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Adding Admin Accounts

Modified on: Fri, 24 Jul, 2020 at 12:12 PM

Privileges

Thiz oplion is used to set privileges before creafing a2 new admin account.
It enables user lo add and list privileges for a new admin account.
Admin can create privilege to himself and ofher faculfies using Add New.
HelShe can choose from the given services he wishes to add o the newly crealed privilege.
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The newly created admin name can be seen in the listview.
If admin want o make any changes in the privileges of newly created admin "edit’ oplion can be chosen.

The admin can delete the entries using the 'delete’ oplion from list view.

Accounts

Once the privileges are created, admin can create account for new admin.

Admin can create account by clicking on Add New.

Give desired login name for the new admin.

The ‘Admin Privilege' that has already been created will be displayed. Admin can choose the desired pnvilege.
Enable a proper password for the admin in "‘Choose a password'.

Type the required details including name, email, birth date, gender, address, phone number, eic__in the consecufive

fisdds.
After entering all details click the "submit' button.
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By clicking on 'list view" we can see the already created list of admins.
There is optien to edit the admin details by choosing the "Edit’ option.
‘We can delete an admin by choosing the admin to be deleted by clicking on the check box and then clicking on

the "Delete’ option.

Change Password

This enables admin to change his/herpassword.
By clicking on change password, admin can enter the new password opposite the field that says ‘New Password’.
At first, the admin has to enter the 'old password’, that is the password that was first given to himfher or the password

that he wants to change.
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Calender & EOD Settings

Maodified on: Thu, 21 Mar, 2019 at 543 PM

Document
Category

Add New

For document purpose if you need to add any categories, then enter “Category Mame' and add “Descripion’ if required.
Then submit.
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List View

It displays list of all categories that have been created above.

Sub Category

Add New

If you nead to create subcategories for the above created categories, then you can create it here. Select ‘Category” fo
which the new sub category is added. Enter ‘Sub category’ name and a ‘Description’ if needed.
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List of all subcategones will be displayed comesponding to each category selected.
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Facuilty Rule

You can add IS0 rules for faculty in the space provided. All word document facilities are available here.
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Student Rule

Similar to ‘Faculty Rule’ you can add ‘Student Rules’.

Calendar

The calendar for each depariment will be available here. Holidays will be marked inside green box whereas exams will

be marked in red box.
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To assign an event fo any of the days, click on that particular day. Enter the event name. If it is a special event check

the box and enter the duration of theevent.
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EoD Settings

If an end of the day time is set at the back end, parents of each student included in the batches that are checkedhere
will be notified with their child’s attendance. If “Sms to all student’s parents{present or absent)' is checked then a
nofification will be sent to parents regarding child's attendance even if they are present or absent.

If students are absent for many days it will be notified to the tutor if you check ‘Continuous Absentees to Mentors'
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Creating Internal Exams

Maodified on: Thu, 21 Mar, 2019 at 11:55AM

Internal exam details can be created, listed. You can also plan the exams with accurate date of examination.
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Go to Exams & Assignments = Internals fo create and plan internal exams.

Exam Type

+ Tocreate exam types go to Exams & Assignments -= Internals -> Exam Type = Add New.

+ Provide a desirable Exam Name, Exam Description({if necessary). Since the privilege to add an exam is for the
HOD, he can extend the privilege to faculties by selecting the check box 'Exam Create From Faculty Side’.

+ This lists the enfire exam fypes available. You can edit or delete the eniries from here.

Linvay's Aditun Panel
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Plan Exam

+ You can assign exams for each batches here. Select Department, Baich and Semester. Click "Add new entry’
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+ \While adding new entry provide Exam Type, Subject, Exam Name{eg S5LC), Date of exam, Duration of
exam(staring and ending time), Total marks awarded tosubject.
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+ Select the Department, Batch and Semesier for which you need to take the print of timetabie. Details of all
fimetable assigned for particular semester of that batch will be displayed. You can take the print of desired
timetable.
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Privileges for HOD

Maodified on: Tue, 24 Mar, 2020 at 12:46 PM

HOD Home Page

HOD will be able to access the report and manage attendance of the corresponding depariment.
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Time Table

In the Home Page of and HOD, you can view your individua! ime table as we well as the Batch time table.
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Staff Details
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‘When clicked on delails you can also view the following details of an individual staff.

