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sottwire for Institutional Management

$) -ti"[-{,.}$}s}d'l':

A strrdent is a learner, or someone who attends an educational inStitution' 
. ,,.

{9.1} As$c$iJii*nx{Att*ffidanc*
pur.pose: During the entire academic ryc1e of students are not 1* l""lTlregular 

classes

a* to #"lvenrent in different activities (Seminat's, Placement Drive, 
99t-t"g*

representation etc) or due to Absenteeism (Healrh concerns or p'ersona] Matters). shortage

of attendance can result in the students being restricted frarn appearing in exams' To

counter such instanees additional attendance is :narked for ryc\,spdents lStttting 
in

mininrum requirenrent of attendance being achievgd and'by Creating ahealthy academic

record.

Erssefurc:
How to marl'i lhe additional attendance?

r.r Go to the "STUDENT" module'

r.a) Seiect the "ADDITIONAL ATTEI{DANCE" form'

r,g) $elect the $assion name, group name,fine- table slot and click on "$how Attendance"'

i.li Cfitf. on "Upd'ate" Button'to savethe:ctranges madebyyou'

Note: you n ili get the list of student on the basis of session name and group name'

ljfli€{dn *d+.li @rrrattt{a

1 !33itX$*: :|!!ffin;3

: 1!??:1.3$t' ;t1:lsli'J rrnir;ar€.innr S?.{f s},l'1e$$At' ffiffi'& tu*u 1 
,1

i:r:iri i!rsilj$!i$. g3'n54[i'it;*o$"r ffiffig***on* t+tur* t 11

keilll tlF-tlE$lt{t{ rSSld&rttlw ttt{ Y*. l''r
iarr6| jai+iF$n; 01"{tAerle;+tAti ffiffisff *am l

:l ltcs1 ai
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sottwire for lnstitutional Management

W'r=
s.lt) &tle***xe** {}ai!y $:rtryt 

^*^-+ isf,rrpns,a nn sfr rd
purpose: Student attendance has the greatest influenee on stu{ent-er1gageT:rt a:

achievement- lrregular attendance **y b. an early indiuator of problems with student

rnotivation.orteaching effecti"eneu*. 'itti* page is us3dto keep atryl $stldents 
attending

classes and ts maintain a record of any leaves taken by the student"further defining it as an

excused or unexcused absence on daiiybaeis'

Procedure:
FIow to mark the dailY attendance?

r.r) Goto the "STUDBNT" module'

r.a) $eleet the "ATTENDANCA IIAILY ENfRIf farm'

r.3) $elect the Sessiorr name' group rrame, faculiy code and subject code then click on

"Show" Student.
1.4) By default all the student are mar,ked present in case you want to mark any student

utr*ni i.r*a click nn "Check boxes" in front of the student names'

r.5J Click on "$ave" button'

Note: You win get the list of student on the basis of session "ffi

!ndr{h &tts*S$trtt

$ Se$D R.{lia
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Software for Institutional Managernenl

{ffi,{;
*.3) iXltendance:tololrthlYHntnY:

Pur$ose: This form has the sarne purpose like thlabole mltioneil f.e,ry'but on monthly

basis. It is also used to markthe attentlance inbulk ard to checl< the alteldance percentage

ofastudent. .'',,,,, ' ::

Procedure:
How to mark the monthlY attendance?

r.r) Go to the "STUDBNT module'

r.n) S.l** the "AfiENDAI{CB 1IIOIfTHLY ENTR!f fo:q' ' '

r.3) Seleet the Session namq group namer faclrlty.qpdeiand gubjed eode'then click on "Show

sturlent"' : ':''--
1.4) Now, select the check box & click on Button "Presegtl, 

(Absent"' and *Blank" to save' 
,

trTrNnlrei8rtf : PBF|,tsi€

5q"6$; ist;ei!*liin6

SiLdentlY*,ts**f;

So':!ebrr$ tfia?

kir;h !t'lf,fti;ull

AtiefJi4l:e 8l"jc eltl

k4s:.i ,;ir3.:*11

gry{. l{Brr* i*{€riig.} r

luxi* $llfll.
?.k;q *aJri;;iii:r:r "*lilsi

,to$T ,B*14l}{e& ;ti*&
S ?r* rXS: $ar I *$

#o*#*****,'#**n

1s€${F
,''1qa1]::::9T.:+.

i**u ifgt

liE**imua*gg

":! $r$*$t ibi{enl: ai" I 1!- $ !S' i is' 0 &*" t

ln'1

gt
r5;t

liil
*lll

*e il , r.!' !-i:. $ til $.i:'+- f
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so*ware for lnstitutiona[ Management

tt.-{i,4ftendancc'fransfet':
f-rp*", i" tro*fut ttte a$endance of studelts U:* :i:Sgltty 

to another faculty or to

rectify a human error resulting in incorreet attendance marking.','

Procedure:

Eow to mark the transfer attendance?

r.r) Go to the "STUI}ENT- rnodule'

r.e) Selectthe "ATTENDAI\ICB TRANSEE&" form'':
r.3) select the session name, group name; faculty code arrg zubject 1od3 

in attend'ance

parameter antl then select the facuity coai and stU;eet code on v"hidr the att€ndance is to

Le transferreel and click on "search''button'

r.+) click thu ,,ch*J gox'which will select ell the student and then click on'Transfer"

button.

S${d(fittkt ' tllranrr$i*ml lF$pltqtE l}illst5t

.s*d::.trai AiL*r:il*iri€ 5tt'r**t1l {$lJii5slli*{

.i,.!*5il:Jii:{s lsii'iirx} !iiil{*f': F'''r!}g(:6}

,*.s*rg$ndrisofi:hi?iitry Sylisht$ lstrs

r;:ie TaUl€ S,lbslrtliY{sn
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Software for Institutional Management

S.{rioi Pm$dlt Sstftb{ Sst$ ld#S6rtd

ilt?.i811 eles"ii$ S*rtlt P lta

itf.l0i3 ' 8.T€s.*$r &{tt{ P Ht

$1i"?{13 gf**'$$i 9!tt$ P Yrs

!$11S:3 E.II*.S5} Sstt$ P At

t;"Sl {ih*mg* $tu**t*t trQ***rd;

Purpose: This Form allows us to chanse the unique data such as t:"lhtNumber'
Ad.rnission number etc of the shldents. changes can be rnade in bulk through usage of this

single form.
Procedure: '':
How to c.hange the records of the student? ' ' , ' 

