 1: If credits are not defined you can delete 

subject. Case 2: If credits defined and student not 
assign to subjects you can delete subject. 

Case 3: If student assigned for particular subject then 
you can’t delete that subject. 
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For Editing of Credits: 
1.  

 
 
 
 
 
 
 
 
 

 
2. A panel opens “Edit marks”. 
3. Enter password in textbox and click on ok button or click on continue button. 

Define  

Select Academic year, Branch, Semester, Group, and 
Subject from 
dropdown list. 

 
Select “SELECT” in dropdown list if you want to select all 

subjects. 

 
Enter number of credits and then click enter 

button. A grid view appears enter H1 credits, 

check-checkbox of 
ESE,PR,OR,out of marks, passing marks, check- 

Click on edit button to 
A panel opens “Edit 

For Editing of  

Click on edit button to edit. 

 
A panel opens “Edit marks”. 

 
Enter password in textbox and 
click on ok button or click on 
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To define subjects as per previous syllabus: 
1. Click on as per previous syllabus checkbox. 
2. For removing as per previous syllabus uncheck the checkbox. 
3. In academic year, select current academic year and in from year select previous academic year. 

4. Then select branch, semester, group, subject and click on save button. 

In academic year, 
select current 
academic year. 

Click on checked on as 
per previous syllabus 
checkbox. 

 
 
 
 
 
 
 
 
 
 
 

 

In from year select 
previous academic 
year. 

Click on save button. 

 

 

Group: 
1. Group is the fourth module of Course Master module. 
2. Click on “Group” module. 
3. In Group module, select Faculty, Course, Subcourse from dropdownlist, and enter Group 

title in box, and then click on “Add” button. 
4. A gridview loads details of Faculty ID, Faculty Name, Course Name, SubCourse Name, 

and Group Name. 

To define subjects as per previous  

Click on as per previous syllabus checkbox. 

 
For removing as per previous syllabus 

uncheck the checkbox. 

 
In academic year, select current academic 

year and in from year select previous 
academic year. 

 
Then select branch, semester, group, subject 

andclick on save button. 
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5. For edit: Click on edit button. 
6. Edit details and then click on “Update” button, otherwise select cancel. 

 

IMPORT TO DEVICE: 
1. Import To Device is the second module of Master module. 
2. Click on Import To Device module. 
3. A “Device Attendance” form opens. 
4. You can search staff attendance details in two ways: 

i. Enter Staff ID and click on “Search by Staff ID” button or press enter, details of first 
name, middle name, and last name appears of entered staff id. 

 

ii. Enter First Name or Last Name or Middle Name, and press enter, a gridview loads 
with staff details. 
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5. Click on “Save” button. 
6. Click on Refresh button, all selection will be removed. 

DEPARTMENT/DESIGNATION MASTER: 
1. Department/Designation Master is the third module of Master module. 

2. Click on Department/Designation Master module. 
3. Two buttons appears, they are: Department Master and Designation Master. 

 

Department Master: 
1. Click on Department Master button. 

2. Enter Department Name, Department Prefix in box and click on “Save” button. 
3. The details such as Sr number, prefix, and Department Name are shown in gridview. 

 

4. For edit: Click on edit button of that gridview row you want to edit and then click on 
“Update” button. 

5. If you want to delete click on “Delete” button of that gridview row you want to delete. 
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Designation Master: 
1. Click on Designation Master button. 

2. Enter Designation Name in box and click on “Save” button. 
3. The details such as Sr number, and Designation Name are shown in gridview. 

 
 

 
4. For edit: Click on edit button of that gridview row you want to edit and then click on 

“Update” button. 
5. If you want to delete click on “Delete” button of that gridview row you want to delete. 
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EMPLOYEE MASTER: 
1. Employee Master is the fourth module of Master module. 

2. Fill the employee entry details and click on save button. 
3. For modifying employee entry details, click on “Modify” button, modify the entry and then 

click on “Update” button. 
4. Fill the Import Excel Department/Designation Wise details. 

5. (Note*: Before importing please verify the selected Department/Designation is 
Matched with Importing Data.) 

6. Select department, designation, choose file by clicking on “Choose File” button, select file 
and then click on Upload button. 

7. Click on “Get Excel” button, an excel is generated. 
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STUDENTS: 
1. Students includes five modules. 

2. They are: Students Information, Student Overall Details, Student Modify, Suggestion 
View, and Import Student. 

STUDENTS INFORMATION: 
1. Students Information is the first module of Students module. 

2. Click on Students Information module. 
3. Enter student ID or first name or last name as you want to search. 
4. The student information gets loaded in gridview. 