1. Prodile

2. Time Table

3. Course Maternial
4. Working Hours
5. Ratings

6. Achievements
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Student Search

Here you can search students details with multiple filkers available and also when clickad on details icon students
performance can be analysed.

EERRCH STLICENT

Ll Sryrusi e
A =
RITHET] 3 Sl I 1
Thisibls
b wimhe e 0
I TERRTS
o T aads: ST B - P ASL
WY A N S ]
WA A (A
n ey
WY RN
i
=l s Flumn LE il Haiichi
sl B AT
e LR T I srarkerrl il
ST Lok METRE GETIRT ATEH
it
1T
- it k 1 =
Msssar how (1) ERTRH

A\ CHRIST

“F COLLEGE i ALTOMNOMOH 51
TRIMIAT AL DA, KERALA




Exam Automation Manual

Details available when clicked on details icon corresponding to each student are the following in the screenshot
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You can send SMS or Email to parents, students and faculty. A SMS log is also available to verfy the SMS sending
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Grievance from students will be available in this option and you can forward the details to grievance cell availabie in the

college.
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You can view the students who were absent for the selectedday.
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+ HOD home page = Batches Under My Depariment = select the batch tile.
+ Select Subject List

AT L

+ Clicking on the info butten gives the details about the subject’s Subject Planner, Course material, Exam
Mark, Performance Graph, Course File.

Manage Attendance

Here we can manage the attendance for the selected batch.

« HOD home page = Batches Under My Department > select the batch file.
+« Select Manage Attendance.
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Define Rule

HOD can set the no. of hours in the morming session. (Scenario s Suppose moming session hours set by
HOD as 3. Then if a student is absent in any of an hour in the morning session, then in reports it will be the student is
absent for entire morning session. Simifarly for evening sessions too. This is not mandatory).
If to count attendance from admission date check there. HOD should set the the class starting date{Mandatory for
report generation). Class end date can be set so that inside student login attendance will be shown only fill the end

date.

Grant Duty Leave

If sfudents need to take duty leave, then Principal can grant duty leave for them.
Here we have two options:

1. By student

2. By Batch
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By student Here HOD can grand duty leave for each students.

Grant Attendance

IT siudents come after class start date, then HOD can grant presentfabsent for selected students.

»\CHRIST

“F COLLEGE i ALTONOMOH 51
TRIMIAT AL DA, KERALA




Exam Automation Manual

e s -
- HE

]
S i S s

. fes

Delete Attendance

HOD can only delete attendance once it is confirmed by staff from their login.

Suspend Hour/Delete Suspend Hour

HOD can suspend selected hours or delete already suspended hours if any.
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Various reporis are available in

Aftendance Reporls

1
2
3. University Exam Reports
4
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Final Consolidated Mark List

Consolidated Mark List Setfings

Group Theory and Practical

When it comes to the consolidated mark card for any courses, there is a need to group certain subjectsin

order fo identify whether they are theory or practical.

Go to the option

Final Consolidated Mark List —> Consolidated Mark List Settings —= Group Theory and Practical

thuum  Fiinall Lomiliibeted Sk Lint

Tmpartr sl CHERAS TRV

Bl Arisnn Binjern

) e

%

4

L]

b =

T o

3 L]

¥ a

T |

s lickadiond et sl Golbings

b Frowsree

Sigeri fiie

Ceoug Eobjeon
Fladis Chidss Dajutss s & 3
b Dwin! BESC-0-C- T ~ Srrmuoey | S8 -
Bisjers Dok Bt eor Thenn
EHEE brgmw Slimesig - B
Al s Charery - iy
AHTHUT brrcwe il Ly |
ARl Peerrdl CEamRy
AT Crrarzerarresl Chermne,
AlEieit Cogu e Sy s gl - 1 (7
AR Priesr f SreiuBry Foecl (F)
BRI FapaTT A P
AR Wiametr foepem ™
AbLrer ol Fuey Raresractrousiey Yo | e
Fidyrr Civw
i

Here we have selecied the practical subjects, later we can group them to a single Subject code and the

fitie for the subject can be given in the option SubjectTitle.