,

r.r) Go to the "STUDEI{[I- module'

r.z) Seleet the "CHANGB STUCIENT REGOBD" form'

r.3) $eler"t the student soup through different criterja'slike college narqe, ses$ion' etc and

sJect the Item to be Change tbrouglr' drop dorrnmenu option'

r.+) Cliik the *$how" button, an th; students 1*qlg y*1,oite"a willbe displayed in the

grid with Item to b- "hr"g; 
nJa *iff nppear in existing grid and Change to grid will be

openerl to make the changes.

r.S) Ctick the "UPtlate" button.

ffiww
:- fili 66 a"*l0t*etitiffr ft**Xr rxirts ia Gnd f *ttuq A*t' * O'ttuo*

l.ti $d*ri*s,,r t{o $iudr.'}t Hrfirf : faih*g iia;re BSls* . ftWl-o

{hde} Linh

Ad*triD+*i $stl',Sa?Kf

6-nrr**nie *1ii! f4l1

{ii*luiaft;*,1kd ii!:19 i$i!1

A: ieir#*|rit:finslt'

flfnlrtf$Gul lFoFvbt ]ftlrs

tRjdA'rl{+ijrsetr11flE
-5{$da:1: 

F{+r9*tf}a

$N1l&b,rs t4tf$

Ti1l* Tgb:* SiJfll;i| 1{3*:

4dni$tisni*r'.:td sirj*$*i G€{s'd!

qr
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Software for lnstltutional Management

n{il*lSH$xtgsd|y*l

Note: ln-easa you want to make similcrr ktnd af changes in the entire field'gou can check

the "FiIl grit) autontatically" optian.

S,S) fl}*:*tivt: Salhi*a:t ii$appittg; - i

purpose; In a partieular. session there are multipie subjects *tti.lt afe,taught' Forbetter

*uilg"*.nt of resources the subjects are further defined,as Electltf or compulsory

subjeJts. The students are divided in groups as per the subjeclf 
--tbry {o*-u.and 

are 
.

assigned to a particular facult-v. It is on this page that mapping for such subjects are done

Procedure:
How to create a group of students for elective s-ubieet?

r.r) Goto the "$TUDENT" rnodule"

r.z) Seiect t}e "SLECITVS SUBJBCT U4fPINC" form' 
-

r.gi search the student data according to variou*t*y*]* like college name' session,

program etc as per yo$r requirement and:selectthe elective subject on which you want to

*np tt 
" 

students.

r.4j select the required students from the grid bv check the checkbox.

r.5) Select the faculty narye & enter the group nalne in elective Sroup narne fieid'

r.6) Click the ,'$aveJSuttgn whii:h wili create a new group for tbat elective strbject.

f i*s.ra $4blsrit lt.'; tw*

t- i -q,l$ Agnur$oiFs

,,t I .-'l
Stujfi{ ltcma Rdt i(c F}ih€t i(lrnc

ldbhrn Raud' ;C5ffi3 atfd

Prgor|'n sffit.t?r Clfa$:!

u.r*hi to;,,s*rtt; ,''t q*e$-$

qui(h litttg

d* il it;{rfi * j r.lili-".*S A n{+

Artf,fl Sti{* **itY f|rt!.}

tr$*sd*nie b!*q*l! f$ilY

4i{*i{ranr.a il*,l}6?,{.

':lr) | {} 9ilii!:)t. iliir*r{ic

,,9fs
f;,i$tr,;,i,

*tratrritisrt lF€?slari lit ctcr

$I+**fi{ {$rrirfili*e

$tuilefit P{a:qlsii*Ji

5t'{istB3s gtr:i

7 
'Groldi 

oul d 7

Feiivhbila
,. '':,:'':'

Titlle ?abla g!'Sfi1l!-trci

,l::?;stisn
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Software for lnstitutional Management

n

ffi

S,?] Exa$* M*rl*q s*ttY: r ''

Eurpose: Examinatiorrs ha1ue corne to play an importlnt P{t in sne's educational career'

the idea behind this exercises it to evaiuate oneos ability to leara a1a aiqlar.lis thouglrt

pfocess. These evaluations are conducted at certain periods and it is on this folmthat the

iesults are upioaded whi*l enables the faculty, man4ge:nent'$ students to track the

f.*on***e and highlight the areas of concern enab!-i academi{: excallence'

Proceclure:
Howto enter the exam nratks sf the students?

r.r) Go tothe. "STtIDENT" module'

r"e) Select the "EXA&X MARKS ENTA:lf'form'
r.3) select the session, group name-, 

"t" 
rs.nei 

1{- 
rllirelent then click the "shov/ buttoi.

,.ii Cfi* the "Edit" b'tton, enter tbe marks of the students.

r.S) Click the "Save" button.

r.a€Sw;sftnr1.r t#g
g:-t |irnr b{T..i{g*t I

lg

irrort iTise C&ir:a lerne*i*r

Ce'u* ksr:u $*tx:t*rf*t

g leir iii i S{t, ili itn:*:

Qukr tlnlt

n*t rii(t$ai il.::snd$nca

ti+ild$ti(q #*it$ fJlii?

^;:rt*aF{€ 
&{sith}Y g$tsf

i:rtrC8*t* Tr8eglltY

, :!ildil rl ;*{tt il*i*.*:

r.' { at 1}€ .<rli!:.lt{t LdA*f r.}S

lTrrn$g*grtl

91{.*€$: {euns*}11$9'

st${ierl} Fl{it}$iist

${iIf,let [.?rf

Ti ** Tx*t e &'*sq ;iufi{s

*drrlrSsi+n

fngu;r'
Pegis{*(icft

w ni* * util t*r |ono til hi* foltc t} xu rn f llrn xtls srtrir $ r s30 Pno s)

w'#un m I rilgirfulct gF settnts" ti r tssPAs $ Eefipg$ s n m{tWsl

!.ot*r{rtr.lttr *dntriirfb sd**tlrrr{4f g41.Wtu.*S:,:.**-,,*
:scl* A:3$€EilS{ $Btt4Ygstii

:.$133 :fllASCS$SS3 l'lehsr'F'€ifi{i

:Snt: :3lFgESStC0t *ir;l?*f|{

;gt8i !$1ts8€i4$€1 d:rri
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Software for Institutional Management

..::...-.^- tl} t pase l0}{ii 1il ilet Fi* F!X{{X} i61 inw actrre.*n *} es$.9} [$}t* %l