STUDENT OVERALL DETAILS: 

1. Student Overall Details is the second module of Students module. 

2. Click on Student Overall Details module. 

3. Select academic year, and select fields from dropdownlist and then click on “Get Data” button. 

4. Click on clear button, all selection will be removed. 
 

STUDENT MODIFY: 
1. Student Modify is the third module of Students module. 
2. Click on Student Modify module. 
3. There are five modules of Student modify module. 
4. They are: Student, Personal Details, Educational, Academic Records & Fees Details, and Library. 

Student: 
1. Student is the first module of Student Modify module. 

2. Click on Student module. 

3. Click on “Edit Student” button. 
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4. Enter student ID and click on “OK” button. 
5. Students details get filled. 

 

 

Personal Details: 
1. Personal Details is the second module of Student Modify module. 

2. Click on Personal Details module. 
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Educational: 
1. Educational is the third module of Student Modify module. 

2. Click on Educational module. 
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Academic Records & Fees Details: 
 

1. Academic Records & Fees Details is the fourth module of Student Modify module. 

2. Click on Academic Records & Fees Details module. 
 

Library: 
1. Library is the fifth module of Student Modify module. 

2. Click on Library module. 
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SUGGESTION VIEW: 
1. Suggestion View is the fourth module of Students module. 
2. Click on Suggestion View module. 
3. A “Suggestion Box” page opens with details of pending suggestion, solved suggestion, 

and Your reply. 
4. In solved suggestion, click on View button to view the suggestion. 

5. In Your Reply, click on “Download” button to download suggestion, enter suggestion in 
“Reply Suggesstion” box, and upload file by clicking on “Choose File” button and then 
click on “Submit” button, otherwise select cancel. 

 

IMPORT STUDENT: 
1. Import Student is the fifth module of Students module. 
2. Click on Import Student module. 
3. Select group, choose excel file by clicking on “Choose File” button. 
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4. Click on ”Upload” button, excel file will get uploaded. 
5. Click on “Get Excel” button, excel will get generated. 

 
 

PRE-ADMISSION: 
1. Pre-Admission includes three modules. 

2. They are: Check Eligibility, Define Eligibility, and block admission. 

CHECK ELIGIBILITY: 
1. Check eligibility is the first module of Pre-Admission module. 

2. Click on Check eligibility module. 

3. Enter student id to check students eligibility and click on “Get Data” button. 

 

DEFINE ELIGIBILITY: 
1. Define eligibility is the second module of Pre-Admission module. 
2. Click on Define eligibility module. 
3. Set eligibility by entering the following details: 

4. Enter Roll number in “From” and “To” column, select course, subcourse, course group, and 
Mapping from dropdownlist. 

5. Click on “Save” button. 

6. You can search student by checking-checkbox, and enter student id and then click on search button. 

7. Click on “Reset” button, all selection will get removed. 
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8. After clicking on “Search” button, gridview shows student details. 
9. Click on “Select” button to select the gridview row. 

 

 

BLOCK ADMISSION: 
1. Block Admission is the third module of Pre-Admission module. 

2. Click on Block Admission module. 

 

3. Select Department from dropdownlist. 

4. A panel appears, fill the details of student id or first name or middle name or last name 

and then click on “Search” button. 

5. After clicking on ”Search” button, a gridview loads with details of roll number, student ID, 

name, class department, blocked, reason, and block date. 

6. Enter the reason in box and click on “Block” button. 
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ADMISSION: 
1. Admission includes three modules. 

2. They are: Applicant ID/Password, New Student, and Student Transfer. 

APPLICANT ID/PASSWORD: 
1. Applicant ID/Password is the first module of Admission module. 

2. Enter First Name or Middle Name or Last Name and then click on “Search” button. 
3. Click on “Clear” button, all selection will be removed. 

 

NEW STUDENT: 
1. New Student is the second module of Admission module. 
2. Enter Form ID, fill the details and click on “Confirm” button to confirm admission of student. 
3. If you want to cancel admission and transfer, click on “Cancel and Transfer” button. 

4. Click on “Refresh” button, all selection will be removed. 

 
 

STUDENT TRANSFER: 
1. Student Transfer is the third module of Admission module. 

2. “Student Personal Details” form opens, click on “Modify” button, modify the details if you 
want to modify and then click on “Save” button. 

3. Click on “Show” button, a “Update Personal Details” panel appears. 
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4. Select or check on “Select All” checkbox, that you want to update details and click on “OK” button. 

 
 

ATTENDANCE: 
1. Click on Attendance module. 

EMPLOYEE ATTENDANCE REPORT: 
1. Click on Employee Attendance Report module. 
2. Check-checkbox of Employee from checkboxlist of you want to get report. 

3. Select From and To Date you want to get report of employee. 
4. Click on “Get Report” button. 
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5. A message appears “Do you want Report for Employee”, click on OK button, otherwise select cancel. 
6. Click on Reset button, all selection will get removed. 