Sem Wise Subject Categories

When it comes to take the conzolidated marks card for any particular student, there iz an area named the

Programme part resulf .
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As shown , this area shows the result of different subject categories afier their marks are combined

{complementary, core, common courseetc.)

So io define the subject calegories of every subjects in a single batch , we use the opfion :
Final Consolidated Mark List > Consolidated Mark List Setfings > Sem Wise Subject Categories

Go io the option, select the depariment and batch, then the subjects of every semesters will be displayed
{The subjects will be displayed according to the assign roles set at admin side )
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Mow map the subjects with their subject categornies.
After completion, click on the Save bution below each semesters to zave the data .
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MNow there is an opfion fo copy the currently set sem wise subject categories of one batch 1o a different

baich (Must be the same course )
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Click on the oplion Copy sem wiase subject category :

Haome Final Consslldstod Mok Eist Consolidated Mark List Seitings

Departeant:  CHERIETHY

Mow choose the batches and semestler that you want to copy the following mapping to, then click on  the

Copy button _
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Copy Sem Wise Subject Category 4

Copy eem wisa sulijsct category to

Balcit Slarl Year Balch Bomestare
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Mark Lisi Subject Categories

After mapping the subjects of a batch in the sem wise subject categories option, we need to map those
subject categories on the basis whether -

1.They are second languages

2 Open course

3.Another name to be displayed in mark card

So when some subjects are mapped to this particular subject category, the name will be dizsplayed in the
consolidated mark card accordingly.

Todo the same, go to the option:

Final Consolidated Mark List —> Consolidated Mark List Settings —> Mark List Subject Categories
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Here choose the subject categornes fo be displayed in the

dizplay opficn.

After entering everything, click on the Savebution.
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Copy Mark List Subject Categories
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Satherai o

The following oplion is used to copy the mark list subject categories we have already set in one batch to
another batch of the same course.
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Goto:
Final Consolidated Mark List —> Consolidated Mark List Settings —> Copy Mark List Subject
Categories
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Choose the batch from which vou want to copy the settings and the batch to which yvou are going 1o copy.
After selecting the batches, click on the Copy button, then the mark list settings will be copied from one

batch to the other.

Generate Mark List Code

Special Grades

This oplion is used fo display special grades awarded for exira curricular activities, in Final Consolidated
Marks Card. Click on Asgign Special Grades oplion. Choose depariment, baich and semester. Chooze

the grades under differenicategory.
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it will reflect at the end of Final Consolidated Marks card as given below.
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zenerate Final Mark List

Generate SGPA And CGPA-

Generate SGPA And CGPA (RegularExams)

The report shows the details of students who have passed all the semesters in the first chance.

Select Course Type & Semester
Click on Student List
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When student list is shown, click on Generate SGPA and CGPA.
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Tabulation Register

Click on Generate Tabulation Register.
Select Course Type & Semester.
Batches will be listed.

There are mainly 3 types of Tabulafion Register.

1. Other Semester (Suw/ Imp)

Is uzed to generaie the tabulation register of Supplementary/ Improvement Exam.

2. Tabulation Register

Thizs opfion is used to generate the tabulation register of Regular Exams.

3. Conzolidated TR
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Consolidated TR shows the SGPA details of all the semesters and CGPA along with the details of final
semester marks.
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Final Consolidated Mark List

Final Consolidated Mark List shows the complete Mark detailz of a student in all semesters.

Ciick on Final Consolidated Mark List select Course Type & Semester.
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Publish opfion is used to publish the consolidated marks and it can be accessed from from student login

Ciick Individual option to view the studenis of a parficularbatch.
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Comesponding to a student if the Details option is clicked, Conszolidated Marks Card will be shown.
If the Provisional Certificate option is clicked, Provisional Cerlificate os student will be generafed.