,i Sctween f& S ?'{.ss tqXo %i '""- get***n ls & 89'3s t*l{s *} Bat$le*r gc & l$} I0Xs ts}

ffirf

Rdfirisbi*tltt* stt$Sp!!{at!!e{4}

.l$1346€5.33S$c L1e€p8& Sttffrt-,e

:313&EAff333? hlchts RE#31

i0lSAeF*t3O*: il&4lllfisTrsl

: 13*EAS33"$*1 {ithsl

i3.s.3 $ixant &$xrlq site*t p*rrffiqxla:

purpose: Every exam conducted has its own weight age inthe.p.erfo.rmance evaluation

p*il* 
"rUte 

student and is recognized at the eud oftxery,acaiierrieyear. In tbis form we

ean so ahead and definethe formula &weiglrt ageoJmarksfor a particular exilm andtbeir

calcuiation.
Procedure:
How to create Exarn Mark Sheet Fornrula?

r.r) Go tothe -STUDBNT" module.

rz) Seleet the "EXAIU MARK SHEET FORIVIULA: form'

r.$ Click" the "New Entry' button at the bottom of the page'

r.4) Define the Formula name and sho* narne'

r.S) Select the Formula Head, Operator and Numericvalue for Formula Expression'

,.0) tt yno ar-e satisfied rvith the preview just cliik on "save" button'and your exam mark

sheet formula is defined'

Mar*: Mtttr"*6rx R*rsrrts

1q

:n

3$
4il

$erial f'l$ Rolt *tc

**q{*;

fssaS
) i4t:

Fcrftluro fxl)t +s+icrr

ggas*nsl ?iial f*r*1rl

l}F€rets(

W
lfrtnia$tndlt lts*clrr* ll$tste'

5nl*fn! *iut€4!i;eg

hridffi.*t Siamstr$n

$.gaogl.trs trl$-t

: T:fi I ia$le' lubsi:,J:i*$

Ad$ri3iafi

€nqrin-

€*St*ratlsri

Subirrr Entf?lxa$1 fr{ariiS 9l1*{{ {{3t€1ili4

ffi,t*""'tt'=
Itr!rr*frc YFlut*
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Software for Institutional Management

I-1
I-l

I-1

ffi

:, 
t',, l .-i

S.9) f;xi:nt ,$arks Vierv:

Purpose: To attain acadarnic eliceilence it is a must folthe 
.qtrrfepT T f<een 1try| of their '

performance in every exam. It is not just the stuile$ but t-he faeul-$s as well which are

impacted by the performance. On &is form &e marks can be vieweit by selecting &e

desired parameters at any given point of tim€. ' ' .

Proeedure:
How tct view the marks details of the student?

r.r) Go to the *STUDEIII"I" nodule.
r.e) Selectthe'EXAM MA S\IIHA/"form' : -
,.:i Srl*.t the session a group name.andthen Cliek on *Shovf Button.

AsdT*ATP

fr*r$ i,twli: b"i;sq

*or,;.r ';gigi.

Outtr+++ EAiii4yAl

ai hrb ril#;- li: ffi 'ft Hil'sdffi dd ub

fflirrkkt Asit6**s,:

Ls{,}1&v8l,trrsiltls

@
fus{indao

&Ii{*ftntt t?irwxrtet€f lpegli|tr lMrttry

fr*c#x &*., ;.i,:*; Er{*r}d*n{e , t$S*n! {o*f;*is;iin*

':ir! 
i) ' \$i'i'/:: 

i1!:*il13;1E* oaitT rfritt s:$d€sl pf6s*!i*s

.{rft**eri* M*ncfti* f''r$Y :*til**tto antt'*

&i:rnlrJrri:* Tt*nsf*t f!.Yie1sbltr *3jli9:'1!flisfi

itnttg* qrudffrt *g{*fd$ Adnri$*i6!1
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Note: y'u g2n get the iisi of slu<lent on clifferent basis like atlmission no, $erjai no, student

name etc b.v seiecting the options from dropdown xlenu of "List Based On"'

il. tr tIJ ii;:it*, .Jl{.,,$1i,triiii f t{r::

Furpose:
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r: 
" 
rt I ::. :11 ,a

$.1 r) iieptrr'[ing {Admitted l{frldenti
Purpose: At the begrnning of every new acaderyi.c semxter/year students report to the
institution and it is cn this page that the detgils:of studen ar€ captured and their reporting
ismaintained.

Procedure:

r.r) Go to the "STUfrENf'module.
r.e) Select the "REPORTING {ADMITTED STUDENT)'form.
r.g) F-ill the Adnrission number or select the Student Name then cliek "Report" button.

Aoit*finkr ItqBtrris€t lF&ill€lMr*q
t{*s* .l$.ditionl*r sx#fldesde i;tud*?-,+i{,sfi5s?rin$

:r j, j -.

S.!irsnd'*{x.{s Srui}? tfttrY t, S{ud*flr- Fr4'l!x$t-*e$

ttis|idss{f h{s{tth$t {nF. }f $fil*l}1rs garry

Afi&.ida{]de ?r*fisf€{ ?i*$} rtufs $*btriii}ti#i
f:fisrg+ Sirlderq *a{${dr *arniislsn

{lrcl iH* }irt}i?ct Ma$pirl* lneluiry

irBf; l":ta!*s fnirv XeglstrEt *'}
ixitfl l.i.*.!t *d*d': a$.rs!la , subl€rl Efi$Y

lr.alru.l*I*{(.& Vi4ifi $.U!rec! S$EerAiiiEtrir{3*r {tecu}ty}

5{ij*ffl&{i;rii$

rr*4..**l!fr][[l-l
ss,$rol'il"*;"ed;;; " --*-"

;rliqr. ${j

3*itce 2.;r.2xi3
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* 
" 
3 l,?] K* 1'l* l" [-i m g {}? *gixf*l'sd ${i.?43 *s}} } ;

Pulpose: EverT candidate who is willing to join an i$stitution has to go through the

admission process in which he has to register himself. The selection process of candidates is

done on varigus parameters and shortlisted candidates are informed about the joining

formalities and process. Such candidates are supposed to report to the institution on a

pa$icuiar date with the required documents or as per tbe joining fonnalities. I)ata of such

students is captured on this form.

Procedure:
r.r) Go to the "STLIDENT" nlodule.
r.z) Selectthe "REPORTING {REGISTERED STUDEIYT}" forun'

r,g) Fill the Enquiry number.
r.+) Click the'fReport" button.