 

EMPLOYEE ATTENDANCE WEEKLY REPORT: 
1. Click on Employee attendance weekly report module. 

2. Select year, month and week from dropdownlist and click on “Get Data” button. 

 
 

3. An excel downloads with weekly attendance details such as name, selected weekly 
attendance details, total hours, half day count, and full day off. 
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FEE: 
1. Fee includes four modules. 

2. They are: Fee Entry, Miscellaneous Fee Entry, Fee Report, and Miscellaneous Report 
 

FEE ENTRY: 
1. Fee Entry is the first module of Fee module. 

2. Click on Fee Entry module. 
3. Enter Student ID or student name and click on search button or press enter. 
4. A gridview loads details of student. 

5. Click on “View” button, a gridview shows Fee details, select fee type.-09 
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MISCELLANEOUS FEE ENTRY: 
1. Miscellaneous Fee Entry is the second module of Fee module. 
2. Click on Miscellaneous Fee Entry module. 
3. There are two tabs: Inhouse Student and Outside Student. 

4. In Inhouse student, enter Student ID and click on search button or press enter. 

 

5. A gridview loads details such as group, student ID, name, course, class, and academic year. 
6. Click on View button. 

7. A gridview shows fee details, select paymode such as cash/cheque/DD/NEFT. 
8. If you select cheque/DD/NEFT, fill the details such as enter bank name, 

branch name, cheque/DD/Neft Date (dd-mm-yyyy). 
9. Enter Authorized by in box. 

10. In “Miscellaneous Fees” grid, check-checkbox of Misc Fees name as you want and enter 
amount and click on” Add New Misc Fees” button and then click on “Save” button. 

11. Click on “Clear” button, all selection will get removed. 
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12. Select Outside Student tab. 
13. In Outside Student, enter student name and click search button or press enter. 

14. Similarly, follow procedure of inhouse student. 

 

FEE REPORT: 
1. Fee Report is the third module of Fee module. 
2. Click on Fee Report module. 

3. Select from date and To date and click on “Get Excel” button. 

 
 

MISCELLANEOUS REPORT: 
1. Miscellaneous Report is the fourth module of Fee module. 
2. Click on Miscellaneous Report module. 
3. Select from date and To date and click on “Get Excel” button. 
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EXAM: 

RESULT PROCESS: 

• Subject Master 

• Exam Master 

• Assign Exam 

• Assign for ATKT Exam 

• Assign Seat Number 

• Marks Entry 

• Gazette 

• Report Card 



 

appears 

SUBJECT MASTER: 

1. Select Academic year, Branch, Semester, Group, and Subject from dropdown list. 
Note* :( If credits are already defined a message appears “Credits already Defined for this 
Subject and selected criteria. Use Edit button to make changes”.) 
2. Select “SELECT” in dropdown list if you want to select all subjects and then click save button. 

 

 
Define  

 
Select Academic year, Branch, Semester, 

Group, and 
Subject from dropdown list. 

 
Note* :( If credits are already defined a 

message 
appears “Credits already Defined for this 

Subject and selected criteria. Use Edit button 
to make changes”.) 

 
 

 

For adding A panel 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Enter Subject name and 
subject code in textbox 

and 

Click on edit 

button to 

Click on 
close 
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Define  
Click on ‘+’ 
button 

Click on ‘x’ 
button 

Click on save 



 

1. Select academic year, Branch, Semester, Group and click on ‘+’ button to add subjects. 
2. A panel appears “Add Subject”. 
3. Enter Subject name and subject code and click on save button. 

4. To select subject group check-checkbox. 

5. For removing Subject Group uncheck the check box. 

6. For editing: Click on edit button to edit. 
7. Select subject from “Select Subject” dropdown list. 
8. If you want to select all subjects select “SELECT” from dropdown list. 
9. Enter Subject name and subject code in textbox and then click update button. 

 
For adding  

 
Select academic year, Branch, Semester, Group and click on ‘+’ 

button to add 
subjects. 

 
A panel appears “Add Subject”. 

 
Enter Subject name and subject code and click on save button. 

 
To select subject group check-checkbox. 

 
For removing Subject Group uncheck the check box. 

For editing: Click on edit button to edit. 

 
Select subject from “Select Subject” dropdown list. 

 
If you want to select all subjects select “SELECT” from dropdown 

list. 

 

Steps for Deleting Subjects: 
1. Select academic year, branch, semester, group, and subject from dropdown list. 

2. Click on ‘x’ button to delete subject. 

Cases: Case 1: If credits are not defined you can delete subject. 

Case 2: If credits defined and student not assign to subjects you can delete subject. 
Case 3: If student assigned for particular subject then you can’t delete that subject 
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Steps for Deleting  

Select academic year, branch, semester, group, and 
subject 

from dropdown list. 