PFinal Mark List Report

Get Pass Percentage
The pass percentage in each batch will be available here.
Final Consolidated Mark List—Final Mark List Report—Get Pass

Percentage

Select course type and semester. Semester wise pass percentage

corresponding to each batch will be shown. You can export the details here.

W\ CHRIST

COLLEGE (ALTONOMULIS)
IRMNJALARTDA, KERALA



Exam Automation Manual

| e ] |

e b e
[P ne——

(e )

e e ]

o Faa B g
P L e —— s e —— R e —— e T
Cord Bird i [Tl CPairvd | [T i = wita) R A
L CENBNCY CBAERTH T " ¥. ¥
LrasgET ASL W | BT W R 4 1 LI -k
B e ¢ L (S TR LEgET B g aComl Bl ol = Rt - - L -
s Ut Cams g LIS L e Lo AL LR B = EI [ # L
(B S SN L C R i mw @ L i
Seatery Foaliog Subjecr Lot LA o LT LS e a5 Ry e
A s BB B o x :
Aoy e B R L R g e ML i | L = Y gn -
N P, T T e s g " _F W)
- 5 T, KT AT W BALS 10 = 3 [
] IR LI BT R WA | TL " LU -
Thimi By il LA R A wy CT T o
R N T P T e T
S . =ty =aE 3 ¥ "
WO, ANl I ¥ W
Serwd hesieton | ooy i i LA B
» T
0 i =
W .
al = L
AN ®mE En
e s W
L (]

Get Folio Number

Student wise folio number will be available here.
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Final Consolidated Mark List—Final Mark List Report— Get Folio Number

Select course type and semester. Click Student List List of all students in that

batch with folio number is displayed. You can export the details from here.
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List of all students in that batch with folio number is displayed

the details from here.
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. You can export
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Get CGPA

At the end of course, semester wise SGPA, CGPA and grade obtained for each

student will be available here.
Final Consolidated Mark List—Final Mark List Report—-Get CGPA

Select course type and semester. Click on Student List. You can export the

details from here.

Get CGPA Report (Gender-wise)

Gender-wise CGPA, No of Students Appeared, No of Students Passed, No of

Students Failed and grade obtained gender wise is displayed here.

Final Consolidated Mark List—Final Mark List Report—-Get CGPA Report

(Gender-wise)

Select Department and Batch and click on Generate report
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Get Rank List (First Chance)
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The rank list could be generated for students.

Final Consolidated Mark List—Final Mark List Report—Get Rank List (First

Chance)
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Select the course type. Select the batches for which rank is to be calculated.
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Click Generate Rank List.
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Here rank will be given by considering the supplementary/improvement marks.
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Get Rank List (All Chance)

Here rank list of the regular exam will bedisplayed.

Final Consolidated Mark List—Final Mark List Report— Get Rank List (All

Chance)
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Click Generate Rank List.
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Here rank will be given .
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Top Rank

This option Is used to generate the toppers list of students who have got

high marks in all the semesters. The rank is calculated based on the sum of

marks obtained for each semester. The subjects used for calculation willbe

core subjects The values in the drop down of Rank Report like Rank

Holder UG 2016 - 2019 is added from backend.
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The report can be exported to pdf or excel sheet. The subject groups

showing in the report like BCA, Botany etc are created using the option

Rank Report Subject Group Mapping -->Manage Subject Groups
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->Create Subject Group. Give the group name, Student Count (In
previous report, it is 2 for BCA and 2 for Botany), it shows the number of
students that shows under each subject. Assign All option for assigning for

all subject groups as a bulk is alsoavailable.

To map which all subjects can be mapped for calculating the marks for
Rank List, Rank Report Subject Group Mapping --> Subject Mapping is
used. Choose the Rank Report . Department (which is the handling
department of the subjects in academic admin login), Subject Group is the
group created using Rank Report Subject Group Mapping --=Manage
Subject Groups —->Create SubjectGroup.
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Student Overall Grade Report

An overall grade report of students in a batch can be obtained from here.
Final Consolidated Mark List—Final Mark List Report— Student Overall
Grade Report

Select Department and Batch.Click on Generate Report.