@
$**dritlt iotr

0ukl link$

jit* i:iilla i i.:t*X<Jar'ttr

411*nda\{* **iit fir:!?

i!::3 irJDztt a.I$r:ti,:i ;tiry

&Trarsaclitr"l lPrpglr;s gMalret

'-:-'d€Jr: l,:tase,iit'g

5;L{is*t Prc$':!. *r
:!ilB*r3 €i'$t
'i;'r+ :3*i {t 5!h{ir7,,ri:sr

.g*q!ssi3n

En'4u..tt

lr{ s?r"(i}n

grrbj€ct In$y
g$bie{1 EFe{ialit€tion lFn{ul.t'/)

:esi 5€h*rtulr
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,*?"ienrlaflr{ }etup
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w

S, 1 3] Strlclelr{ C*tlnse}ixrg:

Purpose: As mentioned *r"li*r, every institUtionhas its own admission process for

d^irectlmanagement seats. Based on the perfonnanCe of students in different lpi "f
entrance *"u*ytot like JEE-MAIN/ /State, a letter is issued and are invited for the

counseling process in which stu<lents select course and college. It is on ttris form that the

eounseling activity is performed.

Procsdure: I

tt) C"t"the "STUDENf module'

,.r; S.l*rt the'STUDENT C0IINSELLING" form'

,.gi Srt*r"t the Test Name and clir* Refresh button. List of shrdents wiil appear on the page'

r.4) Select the student and check the aYailabilib'of the seats'

r.S) Click the "Issue Letter" butlon.
,..i) Aft", issuing the letter, click the "Admit student" button. Student will be admitted.

Qlkf [inkl

,rii.i ii;1\13r iti*efst1{f

A.s*r$**{.* t!*ity fatri.

liif fidA$* :d$r!tii? ic:|.,

.llif, r{ I :,(* I (dt,lies

fhsng* iiii$t*( &sssrdg

214 11'ari:
GIOBAL INFOWAYS

Digitally signed by RAJEEV KUMAR UPADHYAY
DN: C=IN, O=Personal, PostalCode=282001, S=Uttar 
Pradesh, 
SERIALNUMBER=AA3E8C12CFAA9098785ACF2B07E
25E09D7F5B87A4DCA301247D08CBAEE03B9A3, 
CN=RAJEEV KUMAR UPADHYAY
Reason: I am the author of this document
Location: your signing location here
Date: 2023.09.05 12:40:40+05'30'
Foxit PhantomPDF Version: 10.1.1

RAJEEV 
KUMAR 

UPADHYAY



Software for I nstitutional Managernent

;l**:ng gsirn.' l, l.rXi:

ill!4es1 le:n,ln

{ir ,i'- ,c :ji:-t;'
:-r ;t,i ;r .31.1i4!1.

;{$: {l*lrrit

5!tg. L9l B:*l

t{5

ll tlrltr Jriilr i' i: il':t*

?risritt Cs.li{tt e$*ttfi

r Cr :':€

Slsdefrt {J rr r b

Fc&igl Agqe €r^!
.{t li!ff{i.&! { a*rrgen Sl!i*'i

$*eruhed &t*its

&
lq#{.€iijwffit@t{!$( "l 

iEE

fiq{€g ilo *tP lerm}Li Ftus Grv*t

!t:t5:3e !S{!!0S8}x ldo .,.r;

I rG.ot(h out o{

addreis
s:r:del: tunr€ Fdtrer $ntr6

**lt.xu*lr ''tfi€#nt

kossald At
.',.

oirk r:!:

promoted to next semester.

t.6) Clickthe "Saveo button.

Q{kk liok3

af'l,liftnc1 *:ren{r'*l{*

Arirns*r{* Ca' iY *r$*

a. I jln d*t\(* f{-!sslhlY *frtlt

i\ti* iisir{* "f :$a'$ i6l

if: -5 
rA{ l.ir{tr: Si{e$f d5

I I *ai : r'e *qLi:itlji 1"t131:Pri:l$

ffi'u

$" 1'6 ! litr;de;;{ $:3r^*$?$li{}tlr

Purpose: Baserl on the performanee of stud.ents in exams they are promoted or detained'

seme.ster wise or year wise. It is gn this form that such activity of promoting or detaining is

perforrned.
Procedure;
How to Promote the student?

r.r) Gotothe "STUDENT- module'

r".z) Select the "$TUDENT PROMOTION'form'

18) Cliek the "Edit'button at the bottonr of the page' '
r,ii Sele*t the college, session, program, semester, status and sub status'

1.5) Click on,,Show'ibutton,list of students will appear' selectthe studeuts wbo are to be

tnqqtl Statgrs Reg 63t!

A-215 tltr.ta
i:-itw10t!:l{*#rbi i' i'r'
,' 1,.,.;,. ,,; :1; - PNfiip&

!l.si:tctiecr| lPlpltrtc l?lis:$'

'ii i* T*ti1f Sthrzillrl;nfl

A{n\issian

tnqulrY
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li-15] $yltatu*;* ilutry:

Purpose: Syllabus and. curriculum are often fused, and usually given to eae.h student during
the first class session so that the objectives and the means of obtaining them are dear. A
syllabus usually eontains speciflc information about the course, suih as information on
how, where and vvhen to coatact the leclurer and teaching assistants; an outline of what will
be covered in the course; arschedule of test dates and the due dates.for assignments;

the grading policy for the course; specific classroom nrles; etc
Procedure:
IIow to enter the syllabus of the student?
r.r) Go to the "SfUnENff module.
r.z) Select the "SYLLABUS EI\TTRY" form.
r.g) Click the "NewEntqy''button at the bottom of the page.

r.4) Seleet the session, program, semester, subject code, etc as per tJre requirement of the
form.
t.SJ Click the "$aveu button.

0ttoltir*

ASs*ri $rrrl Altefld*${e

&fiefid,t!"de tnif?lnw

A&ffidar{€ &t&r$t} lillry

lTnnra riotal lFind*r lMasr{t
. 

Si$deri{.{susrttiifi€

l 
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{N

s

How to Delete Syllabus Entry?
r.r) Piease follow above steps to search the desired data and Click on "Delete'button.

Trrrcffi
i::.,*lnerttl CL.qi*eqq llk*a:;*tb

21811;irii:
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{t" t S} '{'ime'S;x}:l* $e"xhstituticn:

Furpose: T'he faculty a$signed to a particular course plays a majorrole in impafiing

ffi"ag* a-nd is ,*pnorlbh for the overalr performance, but at times it is humanl: not

pouriUf 
" 

iot the faculty to be present' In such cases the classes are yneryry.e{ by some other

Lculty so that the academic schedule/pr:ocess is not harrrpered, It is on this form that

substitution of faculties is done.