 
Click on ‘x’ button to delete subject. 

 
Cases: Case 1: If credits are not defined you can delete 

subject. Case 2: If credits defined and student not 
assign to subjects you can delete subject. 

Case 3: If student assigned for particular subject then 
you can’t delete that subject. 
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Define Credits: 
 

Click on save button.  Click on 
refresh button to 
refresh. 

 
 
 
 
 
 
 
 
 
 

 

A grid view appears enter H1 credits, 
check-checkbox of ESE, PR, OR, out 

of marks, passing marks, check- 
checkbox of IA,TW and enter out of 
marks, passing marks, and overall 

passing criteria. 

Click on edit 
button to 
edit. 

 
1. Select Academic year, Branch, Semester, Group, and Subject from dropdown list. 

2. Select “SELECT” in dropdown list if you want to select all subjects. 

3. Enter number of credits and then click enter button. 

4. A grid view appears enter H1 credits, check-checkbox of ESE,PR,OR and enter out of marks, 
passing marks, check-checkbox of IA,TW and enter out of marks, passing marks, and overall 
passing criteria in textbox. 
5. Click on save button. 

Define  

Select Academic year, Branch, Semester, Group, and 
Subject from 

dropdown list. 

 
Select “SELECT” in dropdown list if you want to select all 

subjects. 

 
Enter number of credits and then click enter button. 

 
A grid view appears enter H1 credits, check-checkbox 
of ESE, PR, OR, out of marks, passing marks, check- 
checkbox of IA,TW and enter out of marks, passing 

marks, and overall passing criteria in textbox. 
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For Editing of Credits: 
1.  

 
 
 
 
 
 
 
 
 

 
2. A panel opens “Edit marks”. 

3. Enter password in textbox and click on ok button or click on continue button. 

To define subjects as per previous syllabus: 
1. Click on as per previous syllabus checkbox. 

2. For removing as per previous syllabus uncheck the checkbox. 

3. In academic year, select current academic year and in from year select previous academic year. 

4. Then select branch, semester, group, subject and click on save button. 

In academic year, select 
current academic year. 

Click on checked on as per 
previous syllabus checkbox. 

In from year select 
previous academic Year 

Click on edit button to 
A panel opens “Edit 

For Editing of  

Click on edit button to edit. 

 
A panel opens “Edit marks”. 

 
Enter password in textbox and 
click on ok button or click on 

Click on Save Button 



Page 48 of 87  

 
 

  

EXAM MASTER: 
Define Exam: 

 
 
 
 
 
 
 
 

 
Click on save 

1. How to Generate Exam: 

2. Select academic year, branch, held in (year), month from dropdown list, Select from radio 
button if it is regular exam/ATKT/Additional and then click on save button. 
3. Held in (Year) selection is based on which academic year you select. 

4. For example: if you select 01/June/2018-31/May/2019 academic year from dropdown list, 
you will get options only 2018,2019 to select in held in(Year) dropdown list ,if you select 
01/June/2017- 31/May/2018 academic year from dropdown list, you will get options only 
2017,2018 to select in held in(Year) dropdown list. 
5. Month is based on which academic year you select from academic year dropdown list. 

6. For example: If you select 2018 held in (year) from dropdown list, then in month dropdown list 
you will get January to May month because academic year start from 01 June 2018 to 31 May 
2019. Similarly if you select 2019 as year then you will get month from June to December. 
 
 
 
 
 
 
 
 
 
 
 
 

To define subjects as per previous  

Click on as per previous syllabus checkbox. 

 
For removing as per previous syllabus 

uncheck the checkbox. 

 
In academic year, select current academic 

year and in from year select previous 
academic year. 

 
Then select branch, semester, group, subject 

andclick on save button. 
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Steps for Status: 

 

1. Select academic year, branch, held in (year), month, select radio button such 
as regular/ATKT/Additional that you want to view status of and then click on 
Status button. 
2. A grid view appears. 

3. Information of defined exam will be viewed in grid view such as exam code, exam date, 
is_current, and is_lock. 
4. Check-checkbox of your current exam from Is_current column to allow to show that exam for 
student assigning. 
5. For removing the current exam uncheck the checkbox. 

Click on Status 

Check-checkbox of 
your 

current exam 
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Steps for Editing Exam: 

Exam Date:- 
(Note*: You cannot edit Exam Code column.) 
1. For rename the exam date: 
2. Click on Edit Exam button, rename the exam date as per your requirement and click 
on update button. 
How to lock the exam: 
1. Use:-After exam get lock none exam entry change marks entry of the particular exam. 
Exam will not appear for marks entry and for assigning student and on remaining forms. 
For locking exam:- 
2. Check-checkbox of your lock exam from Is_Lock column. 