A\ CHRIST

COLLEGE (ALTTOMNOMOILS)
IRINIALARLTA, KERALA




Exam Automation Manual

et Py Perontiage

D Pl e

i 3,

(L DL, Py (LR A |
el B b Lo [T Clewaw

Lol Famb Ll (it D

oz st e e |

Sevamnd (vl D Heped
o Raed

g T Ll
T Mg Cunged Lid
Pringat fua o

T TH

Student Overall Class Report
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An overall class report of students in a batch can be obtained from

here.(Distinction, First Class etc.)
Final Consolidated Mark List—Final Mark List Report— Student Overall

Class Report

Select Department and Batch.Click on Generate Report.
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Student Pending SubjectList
List of students and their pending subjects will be listed here.

Final Consolidated Mark List—Final Mark List Report—Student Pending
Subject List.

Select Department and Batch.Click Submit.
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Program Result

The Consolidated TR can be obtained fromhere.
Final Consolidated Mark List—Final Mark List Report—Program Result

Select Course type and Batch Start Year. Click onView
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The Consolidated TR is displayed and can be exported.

UG PROGRAMME RESULT APRIL 2020
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Semester TR
Semester TR can be obtained fromhere.
Final Consolidated Mark List—Final Mark List Report—Semester TR

Select the Exam Registration. Click Submit
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Result Analysis

The Number of students passed and failed for each subject is displayed
here.

Final Consolidated Mark List—Final Mark List Report—Result Analysis

Select Course type and Batch StartYear
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Result Notification Report

Final Consolidated Mark List—Final Mark List Report—Result Notification
Report

Select Course type and Batch startyear

Click View
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CGPA of students before and after moderation or grace mark is displayed
here and also the month and year they passed.
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Result Notification ( Supplementary)

Final Consolidated Mark List—Final Mark List Report—Result Notification
( Supplementary)

Select Course type and Batch startyear

Click View
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Students passed in a particular month and year after Supplementary exam
1s displayed here.
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Manage Regular Exams

Creating an Exam

Step 1: Manage Regular Exam — Create Regular Exam

Bimsrd Fcan Battip

¥
¥
i ek B g ¥
i b IR ¥

L]

Zarmiry Fawa Moroei

[ Fopes Fuars pl

L RS = ¥
ANV TR ¥
Jrur: Urin Bl L]
Wikocma:Exa m Carrmda
Madaien Yk koo L]

S Bk Bk L Y
SaaeT eI el »
8t B g 3k 4 ¥

Step 2: Click on Create New option shown on the top right corner.
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When the Create New option is selected a screen to enter the exam details will be shown as
below.

Enter the Exam Details
1.Add ExamRegistrafion
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Mo Manaie Regailor Fraims

REGULAS BXak RESISTRATION L.

Eymgn Mulfiest Fuass

Al Examisgsration

ADSLEDIT EXAM AESISTRATION

Srem Repistratios Mame: Exam Fegistation Descriptiom
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Exam Registration Mame: Exam name can be entered here. The name entered here will be shown
in all the marks card, hall ticket and details corresponding to this exam in the student portal and
exam controller.

Repgistration Start Date: The exam registration will be opened for students in their log in from the
date which is given as Registration start date.

Registration Without Fine End Date: The last day on which student can make payment without
fine given can beentered.

Exam Date: Exam siart date can be given.

Attendance Closing Date: Aftendance closing date can be given here.

Exam Month: Month of exam can be given, it will be reflected in individual marks card and
consolidated marks card of students.

Exam Year: Year of exam can be given, it will be reflected in individual marks card and consolidated
marks card ofstudents.

Last date for Receipt & APC: Last date of Exam Fee collection can be given.
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Minimum Attendance Percentage: If a minimum attendance percentage is given, student who
does not meet the minimum criteria will be blocked from exam registration.