Procedure:

How to substitute the fanrlty according to the time- table?

r.r) Go to the "STTIDENT" modul,e-' _--*^r:$ r
t.tl S"f."t ttte "fiME TABLE SLIBSTIIUTION" form'

r.3) Seleet tfre Sunstir:ultd-y;t f*ftLy -ade/facutty name then click the iStryf bufion'

r.4) List of the p*tioa uurls*d l4 +- facuity upp"u*. w11o 
1as 

to put substihrte at his/ her

olaee and select the f,;;*i;i *tti.tt 1'oo *uitt ihe substitute and fill the infsnnation of the '

I"fuiri"t-1*trtv iil," fasulty code and subject name' {

r.S) Cliekthe "Save" Button.

Ouick Linhs

ti cditl iit* ! "i{!rf fi d$r1{g

Ar:rn<i**ee *ailf E*:,1

*tisr.srttisnsl I

st';ser] i*iJn**!lrf,s

$i*dsr'rY $*,*c!tcrtRr::*:'
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W

IIow to Delete Time Tahle $ubstitution?

r.r) Please fotrlo* uln* ,tuf, to search tlre desirdd data and Click on "Delete" Button'

ll0 l::,ti,* INFOWAYS
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partieular Student.

8.17] SnquirY;

il;; F fie beginning oi **ry aeademic year there arecandidatea r'vho e*wi.: 1lo"t
cour:ses? fee structure, infrlitructure and many other things before taking or short listing a

college/institution. On this form we can generate a Unique Enquiry Number for every such

cand"idate fuither preventing any duplicity & maintain a d'atabase based on which the

management can decide on marketing strategies'

Procedure:
How to create a nelv enquiry?

r.r) Go to the "STUDENTI module'

r.z) Select the "ENQUIRY'form'
r.3) Click the "New irrtry" buttol at tbe bottom af the page' ldhich wi1 Sive a blank form

rvith Mandatory Fields rvith Red' outlines

r.4) After tilling all the mandatory fielcls ,if you want to save therecord just ctl$ on *saveo

buttsn at the bottom of the page ; which wiil generate a new unique enquiry iil for that

I Tro€tr:ti*!i

f,Le 'j-: $!u*art iiNJrsti i$g
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Howto ed.it an old enquirY?
r.r) In Case, you knerw the enquiry id number or Student name just enter the details in the

specific field" which will give you the options to select the require$ sydent
Ls) Norv, you oan make ehanges in the data & then Click on *Save'button.

WAWWIWW

How to Delete an EnquirY?
r.r) Please follow above steps to search the desired data and Clid< on "Delete'Button'

$*"r$] $e
purpose: once an enquiry has been done, the next step is to register the canilidate. Every

ffi*o-n has its o*o pio."r. for registerins-a can$ila1e. rhillarpenstobe a.very

imfu*a"t step in the admission cycle as it is |ere {at tfe candidate dedares bis caste,

religion, domicite etc and itbasedon such information that seats are reserved based on sue-h

"ritl.i*'r. 
trt is on this {orm that such information iS gathered andprocessed'

Procedure:
How to register an existing candidate?

r.r) Go to the "STUDENT- rnodule'

r;e) Select the "BEGI$TRATION" form'

r.s) click the "New Entry" button at the bottom of the page- I hich will give ablank form

with Mandatory Field's with Red outlines'

r.q) In Case, -vou larow ttre enquiry id nurnber or st$dent nan: iYt eTer.ttre details in &e'

speci{ie field which wi}l give you the options to select the required 
'*o"d*"lt - -

r.S) Click the "Save" button which will generate a unique receipt number & tlre Student will

be registere,il. (You can take prinlout of the receipt through print button)

wWWl W

22llfagt
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Software for Institutional Management

specific field which u'ill give you the aptions to select the required student.

r.z) Now yr,u can uiake changes in the data & then Click on "Save"..

Horarto Delete a Registration Id?
r.r) Please follow abor,'e.steps to search the desire4,cia!1g*1]1]ig!g1 "Delete" button'

g.lrtl :Xdr:ri:;ral;q:

prirpose: flnce a candidate decides on the college & course or as per the allotment of seats in the

*il*tirrg, the caldidate submits t'ee and confirms his willingness to take admission. This form is

*sed to convert registrati*ns to achnis$ions .onee the adrnission is done a Unique Admission'

Nurnber is generated.

Procedure:
I{ow to admit a registered candidate?

r,r) Go to the "STUDENT" module.

t.:) $erlect the "AI)MI$SION" forra.

r.g) click the "Nerv Entry" bltton at the l:ottom of the page. which will give a blank form with

Mandatory Fielcls rvith Red outlines-

t.4) In Caie, you know the registration id number or Student nanre just enter the details in the

silecific field which rvill give you ilte options to selecl the required student'

22s I
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r.S) Fill the require.d fieid for admissior:, then click on $ave button which will the save the data

& will generates a unique Admissir:n Nunber.
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Howto cdit an old Admissinn Record?
r.r) In Case, you know the registered id number or Student name jnst enter the details in the
specific field which wiil give you the options to select the required student.
r.z) Now you can make changes in the data & k:n Click on "Save
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How to Allot Hostel frorn Admission Forrn?
1"1) Click on the "Allot Hostel" button.
1.2) Click on the "Find Room" or fill the hostel details & fee structure.
1.3) Click on the "Save" button.

ffiffiffi

F{sslet S.ll *tslrssixt
Admis sion flo.2* -?Cil *S3

Callege$lr SessionZ*t?
s s'rig;g ?'ttb if€rlds

ffi

t!udefi t4bhay Ki;r'lar gh*r$a

-1.r C0uf*ec3i

How to Delete Admission Record?
r.l) Please frrllor,r'above steps to search the desired data and Click on "Delete" button.
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f_1

Ift'wto cancel the hostel allotrnent?
r"r) Click cn the "Allct Hostei" bufion.
1.s) Click on the "Cancel Room'" button.

How to Allot T*ansport ftom Admission Form?
L1J Click on the "Aliot Tlansport"button.
1.2) Fill the Route details & fee structure.
1.3) Click on the "Save" button.

4y 4un"sr ghur$ts Callege6U $eExl,on?0{&14 CoursegS
!:*teri <]t fielut*s

SHs Eeute l{:ras

Ft{!fftewi$r. Totsi $t*ix :{?13

frenrportfo. frantpcrt
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Tr*r'r spo rt Al I otennent
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IIow to Can*el the Tlansport allctment?
1.8) Click on the "r\llot Transport' button.

