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Date: 01/01/2019 
 

To 
The President, 
Shri Vithal Education and Research Institute (SVERI), 
Pandharpur-413304. 

 
Subject: Regarding ERP-RWork for Shri Vithal Education and Research Institute (SVERI) 

Respected Sir, 

The directors of the Board of our Company are the members of Trust Shri Vithal Education and 
Research Institute (SVERI), Pandharpur. In view of this, we are providing ERP-RWork to the 
following institutes of SVERI at free of cost. 

 
1) SVERI's College of Engineering, Pandharpur 
2) SVERI's College of Engineering (Poly.), Pandharpur 
3) SVERI's College of Pharmacy, Pandharpur 
4) SVERI's College of Pharmacy (Poly.), Pandharpur 

The details of the modules are attached as Annexure-I 

Yours Sincerely, 

 

Suraj B. Ronge 
Director 
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ANNEXURE-I 
 

Details of the modules be provided as follows: 

1. NBA - UG Tier II 
a. Criteria 1 (1.1., 1.2., 1.5.) 
b. Criteria 2 (2.2.2.C., 2.2.2.D.) 
c. Criteria 3 (3.1.1., 3.1.2., 3.1.3., 3.2.2., 3.3.2.) 
d. Criteria 4 (General Reports, 4.1., 4.2.1., 4.2.2, 4.3., 4.4., 4.6.2., 4.6.3.) 
e. Criteria 5 (General Reports, 5.1., 5.1.1, 5.2., 5.3., 5.4., 5.5., 5.6., 5.7.1.A., 5.7.1.B., 

5.7.2, 5.7.3.A., 5.7.3.B., 5.7.3.C., 5.7.3.D., 5.7.4, 5.9.) 
f. Criteria 7 (7.1.) 
g. Criteria 8 (8.1., 8.2., 8.3., 8.4.2, 8.5.1., 8.5.2.) 
h. Criteria 9 (9.7.A., 9.7.B.) 
i. Criteria 10 (10.1.1.) 

2. NBA - PG Engg 
a. Part B (1., 3., 4.) 
b. Criteria 1 (1.2.1.A-B, 1.2.1.C., 1.2.1.D., 1.2.3.C., 1.2.3.E., 1.2.3.F.) 
c. Criteria 2 (2.1., 2.2.2.) 
d. Criteria 3 (General Reports, 3.1., 3.2., 3.4.1.) 
e. Criteria 4 (General Reports, 4.1., 4.2.1., 4.2.2., 4.3., 4.4.1., 4.4.2.) 
f. Criteria 6 (6.1.A., 6.1.B-C.) 

3. RWork Settings 
a. Institute Details 
b. Academic Year 
c. Administrative Departments 
d. Academic Departments 
e. Programs 
f. Term Duration 
g. Reset User Password 
h. Bank Details 
i. System Profiles 
j. Access Rights (User Type) 
k. Access Rights (Position) 
l. Access Rights (Department) 
m. Access Rights (Employee) 
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4. Employee Record 
a. Dashboard 
b. Create Employee 
c. Employee Record 
d. Employee Profile 

5. Admissions 
a. Dashboard 
b. Admit Students 
c. Student Record 
d. Cancel Admission 
e. Branch Transfer 

6. Student Center 
a. Student Information 
b. Student Profile 
c. Student Promotion (Student-wise) 
d. Student Promotion (Class-wise) 

7. Employee Profile 
8. Academics 

a. Dashboard 
b. Timetable and Attendance 
c. Vision & Mission 
d. Program Management 
e. Course Evaluation Tools 
f. Course Management 
g. Student Enrollment 
h. Evaluation 

9. First Year Academics 
a. Timetable and Attendance 
b. Course Management 
c. Student Enrollment 
d. Evaluation 

10. Examination 
a. Exam Form 
b. Result 
c. Student Promotion (Class-wise) 
d. Student Promotion (Student-wise) 
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11. Document Issuance 
a. Bonafide Certificate 
b. Transference Certificate 

12. My Dashboard 
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1. SIGN IN TO YOUR ACCOUNT 

❖ Write your RWork “User ID” in the given space. 

 

❖ Then Press “Next” Button 

 

❖ A new window having User Name and User ID is going to display. 

❖ “Enter your Password” in the space given and then press “Sign in” Button 

ADMINISTRATION 
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❖ A new window appears 
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       2. PASSWORD CHANGE 

❖ Click on your name written at the top rightmost side. 