Display Profile Image: If the checkbox is selected profile image of the student will be displayed on
the hall ticket

Display Signature Image : If the checkbox is selected signature image of the student will be
displayed on the hallficket

Short Term Course (Certification Program)

Allow Notification: On enabling this, notification regarding the exam dates will be displayed in the
student side in the exam registration page.
Click the save button on entering the details.

2.Assign Registration Fees & Fine
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In this section, the Payment method can be selected and the fee and fine can be assigned.
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4. Assign Batches
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Click on the Assign Batches option a slider will be shown to select the required batches.
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Select the batches required and click on Assign Batches options to add the selected batches.

5.Assign Subject Fees

Click on the Assign Subject Fees Cption
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Fee can be added individually for the subject or can be assigned to all subjects using the Select

All option.

Click on the Save button in the bottom to save the Fee.

Steps to define Fee Type.

Home : External Exam Setting — Exam Fee Type
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Exam Fee Type for Theory/ Practical and also common fee can be defined here.

The fee type defined will be shown while assigning fee to subject.
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Student Registration

Maodule: Student
Log in to the student account.

Step 1:Select the Exam Registration option.
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Step 2: Click on the Apply Button to register for an exam.

The subjects and the fee associated with the registration will be shown.
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When the Register option is selected student can choose the required payment method thatis
College Chalian Method / Bank Challan Method /Online Payment Method to remit the exam fee.

College Challan VerificationMethod

Module: Exam Administration
In order to verify the College Challan login to Exam Administration module.

Select Regular Exam Details — Exam Fees — Single Verification
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On Submitting the Challan number fee details will be shown.

Click Proceed to Pay to make the payment.
Bulk Exam Registration

Module: Exam Administration

Login to Exam Administration Module

Step1: Select Exam Settings — Student Registration
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Select Exam Registration and Batch Start Year Then from the batches listed select the

ones to which student needs to be registered in bulk.

NB: This method is used only if if students wont register by themselves.

Block Student Registration
Module: Exam Administration
Select Block Student Registrations —Block Student Registration

Give Exam Type, Exam, Department and Batch details.
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Corresponding to each student and the subject assigned the reason for hall ticket

blocking can be entered.

There is also a provision to block hall ticket student wise.
Select Block Student Registration —Block Registration[Student ]
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Select Exam Type, Exam Registration and Enter Student Registration Number
Click on Submit button.

The Subjects for which registration has done by the student will be shown. Click on the
reason drop down and select a reason. Student will get blocked for the corresponding
subject.

Block Student Reports

Subject-wise Report
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This shows the list of students who are blocked against different subjects.
Batch Wise Report

It shows the list of students
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Enable Hall Ticket

Module: Exam Controller

Select Manage Regular Exam — Create Exam

Todownload the hall ticket from student portal enable Issue Hall Ticket option in the
exam controller.
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Download Hall Ticket
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Module: Student

Select Exam Registration —Click on View Hall Ticket
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Mark Entry

Method 1: Entry From Exam Controller

Select Exam Valuation Settings —External Mark Entry
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Enter the required details and click Display Mark Entry Form.

The marks can be entered using both Direct Method or Barcode Method.
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Once the mark is entered click the Submit Marks bution.

Method 2: Entry From Staff Login

The staffs for mark entry is assigned from exam controller moduile.

Select —Manage Regular exam —Internal Valuation Settings

Step 1- Assign valuation date

Click on Set Valuation Date
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Select the Exam Registration and Batch Details
Give the valuation date range and click on Submit button.
Step 2:Assigning Internal Faculty

Select Assign Internal Faculty
Enter Exam Date and Exam Registration
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The subject defined on the date given will be listed. The faculty can be each subject and
batch.

MNB: The student list will be shown in faculty login only if the attendance is marked on
that particular day of the exam.

Mark Entry Entry in Staff Login.
Log in to the staff account.

Select Exam Valuation.
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The subjects assigned to the faculty will be shown.