1.4) Click on the "Cancel Room" button-

*,? l?'i,'llhi **t ii.:rir"s:

Purpose: Before we can map a subject to a particular course we have to first store its

information. Everysubjecthas its cwn unique codewhic| isusealforclassification &

mapping. It is on ihir for* that the subjects and their codes are d'efined.

Procedure:
Hou'to ereate the Subjeets & Subject Code?

1.1) Go to the "STUDENT" module'

r.a) Select the "SUBJECT EIITRY' form'
r,g) Click the 'T{ew Entry' button at the bottorn of the page. V{hich will grve a bl*nk forrn

ffiWWWWffiffiMW

ffiffiffiffiMW

2291P*;.e:
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with Mandatory Fields witir Red cutlines.
r.4) Fill the required fields like Unique Subject Code & Unique Subject Name.
r.S) Click on "Save" button and Subject is created successfully.
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How to edit the previously saved subiect?
t.rJ SeJect the Subjeet Name from the list Box in which
r-z) Now make the changes you want to nake inthat subieet.

r.g) Click on "save" buttcn, which will update the Recsrd successfully-
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How to delete the previouely saved subject? 
:

r.r) Follow the above steps to select the subjeet name which you want to d'elete.
r.a) Ctick the "Delete" button, whit-h will clelete the selected subject.

WWWW

tr":l i 1 $;et*I e*{ Sg****al ixn ti c}ll {$,'ar cvlty} :

Purpose: To be the best it is impnrtant tc deliver the best hence every institution hires
faculties depending upon the specialization on courses being offered by it. It is on this farm
that the faculties are assigaed group$ as per there area af orpertise.

Procedure;
How to assign or Map the particular subjects to a partieular faculty?
r.r) Go to the "STUDENf module.

231 lii:gt
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r.:) Select the '$UBJACT SPACIATIZATION {$ACUU[Y)" form.
r.g) Click the "New Entry'button at the bottom of the page. Which wili give a blank form
with Mandatory Fields with Red outlines.
r.4) select the facultythrcugh F'acultyName or Faculp code searching option.
r.5) Add the subjects in the grid through subject Name cr subjec,t code.
t.6) Ciick the "Save" button, which will save the particular subjects to that particular faculty-

Xtlr.recrisntt lpr*!t*!e *ldr!r&r

5:,Jsrrri {*;ftaeliir€
ti}Js*fl r FJ ilt:rittl*r)

$rilet€! ts\it
'lifir'T*&lr i!i*y,tJ*s;ts

Adcris*i*n

gnguity

How to delete the Subject Specialization of any faculty?
r.r) Follow the above procedure up to step (r.4). .
t.z) Now, Orid will show you the mapped or assigned on that faculty. Ciick the "Delete" Button to
delete the record.

:

ffiffi
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8.??) Test $chedule:
Purpose: : An institutions rapport in today's time is measured^ by the number of student it .

gets placed. At the time of placements the visiting companies csrduct different grpes of
tests whiel worls like a filter. These tests can be oral, written, online efcu It is on this page

that the details of such tests are maintained which can be used as a referencc in fuftre.

Procedure:
llowto create the test schedule for the students?
1.1) Go to the "STUDENI- module.

233lPag.e
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r.e) $elect the "TEST SCHgDULf;" form.
r.B) Click the "New Entrf button at the bottom of the page. Which u'ill give a blank form
with Mandatory Fields with Red outlines.
r.4) Select the Companv name, Registration from, visit from, etc. as per the reguirement of
the form.
r.S) Click the "Save" button and Test Schedule is created successfully.
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How to Delete Test Schedule?
r.r) Please follow above steps to search the desired data and Click on "Delete'Button.
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, S.?3) Admissisn No Far*rula: .

lF,fpp,ryi , Althebginning of every academic year the students are allocated unique

identifieation numbers.w'hich makes it eas.vto iilentiffthe type of student helshe is. These

aretnornrn as admibsion numbers and it is on this page where \A'e can desrgn a fornnrla for
sue,h unique admission numbens.
Procedure:
Horrv to create Admission No Formula?
r.r) Go to the "SfllDENT'ruodule-

235lPage
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r.z) $elect the "ADMISSIONNO FORMIJLA"form.
r.3] Click the "New Entq/'button at the bottom of tle page.

i.4) Select the parficular, number & character offield narne.(paiticularhere refers to either
left or right side of the field and nunrber indicates how many characters you want from that
selected field narne)
t.5) And Clic{i "then" button to add the next criteria with selectingthe particular, nurnber &
field narne.

r.5) Clickthe "Create" Buttort, whichwill showyourcreatedformula inboxlikeshownin
figure.lbu can check the preview of admission number which will be generated byyour
created formula by clicking on "Previeuf Button.
r.7) If you are satisfied with the preview just click on "Save" button and your admission
formula is.saved and applied on the current session from now(it will shown in green color.
iri the grtd)

lI Tr.F*Ellsnll

&&.* I i:!1{ f st}ls A*brxitrili*r,
AS*i;$isn
{*q!lry
Seg{*r?tion
Ssbic* Frary

$u*i€{ gdesl* i !ariis* tf ilq l*d
T*sr 3(h*dulr

Hnw to Edit the created the Admission No Formula?
Once Admissian No Fornrula is created it can'tbe editedbutyou can use oldAdmissian No

Please follow these steps for that:
r.r) Follow the previous steps up to (r.z)
r.g) Select the existing admission formula fmm the grid thrcugh click on 'seleut button" of
desired fonnula.
r.+) Edit or adcl the changes and then Click on Save Button New Admission No Formula will
be

23611*gc
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8.24] A$*ndanc*$etalP:

FurErosg: : Tirnely marking of attend"ance is one sf the most concerned areas in the entire student

lifecycle and. any discrepanry arising out of it takes a lot of effort to be resolved. To counter such

discrepancies themanagement defines eertain rules atthebeginning of the academicyear: or as antl

when iequired. Such rules are defined on this form'
Procedure:

GLOBAL INFOWAYS
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Hsw to create the test schedule far the students?

1.1) Go tathe "$TUDENT" mod.ule.

r.z) Select the "ATTENDANCE SETIIP" form.
r.3) Select the rules which are reqnired for the Daily attendance for the students.

r.+) Click the "Save" button-

$+"?$j {-l;as;s R{*tj'ln 13*.itrclirrgl

Purpose: Ib successfully conclurt a lecture, tutorial-or Pyctical it is a must that adequate

spaee be allo{rated for the aefivity. This form is used to allocate the location gf classes, roorns

and the type of activity it will be used for.