 

❖ Six Options are going to display 

● Change Password 

● My Profile 

● Update My Details 

● Library Database 

● Book History 

● Logout 

❖ Click on “Change Password” Option 

 

❖ A new window appears 

❖ Enter “Old Password”, “New Password “and then enter again new password in “Confirm New 

Password” space given. 

❖ Then press “Submit” Button. 
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3. MY PROFILE 

❖ Click on your name written at the top rightmost side. 

 

❖ Click on second option “My Profile” Option 
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❖ A new window appears named “Employee Profile” 

 

❖ To fill Individual Employee Details two tabs are given: 

● Persona Details 

● Details of Activities 

 

❖ Select Personal Detail Tab to view individual personal information: 
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The window consists of four sections: 

a) Personal Details 

b) Qualification Details 

c) Experience Details 

d) Total Experience Details 
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Select Details of Activities Tab to view individual personal activities 

 

The window consists of three sections: 

a) Publication Details 

b) STTP/ Workshop/ FDP Details 

c) Book Details 

d) Guest Lecturer Details 

e) Question Paper Setting & Moderation Details 

f) Design and Development of Curriculum Details 

g) Assessment/Evaluation/Moderation Details 

h) Online Courses Details 

i) Membership of Professional Bodies Details 

4. UPDATE MY PROFILE 

❖ Click on your name written at the top rightmost side. 
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❖ Click on “Update My Details” Option and a window appear named Employee Profile which 

consists of multiple tabs to be filled by user. 

            

❖ The Tabs are: 

1) Identity Image 

2) Address 

3) Qualification Details 

4) Technical Skills 

5) Achievement/Award 

6) Experience 

7) Payment Modes 

8) Details of Activities 

9) Emergency 

10) Policy Details 

11) My Documents 

12) Resign 

13) Extra-Curricular Activities 

1) Identity Image: 

⮚ The profile picture should be less than 40kb in size and its dimensions like width and 

height should be less than 350px and 450px respectively. 

⮚ Select “Upload Image” Button for uploading image. 
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2) Address: 

⮚ It consists of two sections: Permanent Address and Permanent Address Details       

 

3) Qualification Details: 

⮚ Select “Add Qualification” tab for filling educational qualification details. 

⮚ The necessary fields are: Select of Education, Percentage/CGPA, Graduating Year, 

School/ College Name, University/ Board, Upload Certificate 

⮚ The size of certificate should be less than 1Mb (JPEG, PDF). 

⮚ After filling the field press “Submit” Button. 
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4) Technical Skills: 

⮚ Select “Add Skill/Technology/Course” tab for filling technical skill details. 

⮚ The necessary fields are: Skill/Technology, Level, Details, Upload Document 

⮚ After filling the field press “Submit” Button. 

 

5) Achievement/Award 

o Select “Add Achievement/Award” tab. 

o The necessary fields are: Academic Year, Achievement/Award, Details, Upload 

Document. 

o After filling the field press “Submit” Button. 
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6) Experience: 

⮚ Select “Add Experience” tab to filling the Work Experience. 

⮚ The necessary fields are: Name of Organization, Type of Experience, From Date, To 

Date, Designation on Joining, Designation While Leaving, Last Month Gross Salary 

In (₹), Achievements if any, Upload Experience Certificate, Upload Relieving 

Certificate 

⮚ After filling the field press “Submit” Button. 

 

7) Payment Modes: 

⮚ The necessary fields to fill are: Payment Mode, Bank Name, Account Number, IFSC 

Code, Account Type 

⮚ After filling the field press “Submit” Button. 
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8) Details of Activities: 

⮚ Select the “Type of Activity “from drop down. 

 

⮚ If you select “Publication” Option then necessary fields to fill are: Quality of Paper, 

Author(s), Title of Paper, Journal/Conference Details, Date of Publication, Journal 

notified on UGC website? Yes/No, ISBN/ISSN Number, DOI, Online Link, SCI 

Impact factor (if any), Consider for Accreditation? Yes/No, Upload Certificate 

⮚ After filling the field press “Submit” Button. 
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⮚ If you select “STTP/WORKSHOP/FDP” Option then necessary fields to fill are: 

Program/ Training Details, Start Date, End Date, Duration (Days), Location, 

Organising Body, Organising Institute, Program, Relevant PO, Upload Document, Is 

financial support provided to attend STTP/Workshop/FDTP/FDP/STC?*, Name of 

the professional body for which membership fee is provided 

⮚ After filling the field press “Submit” Button. 