Click Enter Marks button to go to mark entry section.
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EXAM WALLATION

Emmm 1 GE 214 - GENERAL ERGILTEH Tt - 122000

Faculty can use either Barcode / Direct Entry Method to enter the marks here.
Add button can be used to add new field for mark entry
Save button saves the mark entered. If the mark entered is saved, it can be modified again.

Submit button submits marks to the Exam Controller and once confirm is selected marks
cannot be edited from the staff side.

Result Sheet Verification
Module: Exam Controller

Select Manage Regular Exam — Regular Exam Marklist — Final Mark List
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Select Exam Registration and Admission Year( if required)
Selectthe Consolidated Button

The Result Sheet of the batch will be shown. This can be used for verification purposes, pass board
meeting and analysis. A Sampie of Result Sheet is shown below
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Select Manage Regular Exam — Regular Exam Marklist — Final Mark List
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Select Publish From Date and Publish To Date — Click on Publish option.

Result in StudentLogin
Login to the studentaccount

Select My Performance — Semester wise marks card from Left menu panel.
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Select BExam type (Regular/ Supplementany/ Improvement) and Semester.

On Clicking the submit button Marks Card will be downloaded.

Sample of a Marks Card
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Assigned List

List of each subject along with the assigned faculty for evaluation will be displayed here.
Manage Regular Exam —Internal Valuation Settings — Assigned List

Exam controllers can lock/unlock the wvaluation To close the valuation click on the
unlock icon so that it will be locked and the locked date will be displayed. Also, you can
close or open all valuations by clicking the Close all/Open all button on the top. You can

also delete the required entries. Once it 15 closed, faculties cannot enter the marks

thereafter.
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Valuation Report

Evaluation submission status will be displayed here.
Manage Regular Exam —Internal Valuation Settings —Valuation Report

Select the exam registration. All subjects along with the attended number of students
will be displayed. The name of evaluated staff and the number of evaluated students also
will be shown If the faculty has submitted the evaluation. then the submission status will

be Yeselse No. Youcan also export the details from here.
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Not Submitted List
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Faculties who haven't submitted the valuation report will be displayed here.

Manage Regular Exam —Internal Valuation Settings —Not Submitted List

Here you can categorize them as Not Submitted and Not Saved.
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Enable Resubmit
Once the valuation 15 submitted, faculties cannot edit it. In order to edit, the exam

comtroller has to enable it here.

Manage Regular Exam —Internal Valuation Settings —Enable Resubmit

Select the date of the exam, exam type and assign type (Group/Individual) (If a single
faculty 1= assigned with multiple exams, then assign type will be multiple). List of
subjects along with the assigned faculty will be shown Select the checkbox

corresponding to the staff, so as to re-enter the marks.
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External Valuation Settings

Assion External Faculty
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Here you can assign an external examiner for each subject.

L L T

Manage Regular Exam —External Valuation Settings— Assign External Faculty

Select Exam date and Exam registered. List of external examiners will be listed select

appropriate examiner.
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Similar to internal valuation, the list of assigned faculties will be listed here. Exam
controllers can open/close the valuation. Also_ the exam controller can delete the entries

from here.
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Third Valuation Procedure

Third Valuation - Mark List

Students who are eligible for third evaluation 1s displayed here.
Manage Regular Exam —Third Valuation Procedure—Third Valuation - Mark List

Select the date of the exam and exam type. List of subjects with attended students’ count

will be shown. Click on the icon for View Mark.
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The students who are eligible for third evalpation will have Added For Third

Evaluation status ag Yes Click on the button Add Student For Third Evaluation. Then

that student’s paper will be gone for the third evaluation.
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Assign External Faculty

Exam controller can assign external staff for thard evaluation

Manage Regular Exam —Third Valuation Procedure—Assign External Faculty

Select Exam date registered exam and valuation count. Then submit Corresponding

to each subject, assign an external examiner.
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Assigned List

List of assigned faculties will be listed here.