3. For Unlocking exam:-Uncheck the checkbox. 

4. Click on update 
button. For deleting the 
exam:- 
5. Click on delete button of grid view, a grid view row will be deleted. 
6. Click on refresh button to refresh. 

Steps for  

Select academic year, branch, held in (year), month, 
select 

radio button such as regular/ATKT/Additional that 
you want to view status of and then click on Status 

button. 

 
A grid view appears. 

 
Information of defined exam will be viewed in grid 

view such as exam code, exam date, is_current, and 
is_lock. 

 
Check-checkbox of your current exam from Is_current 

Click on update Click on refresh button to Click on Edit Exam 
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ASSIGN EXAM: 
1. After defining or generating exam, you need to assign students for particular exam. 

 

2. Select academic year, branch, exam, semester, group, and subject on subject selection 
student get visible. 

Check one by one 
student or use select 
all option. 

If you want to select all the 
student 

for all the subjects then use ”For 
all subject” or else save data 

subjectwise by clicking on save 
button. 

Steps for Editing  

Exam Date :-( Note*: You cannot edit Exam Code column.) 
Click on Edit Exam button; rename the exam date as per your requirement 

and click on update button. 

 
How to lock the exam: 

Use:-After exam get lock none exam entry change marks entry of the 
particular exam. Exam will not appear for marks entry and for assigning 

student and on remaining forms. 

 
For locking exam:- 

Check-checkbox of your lock exam from Is_Lock column. 

For Unlocking exam:-Uncheck the checkbox. 
Click on update button. 

 
For deleting the exam:- 

Click on delete button of grid view, a grid view row will be deleted. 

Click on 
“Save” 
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3. Check one by one student or use select all option. 
4. If you want to assign all the student for all the subjects then use ”For all subject” or else 
save data subjectwise by clicking on save button. 

 

 

 
For editing 
Exam: 

On subject selection a dialog 
box appears “Students Are 

Already Eligible for this Exam 
You can EDIT” click on “OK” 

button. 

 
 
 
 
 
 

 

 
1. Once you have assigned students, you can 
edit. For edit: 

 
Click on save 
button. 

Click on 
Refresh button 
to refresh. 

2. Select academic year, branch, exam, semester, group, subject. 

3. On subject selection a dialog box appears “Students Are Already Eligible for this Exam You 
can EDIT” click on “OK” button to edit and all assigned student will appear on below grid. 

4. Uncheck the checkbox if you want to remove that student for that exam. 

5. A dialog box appears “Do you want to Remove this student from all subject? (For single 
subject click “No”)”. If you want to remove for single subject then click on NO or if you want to 
remove from all subject then click on YES otherwise select cancel. 

Assign  

After defining or generating exam, you need to assign 
students for 

particular exam. 

 
Select academic year, branch, exam, semester, group, and 

subject on subject selection student get visible. 

 
Check one by one student or use select all option. 

 
If you want to assign all the student for all the subjects then 

use ”For all subject” or else save data subjectwise by 
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ASSIGN FOR ATKT EXAM: 

For Assigning ATKT Exam: 
(Note*: All fields are mandatory to be filled. If all fields are not filled, after clicking on “Get Data” 
button, a message appears “Please fill all details”.) 
1. After assigning students for exam, you need to assign students for ATKT exam. 
2. Select year from “Academic year” dropdownlist, select from selection such as New or Edit. 

3. If you want to assign students for ATKT exam, you need to select “New”. 

4. Select Branch, Semester, Group from dropdownlist, select from selection such as ATKT or REVAL. 
5. Cases: 
Case 1: If you select ATKT then select “Assign Exam” from dropdownlist and click on “Get Data” button. 

i. You can enter seat number of student you want to assign ATKT exam, in “range (from)” box 
and “To” box and then click on “Get Data” button. 

 
 
 

 
A dialog box appears “Do you want 
to Remove this student from all 
subject? (For single subject click 
“No”)”. 

For editing  

Once you have assigned students, you can edit. 

 
For edit: 

Select academic year, branch, exam, semester, group, subject. 

 
On subject selection a dialog box appears “Students Are Already Eligible for 
this Exam You can EDIT” click on “OK” button to edit and all assigned student 

will appear on below grid. 

 
Uncheck the checkbox if you want to remove that student for that exam. 

 
A dialog box appears “Do you want to Remove this student from all subject? 
(For single subject click “No”)”. If you want to remove for single subject then 

click on NO or if you want to remove from all subject then click on YES 
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ii. After clicking on “Get Data” button, all students loads in gridview. 
iii. Check-checkbox of “Select” if you want to assign ATKT for all subjects or you can check- 
checkbox only subjects you want to assign student for ATKT exam. 
iv. For removing the ATKT exam uncheck the checkbox. 
v. Click on “Save” button. 

Select year from “Academic 
year” dropdownlist, select from 
selection such as New or Edit. 