 

⮚ If you select “BOOK” Option then necessary fields to fill are: Author(s), Title of 

Book, ISBN Number, Year of Publication, Online Link, Consider for Accreditation? 

Yes/ No 

⮚ After filling the field press “Submit” Button. 
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⮚ If you select “PATENT” Option then necessary fields to fill are: Application No., 

Date of Filling, Application Name(s), Title of Invention, Application Status: FILED/ 

PUBLISHED/ GRANTED, Upload Document, Consider for Accreditation? Yes/ No 

⮚ After filling the field press “Submit” Button. 

 

⮚ If you select “Sponsored Research” Option then necessary fields to fill are: 

Academic Year, Project Title, Funding Agency Details, Funding Agency Type, Name 

Principal Investigator, Add Co-Investigator/s, Date of Sanction, Sanctioned Amount 

(INR in Lakhs), Duration (Months), Upload Certificate. 

⮚ After filling the field press “Submit” Button. 
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⮚ If you select “Consultancy from Industry” Option then necessary fields to fill are: 

Academic Year, Project Title, Funding Agency/ Type of Agency, Faculty Involved, 

Amount (INR in Thousands), Duration (Months), Completion of Consultancy 

Assignment?, Consider for Accreditation? Yes/ No, Upload Document 

⮚ After filling the field press “Submit” Button. 

             

⮚ If you select “Development Activity” Option then necessary fields to fill are: 

Academic Year, Development Type, Product, Description, Upload additional 

information, Faculty Involved, Program, Relevant PO, Consider for Accreditation? 

Yes/ No, Other People Involved in Activity  

⮚ After filling the field press “Submit” Button 
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⮚ If you select “Guest Lecture” Option then necessary fields to fill are: Organization, 

Subject, Lecture Duration (Hrs.), Date, Upload Document 

⮚ After filling the field press “Submit” Button 

       

⮚ If you select “PG and PhD Students Guided” Option then necessary fields to fill 

are: Academic Year, No. of Students Guided, Click on “Fill Details” Button to fill 

student information, Student Name, Degree Level, Title of Thesis/ Project, Year of 

Registration, Completion Status, Upload Synopsis, Upload Thesis/Project, Upload 

Document 
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⮚ After filling the field press “Submit” Button 

 

⮚ If you select “Curriculum Development and Assessment”. 

⮚ Select “Type” 

a) Member of Academic Council/BOS of Affiliating Board/University Details 

b) Question Paper Setting & Moderation Details 

c) Design and Development of Curriculum Details 

d) Assessment/Evaluation/Moderation Details 

⮚ If you select Member of Academic Council/BOS of Affiliating Board/University 

Details then necessary fields to fill are: Name of Committee/Body, Designation, 

From Date, To Date, and Upload Document. 

⮚ After filling the field press “Submit” Button. 

 

⮚ If you select Question Paper Setting & Moderation Details then necessary fields to 

fill are: Academic Year, Type (Question Paper Setting/Moderation), Level of 

Program (Diploma, UG, PG, PH.D.), Course Name, Upload Document. 

⮚ After filling the field press “Submit” Button. 
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⮚ If you select Design and Development of Curriculum Details then necessary fields to 

fill are: Academic Year, Level of Program (Add on Courses, Certificate Courses, 

Diploma, UG, PG, PH.D.), Program, Course Name, Upload Document, Consider for 

Accreditation. 

⮚ After filling the field press “Submit” Button. 

 
⮚ If you select Assessment/Evaluation/Moderation Details then necessary fields to fill 

are: Academic Year, Type (Assessment, Evaluation, and Moderation), Level of 

Program (Diploma, UG, PG, PH.D.), Course Name, Upload Document. 

⮚ After filling the field press “Submit” Button. 
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⮚ If you select “Extention Activity” then the necessary fields to fill are: Academic 

Year, Event Level, Participation Type, Activity(NSS, NCC, Red Cross, YRC, Swach 

Bharat, AIDS Awareness, Gender Issues, Others), Venue/Place of Activity, Details of 

Activity, Organising Unit/Agency/Collaborating Agency, Date, Name of the scheme, 

Faculty Coordinator/ Participation, Students Participants, Achievement/Award(1
st
/ 

2
nd

/3
rd

/Participated), Program, Relevant PO, Relevant CO, Links to the Image/s of 

Activity, Upload Document. 

⮚ After filling the field press “Submit” Button 

 

⮚ If you select “Online Courses” then the necessary fields to fill are: Academic Year, 

Course Name, Course Duration (In no. of weeks.), Mode (Online/Offline), Start Date, 

End Date, Name of Training Organization, Program, Relevant PO, Fees (INR), 

Financial Support (Yes/No), Upload Document. 