Manage Regular Exam —Third Valuation Procedure—Assigned List

Exam controllers can open/close the valuation Also, the exam controller can delete the

entries from here.
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Enable Resubmit

Once the valuation is submitted, faculties cannot edit it. In order to edit. the exam

controller has to enable it here.

Manage Regular Exam —Third Valuation Procedure—Enable Resubmit

Select the date of the exam, exam type and assign tvpe (Group/Individual)_ (If a single
faculty 1s assigned with multiple exams then assign type will be multiple) List of
subjects along with the assigned faculty will be shown Select the checkbox

corresponding to the staff. so as to re-enter the
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Finalize Mark List
After the submission of marks, the exam controller can finalize the mark list here.

Manage Regular Exam —Third Valuation Procedure—Finalise Mark List

Select the date and type of exam_ Click on the View Mark icon.
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The list of students with the marks will be shown. Click on Finalize Mark. Later staff

cannot edit 1t
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This document explains how Online Exams can be conducted through Linways. Please
refer to the following steps for familiarizing with it

FACULTY SIDE:

In the left side Menu, a new option Online EXam can be seen.
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Manage Questions: Here, the staff can add questions and its corresponding options.
These guestions will be added in the Question Pool.
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For adding questions, click on Create Question and add questions and options as seen
below and saveit.

Manage Exam: In this option, staff can create new exams and add questions to it. For
creating an exam, we must provide details as shown in the image below and then save it.
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Once the exam is created, its details shall be seen as below. In order to Edit, Add
Questions, View and Delete the exam,click on the icons that are highlighted in this
image.
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Questions to the exam can be added either from the Question Pool (added from Manage
Queastions) or directly add to the created axam. Questions which are directly added to
the exam will be later included in the Question Pool also.
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For wnlocking the created exam, go to Manage Exam where you can see Lock status of
the exam as "Locked”. Click on it and it will show a confirmation message to Unlock as
seen below. Click OK to confirm unlocking the exam.
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STUDENT SIDE:

In the Home Page, Go to Subjects tab and select the tile of Subject for which the Online
exarn has to be attended.
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Select Online Exam >> EXxam List where the student can see the list of ongoing exams.
On clicking, it will be redirected to the created exam’s information and can attend there,
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Click on Attend and it will take students to the  examination
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EXAMRESULT:

The results of the Exam will be available for Staff and Students only after the ending time
defined in examination details. Staff can see the result as seen below:
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Here the faculty will get a detailed result view of their exam
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On clicking View Answer, Staff can view the answers marked by students and also their
status of result.The answers highlighted with blue shade indicate the correct option
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At students’ side, the students will be able to view their resulis, only if the faculty keeps the

respective exam in an unlocked state.

In student side, after the end time the exam status will be shown as ‘TIME - EXPIRED and
they can click on the same.
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They can click on the result option to view their result in- detail.
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They will get a detailed view of their result such as, status of result (PASSED / FAILED)
‘along with their marked answer and just like the faculty side,the answers highlighted with
blue shade indicate the correct option.
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Creating Google meet URL through Gmail

Login to your Gmail account.
Click onthefollowing button.
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Afterthatclick on the Google calender option.
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Now select the date and time at which you want to schedule the meeting.
Enter a name for your meeting and click on the option Add Google Meet video

conferencing.
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Afterthis process,copy the URL ofthe google meetand click on save button.
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STAFF

Log in to staff account, select a batch.

e Select Online Class — Create Meeting — Other button.

e Enter Meeting Name, Description, and Time.
Student will be able to join the meeting only when the given time is reached.
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e Enter the URL of the meeting (the URL of google meet we copied before) in URL
box provided and click Create button.
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Now at the time when faculty needs to host the meeting
Click on list meetings
Click on the button Host

* Ll

Now the meeting will be hosted through Google Meet.
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STUDENT

Log in to the student account.

s Click on the Online Meeting option in the left menu panel.
The Live meetings will be listed here.

e Click on the Join button corresponding to the meeting listed.

Students can also view the Upcoming and Old Meeting by selecting the respective
tabs.
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Exam Chairperson Login
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Exam Mark Entry
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