 
 
 
 
 
 
 

 

Select Branch, Semester, 
Group from dropdownlist, 

select from selection such as 
ATKT or REVAL, select 

above details from 
dropdownlist that you want to 
assign ATKT exam and then 
click on “Get Data” button. 

 
Check-checkbox of “Select” if you 

want to assign ATKT for all 
subjects or you can check- 

checkbox only subjects you want 
to assign student for ATKT 

exam and then click on “Save” 

button. 

Case 2: If you select Reval then select “Select Exam”, Assign Exam from dropdownlist and 
click on “Get Data” button. 

i. You can enter seat number of student you want to assign ATKT exam, in “range (from)” box 
and “To” box and then click on “Get Data” button. 
ii. After clicking on “Get Data” button, all students loads in gridview. 

iii. Check-checkbox of “Select” if you want to assign ATKT for all subjects or you can check- 
checkbox only subjects you want to assign student for ATKT exam. 
iv. For removing the ATKT exam uncheck the checkbox. 
v. Click on “Save” button. 
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Steps for assigning ATKT Exam: 

 
After assigning students for exam, you need to assign students for ATKT exam. 

 
Select year from “Academic year” dropdownlist, select from selection such as New 

or Edit. 

 
If you want to assign students for ATKT exam, you need to select “New”. 

 
Select Branch, Semester, Group from dropdownlist, select from selection such as 

ATKT or REVAL. 

 
Cases: Case 1: If you select ATKT then select “Assign Exam” from dropdownlist and 

click on “Get Data” button. 

 
i. You can enter seat number of student you want to assign ATKT exam, in “range 

(from)” box and “To” box and then click on “Get Data” button. 

 
ii. After clicking on “Get Data” button, all students loads in gridview. 

 
iii. Check-checkbox of “Select” if you want to assign ATKT for all subjects or 

you can check- checkbox only subjects you want to assign student 
for ATKT exam. 

 
iv. For removing the ATKT exam uncheck the checkbox. 

 
v. Click on “Save” button. 

 
Case 2: If you select Reval then select “Select Exam”, Assign Exam from 

dropdownlist and click on “Get Data” button. 

 
i. You can enter seat number of student you want to assign ATKT exam, in “range 

(from)” box and “To” box and then click on “Get Data” button. 

 
ii. After clicking on “Get Data” button, all students loads in gridview. 

 
iii. Check-checkbox of “Select” if you want to assign ATKT for all subjects or 

you can check- checkbox only subjects you want to assign student 
for ATKT exam. 

 
iv. For removing the ATKT exam uncheck the checkbox. 

 
v. Click on “Save” button. 
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Steps for Edit: 
1. Select year from “Academic year” dropdownlist, select from selection such as Edit. 

2. Select Branch, Semester, Group from dropdownlist, select from selection such as ATKT 
or REVAL, select above details from dropdownlist that you want to edit. 

3. You can enter seat number of student you want to edit ATKT exam, in “range (from)” box 
and “To” box and then click on “Get Data” button. 

4. Click on “Get data” button. 
5. After editing click on “Update” button. 

6. For deleting, click on delete button. 

Select year from 
“Academic year” 
dropdownlist, select from 

selection such as Edit. 
 
 
 
 
 
 

 

Select Branch, Semester, 
Group from dropdownlist, 

select from selection such as 
ATKT or REVAL, select 

above details from 
dropdownlist that you want to 

edit and then click on “Get 
Data” button. 

 
After editing click on “Update” 

button. 
 
 

 
For deleting, click on delete button. 
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Steps for  

Select year from “Academic year” dropdownlist, select from selection 
such as Edit. 

 
Select Branch, Semester, Group from dropdownlist, select from 

selection such as ATKT or REVAL, select above details from 
dropdownlist that you want to edit. 

 
You can enter seat number of student you want to edit ATKT exam, in 
“range (from)” box and “To” box and then click on “Get Data” button. 

Click on “Get data” button. 

After editing click on “Update” 



 

ASSIGN SEAT NUMBER: 

Steps for Assign Seat Number: 
Click on 
get data 
button. 

Save the data by 

clicking on save 

button. 

Check-checkbox 
“Auto Generate Seat 
number”. 

 
 
 

 

 

 
Exam seat number 

automatically 
generates. 

 
1. After assigning students for exam, you need to assign seat number. 

Enter Quota Type in 
textbox to each student 

such as 
NSS/NCC/EXT/Sports as 
per shown in Quota Type 

panel. 

2. Select academic year, branch, semester, group, and exam from dropdown list and then 
click on get data button. 
3. After clicking on get data button a grid view appears with list of students. 