⮚ After filling the field press “Submit” Button. 
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⮚ If you select “Corporate Training” then the necessary fields to fill are: Academic 

Year, Name of corporate training program, Sponsoring agency with contact details, 

Faculty Involved, Revenue generated (INR), Duration (Hrs), Number of trainees, 

Upload Document. 

⮚ After filling the field press “Submit” Button. 

 
⮚ If you select “Board Of Governors” then the necessary fields to fill are: Name Of 

Organization, Type, From Date, To Date, Upload Document. 

⮚ After filling the field press “Submit” Button. 
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⮚ If you select “Program Invitee” then the necessary fields to fill are: Program/Event 

Details, Organising Body/Institution, Invitee Type, Date, Upload Document. 

⮚ After filling the field press “Submit” Button. 

 
⮚ If you select “College Committee Member Details” then the necessary fields to fill 

are: Academic Year, Name of Committee, Type, Upload Document. 

⮚ After filling the field press “Submit” Button. 

 



22 | Page 
 

⮚ If you select “Membership Of Professional Bodies” then the necessary fields to fill 

are: Name of Professional Body/Society, Type of Professional Body/Society, Type of 

Membership, Membership No., Registration Date, Registration Year, Upload 

Document. 

⮚ After filling the field press “Submit” Button. 

 
9) Emergency: 

⮚ The necessary fields to fill are: Blood Group, Number of Dependent, Emergency 

Contact Number, Emergency Contact Name, Nominee Name, Nominee Mobile, 

Nominee Email Id 

⮚ After filling the field press “Submit” Button 

 

10) Policy Details: 

⮚ Select “Add Policy” tab 

⮚ The necessary fields to fill are: Policy Number, Amount in Rs., From Date, To Date, 

Upload Document 

⮚ After filling the field press “Submit” Button 
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11) My Documents: 

⮚ Select “Add Document” tab 

⮚ The necessary fields to fill are: Name of the Document, Upload Document 

⮚ After filling the field press “Submit” Button 

    

12) Resign: 

⮚ The necessary fields to fill are: Reason of Resignation, Expected Date of Relieving, I 

confirm to submit above information 

⮚ After filling the field press “Submit” Button 
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13) Extra Curricular Activities: 

⮚ The necessary fields to fill are: Type of Activity (Sports, Cultural, Extended/Social 

Activity). 

⮚ If you select Sports then necessary fields to fill are: Academic Year, Sports Level 

(Department Level/Institute Level/State Level/National Level/International 

Level/University Level), Participation Type (Within State/Outside State/Outside 

Country),Sport, Sport Type (Team/Individual), Organization, Details of participation, 

Date, Achievement, Link to the image/s of Activity, Upload Document. 

⮚ After filling the field press “Submit” Button. 

 
⮚ If you select Cultural then necessary fields to fill are: Academic Year, Event Level 

(Department Level/Institute Level/State Level/National Level/International 

Level/University Level), Participation Type (Within State/Outside State/Outside Country), 
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Event, Organization, Date of Event, Achievement, Link to the image/s of Activity, Upload 

Document. 

⮚ After filling the field press “Submit” Button. 

 
⮚ If you select Extended/Social then necessary fields to fill are: Academic Year, Event Level 

(Department Level/Institute Level/State Level/National Level/International 

Level/University Level), Participation Type (Within State/Outside State), Activity, 

Venue/Place of Activity, Details of Activity, Organizing Unit/Agency/Collaborating 

Agency (Yes/No), Date, Achievement, Link to the image/s of Activity, Link to image of 

Activity, Upload Document. 

⮚ After filling the field press “Submit” Button. 
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5. LIBRARY DATABASE 

❖ Click on your name written at the top rightmost side. 

❖ Click on “Library Database” Option 

 

❖ A window appears which consists of “Search Book” field and list of book information 

     

 

6. BOOK HISTORY 

❖ Click on your name written at the top rightmost side. 

❖ Click on “Book History “Option 
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❖ A window appears which consists of “Book History” table of book issued by user from library. 

 

7. LOGOUT 

❖ Click on your name written at the top rightmost side. 

❖ Click on “Logout “Option. 

      

8. EMPLOYEE RECORD 

❖ Click on “Employee Record” Option  

❖ It  consists of three tabs: 
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a) Dashboard 

b) Create Employee 

c) Employee Record 

 

a) Dashboard: 

⮚ Click on “Dashboard” Option 

⮚ A window appears named Employee Dashboard having two tabs: Active and 

Academic Year Wise. 