238 1i)*ger
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Procedure:
Howto create elass roorn building?
r.r) Go to the "STXJDENT'module.
r.e) Selectthe "CI-ASS ROOM BTIILDING"form.
t.3) Click the "New Ent4f button at the bottom of the page. Which r*'ill give a blank fonrr
with MandatoryFields with Red oufines.
r'4) Select the Block name, room't1pe, description, etc as per the requirement of &e form.
r.5) Click the "Save" button.

ffi@mwww

How to edit or makes changes in the class room building?
r"l) Click the "Edit" button.
r.e) Now you can make the changes in the Block name, roorn ty;lg etc.
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1.3) Cliek the "$ave" button, which will save the changes made on that particular Information
changecl by you.

Howto Delete Class Room Building?
r.r) Please fr:llnw above steps to search the desired data and Clic! on *oDeLete" button.

8.?6] {-'r;:ng:sn5' Finta3:

Pu$losg: To n'raintain a strong and a healthy relationship with companies conducting
placement drives in the campus it is necessary that contact details pertaining to tle
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organization be maintained and be updated periodically. It is on this form that such a$ivity
can be pertbrmed.

Procedure:
Horru to enter company lnformation?
r.:.) Go to the "STUDEI{[f" module.
r.z) Select the "COMPANY EI{TRY, form.
r.g) Clickthe "Nelv Hntry-button attbebottom of thepage.,Whichwill give ablankform .

wtth Mandatory Fieids with Red outlines.
r.+)- Fill the required field for company entry, then click on osaveo button which will the
save the data.

*Iowter edit or rnakes ehanges in the {:ompany entry?
r.r) Follow above procedure up to step (r'4).
r.e) Naw you can make the ehanges in the required fields like coprpany nqqe, lddress, etc.
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Software for Institutianal Management

r.g) Click the Save llutton, whiih will save the changes made on ttrat particular Information

changed by you.

How to Delete ComPanY Entry?
r.r) please follow above steps to search the clesired data and Click on Delete Button.
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t$"f,?l ;]r'r:lfir,Bttt; ilat[rYr

Purpose: Whener.'er a new course is intrsduced in an institution; there are certain rletails that

urerrruep*dwith it sue.h as Prog code, Prog ShortName, eategoryetc. AII such information's'are

entered in this form.
Procedure:
Howtc enter course information?
r.r.) Go to the "STUDEI{T'' module.
r.z) Seleet the "PROGRAM ENTRY'form.
r.S) Click the 'ngert, Entry" buttcn at the bottom of the page.l{hich will give ablank form with

Mandatorv Fields with Red outlines. .

U). Fili the required field for course entry, then click on "Save" button which will the save the

data.

l43l8ag*
GLOBALINFOWAYS

Digitally signed by RAJEEV KUMAR UPADHYAY
DN: C=IN, O=Personal, PostalCode=282001, S=Uttar 
Pradesh, 
SERIALNUMBER=AA3E8C12CFAA9098785ACF2B07E
25E09D7F5B87A4DCA301247D08CBAEE03B9A3, 
CN=RAJEEV KUMAR UPADHYAY
Reason: I am the author of this document
Location: your signing location here
Date: 2023.09.05 12:41:14+05'30'
Foxit PhantomPDF Version: 10.1.1

RAJEEV 
KUMAR 

UPADHYAY



Software for lnstitutional Managennent

fi.?8) fi vats! lleiiltitri$xt:

purpose: In &e previous fornr while defining the importanee of exams we have unilerstood

in*i*po*ur',** of tttir activity. We can create, dpfine & map t}e Exam for particular subject

in particular program ia particular session in this form
Procedure:

r.1) Goto the "$T:UDEIflf," module.

r.z) Select the "EXAM DEFINITION" form.
r.3) Exam Definition form consists of Define Exarn and create Exam.

r.4) In Create Exam, click the "New Ent4/ button. Fill the Exam Code and Exarn name and

click the "Sa1,e" button, new Exam has been created,

r.S) In Define Exam, click tJre "New Ent#'button. Ust of Session wiil appear' slleqt the

sessian, College namq Program name, Semester and Subjectthen accordingto list aql1ary.

you can filt"rihu list by Exam Code or by Exam Narne and gnter the requirernents. Click the

"Save" button.

*(lf!l-'*
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dq.s $i srri r.!?€frt t"1'*.{3 }
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S,tte rl {8 sn s€ {5} {&Tsi }
Carry Olter tC(}}
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bEFINE EXAM FORM:

ffiflw

Heiwto Delete Exam Definition?
r.r) Please follow above steps to search the desired data and Cliek on "Delete"button.

mffi
wwffilffiffi
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*t.?9] fi r**5: ilxrctlhinartis$!:

Purpose: At the initiation of a aeademic year/semester student groups are combined for an

easy and tirnely updation of afiendance as per tbe LTP {lecturelTutorial/Practical) model. It
is on this form that the combination is done.
Procedure:

Howto enter course inforrnation?
r.r) Go tothe "ST-UDENT" module.
r.z) Selectthe "GROUF COMBINATION" form.
r.S) Click the "New Entry" button at the b<lttom of the page. Which will give a blank forrr
with Mantlatory Field* with Red oxtline"q. , ' ,

r.4) Define the combined group and seleci the session, group name and L/T/P wlich has to
be sombined in the group
t.S) Click the "Save" button.
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How to edit or makes changes in tlre group combination of the students?
r.r) F'ollow above procedure up to step (r.4).

1.2) Nolv you can rnake the changes in the session, group name and L/T/P which has to be combined

in the group
r.3) Click the "Save" button, which will savg the changes made on that particular Information

chauged by you-

ffi|ffi-lw

Howto Delete GrouP Combinationi
r.r) please follow above steps to search the desired data and Cliik on "Delete'button.

247 1r';,;r
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1J.3illi {"is{ *f' x{n}idaysr

purpose; Holidays form an irnpcrtant aspect of every academic year. These holidays have to be

*rr"fu[y mapped wit]r both students and faculties v&ile keeping their sentiments in min& This

fsrm is used to predefine list of holidays at the beginning of every session whieh helps in better

resource mauagement.