4. It shows information of student ID, Student Name, Quota Type, Roll Number show 
automatically, Exam Seat number. 
Cases: Case 1: If you have Exam seat number are different from roll number then enter seat 
number in “Exam seat number” column. 
Case 2: Automatically Generate Seat number: 

If you have entered first student seat no then click on checkbox to increase the seat no for 
remaining student. 
5. For removing seat number in sequence uncheck the checkbox. 

Enter Quota Type in textbox to each student such as NSS/NCC/EXT/Sports as per shown in Quota Type 
panel and save the data by clicking on save button. 
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Steps for Assign Seat  

After assigning students for exam, you need to assign seat 
number. 

 
Select academic year, branch, semester, group, and exam from 

dropdown list and then click on get data button. 

 
After clicking on get data button a grid view appears with list of 
students. 

It shows information of student ID, Student Name, Quota Type, Roll 
Number show automatically, Exam Seat number. 

 
Cases: Case 1: If you have Exam seat number are different from 

roll number then enter seat number in “Exam seat number” 
column. 

Case 2: Automatically Generate Seat number: 
If you have entered first student seat no then click on 
checkbox to increase the seat no for remaining student. 

 
For removing seat number in sequence uncheck the checkbox. 
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For edit: 
For editing Seat number and Quota type follow the above procedure: 
1. Enter seat number you want to edit and enter quota type in quota type column if you want to edit. 
2. Save the data by clicking on save button. 

 

 

MARKS ENTRY: 
1. After assigning seat number to students, you need to do marks entry of students. 

2. Select Academic year, Branch, Exam, Semester, Group, and Subject and then click on get data button. 

3. After clicking on get data button a grid view appears with list of students. 

4. It shows information of Student ID, Student Seat number, Student Name, credit, TH/SE, and SI. 
5. You can do marks entry of students in two ways which are as follows: 
I. Enter student marks of TH/SE and SI in textbox and then click on save button, marks will get saved. OR 

II. Click on Get Excel button. 

Select academic year, 
enter student marks of 
TH/SE and SI in textbox 
and then click on save 

button. 
 
 
 
 

 
Click on Get Excel button. 

Steps for  

For editing Seat number and Quota type follow the 
above 

procedure: 

 
Enter seat number you want to edit and enter quota type 

in quota type column if you want to edit. 
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i. After clicking on Get Excel button, an excel is generated with details such as Sr number, 
student id, name of the candidate, exam seat number, TH/SE, and SI. 

ii. Enter student marks of TH/SE and SI in excel in TH/SE and SI column and then click on 
File→Save button to save this file. 

An excel is generated with details 
such as Sr number, student 
id, name of the candidate, 
exam seat number, TH/SE, 
and SI. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
iii. Click on Import Marks button in Marks Entry form, select file from where you saved the 
excel to import the marks of students, marks will get imported. 
iv. Click on “Save Imported Data” button, imported marks will be saved. 
v. Once again click on get data button and check the imported marks and click on save button. 

Click on 
“Import 

Select file from where 
you saved the excel 
and click on “Save 

Imported Data” 
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Steps for Marks Entry: 

 
After assigning seat number to students, you need to do marks entry of students. 

 
Select Academic year, Branch, Exam, Semester, Group, and Subject and 

then click on get data button. 

 
After clicking on get data button a grid view appears with list of students. 

 
It shows information of Student ID, Student Seat number, Student 

Name, credit, TH/SE, and SI. 

TH/SE- Theory, SI- 

 
You can do marks entry of students in two ways which are as follows: 

 
I. Enter student marks of TH/SE and SI in textbox and then click on 

save button, marks will get saved. 
OR 

 
II. Click on Get Excel button. 

i. After clicking on Get Excel button, an excel is generated with details 
such as Sr number, student id, name of the candidate, exam seat 
number, TH/SE, and SI. 

 
ii. Enter student marks of TH/SE and SI in excel in TH/SE and SI 

column and then click on File→Save button to save 
this file. 

 
iii. Click on Import Marks button in Marks Entry form, select file from 

where you saved the excel to import the marks of students, marks 
will get imported. 

 
iv. Click on “Save Imported Data” button, imported marks will be saved. 

 
v. Once again click on get data button and check the imported marks 

and click on save button. 
 
 
 

For Edit: 
For editing student’s marks entry follow the above procedure: 

1. Select academic year, Branch, Exam, Semester, Group, and Subject and click on get 
data button all students entered marks for that subject will appear on below grid. 
2. Edit the marks you want to edit in textbox. 
3. Save the data by clicking on save button. 
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Define Subject Rank: 
1. After doing marks entry of students you need to give subject rank. 
2. Select academic year, branch, exam, semester, group, and select subject that you want to 
give subject rank. 
3. Give subject rank to each subject in “subject rank” box and click on save button. 
4. Similarly, do for other subjects to give subject rank. 
5. During gazette generation you will get subject rank wise. 
6. To refresh the selection, click on “CLEAR” BUTTON. 
7. After clear, all selection has been removed. 