 

⮚ If you click on Active tab which is divided into three sections: Academic 

Departments, Non-Academic Departments and Overall Staff. 

1. Academic Departments: 

o In this section a table is shown which portrays Sr. No., 

Department, Department Code, No. of Teaching Staff, No. of Non-

Teaching Staff, Total Staff and Action (for view staff) 
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o Click on “View Staff” Button it displays a table that depicts List of 

Current Employees with total count of teaching and non-teaching 

staff, Employee Code, their Designation, Position, Employee Type 

(Teaching/Non-Teaching), Action (for Update) 

 

o Click on “View Update” Button. 
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o A new window appears for updating Employee Details 

 

2. Non-Academic Departments: 

o In this section a table displays which depicts three Departments 

(Office, Library, and Store), Department Code, No. of Non-

Teaching Staff, Total Staff, Action (View Staff). 

                          

o Click on “View Staff” Button, it displays a table that depicts List of 

Current Employees with total count of teaching and non-teaching 

staff, Employee Code, their Designation, Position, Employee Type 

(Teaching/Non-Teaching), Action (for Update) 

3. Overall Active Staff: 
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o A table is shown which depicts Overall Teaching Staff, Non-Teaching 

Staff and Total Staff. 

           

o Click on “View Staff” Button, it displays a table that depicts All 

Department Total Number of Teaching staff and Total Number of 

Non-Teaching staff and a table that depicts Employee Name, 

Employee Code, Designation,  Position, Employee Type, 

Department, Action. 

 

b) Create Employee: 

⮚ Click on “Create Employee” Option 

⮚ A window appears named Add Employee to create new employee account. 

⮚ The necessary fields are: Department, First name, Middle Name, Last Name, 

Employee Type, Designation, Appointment Type, Appointment Sub-Type, 

Mobile Number, Alternate Mobile Number, Personal Email Id, Official Email 



32 | Page 
 

Id, First Date of Appointment, First Date of Joining / Contract Start Date (in 

case of contractual basis) 

⮚ Note: "Once the User is created, it cannot be deleted!" 

⮚ After filing all fields click on “Create” Button 

 

c) Employee Record: 

⮚ Click on “Employee Record” Option 

⮚ A window appears named Employee Record which is divided into three 

sections: Search Employees, Current and Past Employee Records 

          

1. Search Employees: 

o This section is basically to search Employee by filling Employee 

Name/ Code and press “ Submit” Button 
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o A table appears which shows the details of Employee. 

            

2. Current Employee Records: 

o This section gives the details of present employees information. 

o Select “Department” 

o Click on “Submit” Button 

               

o It displays present employee list department-wise. 
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3. Past Employee Records: 

o This section gives the details of employees who left the institute. 

o Select “Department” 

o Click on “Submit” Button 

          

o It displays past employee list department-wise. 
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9. EMPLOYEE PROFILE 

❖ Click on “Employee Profile” Option  

❖ A window appears named Search Employees 

❖ Write Employee Name/Code and click on “Search” Button 

        

❖ A table appears which depicts searched employee information: Employee Name, 

Employee Code, Department, Date of Joining, Action (View) 

   

❖ Click on “View” Button 

❖ A new window appears which depicts Employee Profile 
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10. ADMISSIONS 

❖ Click on “Admissions” Option  

❖ A window appears consists of five tabs: 

a) Dashboard 

b) Student Record 

c) Admit Students 

d) Cancel Admission 

e) Branch Transfer 

 

a) Dashboard: 

⮚ Click on “Dashboard” a window appears named Admissions Dashboard. 

⮚ The window is divided into five sections: 

● Overview 

● Newly Admitted Students 

● Admission Category Wise (Program-Wise) 

● Admission Category Wise (Overall) 

● Fees-Category Wise 

STUDENT ADMISSION & SUPPORT 

 



37 | Page 
 

 

⮚ Click   Overview and Select Academic Year 

⮚ The table depicts UG & PG Program-Wise/Year Wise/Gender-Wise number of 

Students. 

 

⮚ Click   Newly Admitted Students and Select Academic Year  

⮚ The table depicts newly admitted UG & PG Year/Program-Wise number of 

Students in First Year and Second Year class. 
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⮚ Click   Admission Category Wise (Program-Wise) and Select Academic Year 

and Program name 

⮚ The table depicts Year/Program/Caste/ Gender-Wise number of Students admitted 

in First Year and Second Year class. 