Procedutg
How to define list of holida3s?
r.r) Go to &e "$TTIDBNtr" module"

r.z) Select the "IJ$T OF I{OLIDAIfi$" form-

r.g) Click the "New Entrlt button at the bottom of the page. Which will give a biank form with

Mandatory Fields with Red outlines.

r.4) Enterjthe Holid.ay nftrne with start date ancl end date" $elect on whidr the holiday has to be

applied. Ijst appea.rs on which the holiday is to be *pplied'

r.S) Click the "Save" button.
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How to ed.it $r makes cha.nges in the list of halidays?
r.r) Follow above procedur€ up tr: step {t.4).
r.r) Now you can make the changes in the required fields like i{oliday narne, sta$ date, end

date and apply on.

r.g,) Click the "$ave" button, which will save the changes made on that particular Information

changedbyyou.

ffilwl ww

Hawto Deletea HolidaY?
r.r) please fallow airove steps to search the <lesired data and Click on "Delete" button'

6LOSALINFOWAYS
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{i..jil 5r:ssiurr Lte*rrili*ir:

Purpr:se: At the beginning of every session tirere are details like Session, program
Definition, Test Details or Admission Criteria and varjous other factors that have to be
predefined. on this form there are multiple forms for such entries.
Procedure:
r.r) Go to the "S1"{.IDHN'1"'module.
r.a) Select the "SESSION DEFINITION" form.
r.3) The Session Definition for:m consist of four forms- Session, Program Definition, Test
Details/ Ad.min Criteria and Seat Transfer. 

6
t.4) Itt Sesst'on form, click the "l{ew Entry" butt<ln. $elect the Session, Program, College,
Affiliated By. etc as per the requirements and select the documents wirich are required. to be
sutrmitted at the time of Adnrission. Click the "save" button.
r.sJ In Program Definition form, click the "New Entgf button. Select Session, program and
Semester and click the "Show" button. List witl appear, select the Typ., Name and code and
click the "Silve" button.
r'6) Test Detail andAdrnin Criteria are dividecl into lwo parts. Id Test Detail, click the "New
Entry" button. Select the .Session and Program and click otr "Shov/'button, listwill appear
you c:an select the options from it. Click the "Save" button. Whereas, in Adm Criteria, click
the "Ne\'s Entry" button. Sdect the Quota, fiub- Quota Admission'lhrough and fi}I the
Criteria. Click the "Save" button.
t.z) In Seat Transfer fortn, ciick the "Nerv Enhy" button. Select the CategoryTo and fill the
Transfened Seats. Click the "Save" button. By dicking the "Show" brrtton, you c.ul see the
students whose seats have been transferred.
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S":{2J $rssi*:* K{}l*?:
purpose: At the beginning cf every academic year it has to be first created and it has to be marked

as current session or else iest of the process carurot be completed. It is on this fsrm that the session

is created and selected as a current session.

Procedure:

llow to create a new session?

r.r) Go tothe *STUIIENT" module. ' .

l.:) Selectthe "$$SSIOhI ENTKY" form.

Lg) Click the *'New Entr3" button.

r.4) trnput the Details of Session like sols-2o18 in session 1ryt Uox,ana dreck the current session

check box if you want to rnake this new created session as ctlrreqt seSsion'

r.S) Click the "Save" button to save your entry.

E+*srttt
s*o'.'@l
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Howta edit or d^elete a Session? +
r.r) Select the Stud.ent Moduie fram the l{enu Bar"

r.s) Seled the Sessi*n Entry Form.
r.3) Select the desired session from the grid in whieh you want to make changes sr delete"

l.+) Edit the rlata and Click on "Save" button.
r.5) If you want to delete the session just select the session and cliqk on "delete" button.

254 1i'rii':
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$.:{3_} T'inre $lct lieruu:

Pu{pose: In every semesterf-here are multiple classes Lhat are held on regular basis for every colrse
and every class has a specified time slot. This farm is therefore used To define the gr.ne sloi of a
1:eriod and also define the differenee between two periods
Procedure:
Horv to create a netv time slot?
r.r) Go to the "STUDENT" module.
r.:) $elect the "TIME SLO:F SETUF. fcrrm.. ,,,:..: ,', '

t,B) Click tfre "New EntV'button to setup a new time slot.
r-4) select the add new head from the time slot head drop down list.
t.5) Fill the ner.r'head name tab. ' :. :

r.6) Enter the tirne pertod and uurnber: of clesired periods.
t.Z) Click on "Save" after entering the necessary details.
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Software for Institutional Management

How to update an alrearly build time slot?
1"1) $elect the student mod*le from the Menu Bar.

1.s) Select lhe tir:ie siot setup in Student mod.ule.

Ll) Select the required tirne slot from theTirne Siot Head drop down list.
1.4) M:&e the necessary changes in the time periods and dick on oSave".

Haw to Detrete the Time Table $lst?
r.r) Please follow above steps to searcih the desired data and Click on "Delete" button-
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i-;,":i4 ] Ti m* T'*-t:l r lla.i #efi r* i :iti:::
Puruose: On this page w€ can go ahead and define the number of leetnres that'lvill be

canductetl weekday wise.

Btqsedule:
r.r) Go tothe "s'runENT" moclule.

r.z) Select the "fiME TABLA DAY IIEFINITION" form.
r.3) Define the number of periods to be taken according to Day Name.

r.+) Click the "Save" button.
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ffiI_l
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Purpose: On this page we ian assign the type of exams that witt be conduet€d and can arrange

for the rooms, d.ate of exam and. assign the invigilators for the exam.

Procedure:
r.r) Go to the "STUDIINT" module.
r.z) Select the "EXAM PREPARATI$!{" form.
r.S) The Exam Preparation consists of four forms- Date Sheet, Seating Arrangements, Exarn

Duty and Print Admit Card.

r.4) In Date Sheet forrn, clickthe *New Entry" button. Select the dollege, session, program

and sernester then click the "$hsw" button. I-ist will appear on the page, {ill the Hxam Date

and lj-xarn Time then click the "Sal'e" button.
r.S) In $eating Arrangement fonn, click the "New Entry" button. $elect the Coilege, Ses$ion,

Progran and Semester and click the "Make Arrangement" button. Nolv, fill thenumber of
seats according to the requirement of the college. Click the "Save" button.
r..6) In Exam Dnty form, click the "New Entry" button. Sslect the Exam Date and. cliikthe
"$how" button. List i,r'ill appear on the page, select the invigilator accordingly and dick the
"Save" buttou.
;.7) In Print Adrnit Car:d forn, select the College, $ession, Frogram and Semester and clicli
the "Show" button. List of students *'ill appear, select the sfudents and click the "Print adrnit

Card"button.
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EXAM }UTTFORM-
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Purpose:
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