 
 
 
 
 
 
 
 
 

 
Edit the marks, you want 
to 
edit in textbox and click 

Steps for  

For editing student’s marks entry follow the above 
procedure: 

 
Select academic year, Branch, Exam, Semester, 

Group, and Subject and click on get data button all 
students entered marks for that subject will appear on 

below grid. 

 
Edit the marks you want to edit in 
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Click on “CLEAR” 

 
 
 
 
 
 
 
 
 

 
Define Subject  

 
After doing marks entry of students you need to 

give 

subject rank. 

 
Select academic year, branch, exam, semester, 
group, and select subject that you want to give 

subject rank. 

 
Give subject rank to each subject in “subject 

rank” box and click on save button. 

 
Similarly, do for other subjects to give subject 

rank. 

 
During gazette generation you will get subject 

rank wise. 
 
 
 

 

GAZETTE: 
1. After marks entry, you need to generate gazette. 

2. Select academic year, branch, semester, exam, and group from dropdownlist. 
3. Click on “Get Data” button. 
4. After clicking on “Get Data” button, a gridview appears with list of students marks with 
their grace marks is loaded of selected year, branch, semester, exam, and group. 
5. Click on “Get Excel” button. 
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6. After clicking on “Get Excel” button, an excel is 

downloaded. 
7. To refresh the selection, click on “Refresh” button. 
8. After refresh all selection has been removed. 

 
This excel downloads 

on clicking “Get Excel” 
button. 

Select academic year, 
branch, 
semester, exam, and 

Click on 
“Get 

group from dropdownlist 
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REPORT CARD: 
1. After generating gazette of student marks, you need to generate report card. 

2. Select academic year, branch, exam, semester, group, Result Type from selection 
such as All (pass/fail)/Pass/Fail as per condition you want to get result, and select from 
selection such as All Student/Single Student as per condition you want to generate 
result. 
3. Cases: Case 1: If you select “All student” from selection, click on “Generate Result” 
button, all students result will be generated on next page. 
Case 2: If you select Single Student, a Student ID box appears. 

i. Enter student id you want to generate result. 

ii. Click on “Generate Result” 
button. 

Select academic year, branch, 
exam, 

semester, group, result type (as 
per you want to generate result), 
and select from selection such as 

All student/Single Student. 
 
 
 
 

 
Click on 

“Generate 
Result” button. 

 
4. After clicking on “Generate Result” button, your result will get generated on next page. 
5. Click on print button to print. 

This is the report generated 
on clicking 
“Generated Result” 
button. Click on print 
button to print. 
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ADMINISTRATION: 

Grant Access: 
1. Click on Grant Access module. 
2. Select academic year, course, subcourse, course group, semester, teacher, div/batch, 

and subjects from dropdownlist. 

3. Click on “Save” button. 

 

 

POST NOTICE: 
1. Click on Post Notice module. 

2. Select Academic year, select from selection such as student or staff. 

Steps for Report  

After generating gazette of student marks, you need to generate report 
card. 

 
Select academic year, branch, exam, semester, group, Result Type from 

selection such as All (pass/fail)/Pass/Fail as per condition you want to get 
result, and select from selection such as All Student/Single Student as per 

condition you want to get result. 

 
Cases: 

Case 1: If you select All student, click on “Generate Result” button, all 
students result will be generated on next page. 

Case 2: If you select Single Student, a Student ID box appears. 

Enter student id you want to generate result. 

Click on “Generate Result” button. 

 
After clicking on “Generate Result” button, your result will get generated on 

next page. 
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3. If you select Student from selection, fill the details that you want to post notice for student. 
4. Select stream, course, sub-course, group, and enter student ID and click on “Search” button. 

5. Enter title about that you want to post for student,description,click on “Choose File” 
button to upload file, and then click on “Post” button. 

 

6. If you select Staff from selection, fill the details that you want to post notice for staff. 
7. Select Department, Designation, and Faculty from dropdownlist. 

8. Enter title about that you want to post for staff, description, click on “Choose File” button to 
upload file, and then click on “Post” button. 
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Dashboard 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Software Documentation 
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Academics → Courses 
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Academics → Classes 
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Academics → Subjects 
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Academics → Subject Groups 
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Academics → Years 
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Communications → News & Notices 
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Communications → Messages 
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Classrooms 
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Students → Search 

 
 

 



vv 

Page 79 of  87 

 

 

 

 

 

 

Students → Search Results 
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Employees → Search 
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Employees → Search Results 
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Admissions → Lists 
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Admissions → List Details 
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Contro Panel → Payments 
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Control Panel → Other Payments>Engineering & MCA 
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Control Panel → Users 
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