 

⮚ Click   Admission Category Wise (Overall) and Select Academic Year 

⮚ The table depicts Total Year/Caste/ Gender-Wise number of Students in admitted 

First Year and Second Year class. 

 

⮚ Click   Fees-Category Wise and Select Academic Year and Program name 

⮚ The table depicts Year/Caste/ Gender-Wise number of Students in different class. 



39 | Page 
 

 

b) Student Record: 

⮚ Click on “Student Record” a window appears named Student Record. 

⮚ The window consists of Student Name/Code field and List of Students (Class-wise). 

 

⮚ Fill Student Name/Code and click “Submit” Button 

⮚ It will display a table which depicts the Student Name, Student Code, PRN No., 

Admission Year, Program and Action. 
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⮚ Click on “View/Update” Button 

 

⮚ A new window appears having Student Information 

⮚ The window consists of multiple tabs: 

I. Basic Details 

II. Personal Details 

III. Identity Image 

IV. Address 

V. Admission Details 

VI. Educational details 

VII. Contact Details 

VIII. Bank details 

IX. Co-Curricular Activities 

X. Extra-Curricular Activities 

XI. Overall Result 

XII. Student Documents 

XIII. Issued Documents 

XIV. Insurance Information 
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I. Basic Details: 

o The necessary fields to fill are Program, First Name, Middle 

Name, Last Name, Gender, Student Email Id, Student Mobile 

Number, Parents Email Id (Required for parents login ID) , 

Parent Mobile Number , Admit To, Registration Year, Date of 

Registration, General Register Number,  ABC Id and PRN 

NO. 

o After filling the fields press “Freeze/Update” Button.  

 

II. Personal Details: 

o The necessary fields to fill the persona details are Date of Birth, 

Place of Birth, Father‟s Name, Mother‟s Name, Grandfather‟s 

Name, Blood Group, Marital Status, Nationality, Mother 
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Tongue, Religion of Student as per the Leaving Certificate, 

Caste of Student as per the Leaving Certificate, Sub-Caste of 

Student as per the Leaving Certificate, Religion, Caste, Sub-

Caste, Aadhaar (UID) No., Aadhaar Linked Mobile Number, 

Foreign Student?,  Guardian's Name , Guardian's Date of Birth 

, Relation to Student, Responsible Person's Name, 

School/Institute Last Attended , Physically Handicapped , 

General Excluding Minority and PIO. 

o After filling the fields press “Submit” Button.  

 

III. Identity Image: 

o To upload image select “Upload Image” Button 

o The picture for RWork should be less than 40kb in size and its 

parameters like width and height should be less than 350px and 450px 

respectively. 
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IV. Address: 

o This tab consists of three sections: Permanent/Parent's Address 

Details, Present Address Details and Local Guardian's Address Details. 

o After filling the fields press “Submit” Button. 

          

V. Admission Details: 

o This tab consists of three sections. 

o The first section is Registration Year which consists of a table 

which depicts: Admission Year, Date of Admission, Class, Fees 

Category, Admission Category, Type of Admission, Admission 

Sub-Type, Annual Income of Family (INR), Scheme Name, 

Application Id, Amount in Rupees (INR), Occupation of Parent, 

Hostellite or Dayscholar, Action (Update). 
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o The second section is Following Classes which consists of a 

table which depicts:  Admission Year, Date of Admission, Class, 

Fees Category, Annual Income of Family (INR), Scheme Name, 

Application Id, Amount in Rupees (INR), Occupation of Parent, 

Hostellite or Dayscholar, Action (Update). 

 

o The third section is Scholarship/Freeship/Schemes Details 

which consists of a table which depicts: Admission Year, Class, 

Government scholarship/Freeship, Institute Beneficiary 

Scheme(s), Private Beneficiary Scheme(s), Action 

(View/Update) 

 

VI. Educational Details: 

o Select “Add Qualification” tab 
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o The necessary fields are Level of Education, Percentage/CGPA, 

Passing Year, School/College Name, University/Board, and Upload 

Certificate. 

o After filling the fields press “Submit” Button 

 

VII. Contact Details: 

o Select “Add New Contact Number” tab 

o The necessary fields are Mobile Number, Number Type and 

Number Belongs To. 

o After filling the fields press “Save” Button 

 

VIII. Bank Details: 

o Select “Add New Bank “tab. 

o The necessary fields are Name of Nationalized Bank, IFSC 

Code, MICR Code, Account Number and Type of Account (Savings/Current). 

o After filling the fields press “Save” Button 
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IX. Co-Curricular Activities: 

o Select “Type of Activity” (Technical Event, Publication, Add-

On/Certificate Courses, Training/Workshop, Industrial 

Training/ Internship) 

o If Type of Activity is Technical Event then the necessary fields 

are Academic Year, Event Level, Participation Type, Event, Sub event/Details of 

Activity, Organization, Date of Event, Achievement, Relevant PO, Relevant CO, 

Upload Certificate. 

o After filling the fields press “Submit” Button 

 

o If Type of Activity is Publication then the necessary fields are 

Academic Year, Publication Level, Publication Type, Publication Date, 

Authors‟ Name, Publication/Topic Name, Type of Paper, Journal/Conference 

Details, Title of Paper, Relevant PO, Relevant CO, Upload Paper, Upload 

Document. 

o After filling the fields press “Submit” Button 
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o If Type of Activity is Add-On/Certificate Courses then the 

necessary field are Academic Year, Course Name, Course 

Duration (In Hours), Mode, Start Date, End Date, Name of 

Training Organization, Relevant PO, Upload Document. 

o After filling the fields press “Submit” Button 

 
 

o If Type of Activity is Training/Workshop then the necessary field 

are Academic Year, Training/Workshop Level, Participation Type, Title of 

Training/ Workshop, Start Date, End Date, Duration, Location, Relevant PO, 

Relevant CO, Upload Document. 

o After filling the fields press “Submit” Button 
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o If Type of Activity is Industrial Training/Internship then the 

necessary field are Academic Year, Organization/Industry Details, Start Date, 

End Date, Duration, Location, Relevant PO, Relevant CO, Upload Document. 

o After filling the fields press “Submit” Button 

 

X. Extra-Curricular Activities: 

o Select “Type of Activity” (Sports, Cultural, Extended/ Social 

Activity) 

o If Type of Activity is Sports then the necessary fields are 

Academic Year, Sport Level, Participation Type, Sport, Sport Type, 

Organization, Details of Participation, Date, Achievement, Relevant CO, 

Relevant PO, Links to the Image/s of Activity, Upload Certificate. 

o After filling the fields press “Submit” Button 



49 | Page 
 

           

 

o If Type of Activity is Cultural then the necessary fields are 

Academic Year, Event Level, Participation Type, Event, Organization, Date of 

Event, Achievement, Relevant CO, Relevant PO, Links to the Image/s of Activity, 

Upload Certificate. 

o After filling the fields press “Submit” Button 

          

o If Type of Activity is Extended/ Social Activity then the 

necessary fields are Academic Year, Event Level, Participation Type, Activity, 

Venue/Place of Activity, Details of Activity, Organising 

Unit/Agency/Collaborating Agency, Date, Achievement, Relevant CO, Relevant 

PO, Links to the Image/s of Activity, Upload Certificate. 

o After filling the fields press “Submit” Button 
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XI. Overall Result: 

o In this section a table is displayed which depicts Academic Year, 

Class, Sem%, Sem-CGPA, Sem Status, Overall Year %, Overall CGPA, 

Overall Status, Action. 

 

XII. Student Documents: 

o Select “Add Document “tab 

o The necessary fields are Name of the Document, File to upload. 

o After filling the fields press “Submit” Button 
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XIII. Issued Documents: 

o In this section a table is displayed having information of the 

documents issued from office/college. 

o The table depicts Date of Issue, Type of Document, Purpose, 

View Document. 

 

XIV. Insurance Information: 

o Select “Insurance Information” tab. 

o The necessary fields are Nominee Name, Nominee Age, 

Relation.  

o After filling the fields press “Submit” Button. 

 

c) Admit Students: 

⮚ Click on “Admit Students” a window appears named Admit Students. 

⮚ The window consists of three sections:  

1. Admit New Students (Manual) 

2. .Admit New Students (Upload) 

3. Admit Existing Students 
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1. Admit New Students (Manual): 

o The necessary fields are to fill: Program, First Name, Middle Name, Last Name, 

Gender, Email Id, Mobile Number, Admit To, Registration Year, Date of 

Admission 

o One note: "Once a student is created, it cannot be deleted." 

o After filling fields press “Submit” Button 

          

2. Admit New Students (Upload): 

o The necessary fields are Program, Admit To, Registration Year. 

o After filling fields press “Upload Data” Button 
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3. Admit Existing Students: 

o The necessary fields are Academic Year, Program 

o After filling fields a table appears which depicts Class, No. of Admissions, 

Action (View Students) 

          

o If click on View Students Button a new window appear which shows the 

list of students in class. 
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d)  Cancel Admission: 

⮚ Click on “Cancel Admission” a window appears named Cancel Admission. 

⮚ Enter Student Name/ Code for cancel his/her admission. 

⮚ After entering student name Click “Submit” Button 

               

⮚ A table appears in the window which portrays the searched candidate name for cancel 

his/her admission. 

⮚ In the last column of the table a button is given named “Cancel Admission” 
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e) Branch Transfer: 

⮚ Click on “Branch Transfer” a window appears named Apply Branch Transfer. 

⮚ Window is divided into two Sections: Apply Branch transfer and View Branch Transfer 

Information 

                   

⮚ Click on Apply Branch transfer and select Registration Year and Select Student for 

Branch transfer 

⮚ After filling the fields click on “Submit” Button 
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⮚ Click on View Branch Transfer Information and select Registration Year 

⮚ It will display the list of Branch Transfer Students. 
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11. STUDENT CENTER 

❖ Click on “Student Center” Option  

❖ It consists of three tabs: 

a) Student Information 

b) Student Profile 

c) Student Promotion (Student-wise)  

d) Student Promotion (Class-wise)  

 

a) Student Information: 

⮚ Click on “Student Information” Option 

⮚ A window appears to search student information 

⮚ Write Student Name/Code in the space given and click on “Submit” Button  

              

⮚ A table appears which depicts searched candidate information: Student Name, 

Student Code, PRN No., Admission Year, Program, Action (View/ Update) 
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⮚ Click on “View/Update” Button 

⮚ It displays student record 

 

b) Student Profile: 

⮚ Click on “Student Profile” Option 

⮚ A window appears to view student profile 

⮚ Write Student Name/Code in the space given and click on “Search” Button  
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⮚ A table appears which depicts searched candidate information: Student Name, 

Student Code, Admission Year, Program, Action (View) 

           

⮚ Click on “View” Button 

⮚ It displays student profile 
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⮚ This window consists of seven tabs: 

I) Personal Details 

II) Class Details 

III) Attendance Insights 

IV) Academic Insights 

V) Co-Curricular Activities 

VI) Extra-Curricular Activities  

VII) Issued Documents 

I) Personal Details: 

o It displays student personal information 

o This window is divided into four sections: Personal Details, 

Admission Details, Education Details, and Contact Details. 

o Personal Details consists of PRN No., Type of Admission, Date of 

Birth, Father‟s Name, Mother‟s Name, Gender, Email Id, Mobile Number, 

10
th

 School Name, Permanent/ Parent‟s Address Details, Identity Image, 12
th

 

School/ College Name, Minority, Blood Group, Mother Tongue, Personal 

Address Details 
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o In Admission Details a table displays which depicts Student 

Admission Year, Class, Fee Category, Caste Category, Type of Admission, 

Admission Sub-Type, Annual Income of Family (INR), Are you eligible for 

EBC Scholarship? Occupation of Parent and Hostellite or Dayscholar?  

         

o In Education Details section a table displays which portrays Level 

of Education, School/College Name, University/ Board, Degree, 

Specialization, Percentage/CGPA, Passing Year, Certificate 
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o In Contact Details section a table which depicts Student Contact 

Number, Number Type, Belongs to, Name of Parent/ Guardian 

          

                               II)       Class Details: 

o It displays student class details and overall result details 
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                               III)       Attendance Insights: 

o It displays student attendance in every year. 

o Select Class, Semester, Academic Year, and Type (Theory/Practical) 

o The table portrays the Students‟ Subject-wise attendance. 

             

                               IV)       Academic Insights: 

o It displays student academic performance. 

o It will depict Cumulative Bloom's Profile and Semester Bloom's 

Analysis graphically. 

o Select Class, Semester, Academic Year, and Course (Subject Name) 
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                               V)       Co-Curricular Activities: 

o It displays student technical event details. 

                                VI)       Extra-Curricular Activities: 

o It displays student technical event details. 

                               VII)       Issued Documents: 

o It displays student documents issued from college. 

                

      c)    Student Promotion: 

⮚ Click on “Student Promotion” Option 

⮚ A window appears to view Student Promotion (Student-wise) 

⮚ Write Student Name/Code in the space given and click on “Search” Button  
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⮚ A table appears which depicts searched candidate information: Student Name, 

Student Code, Admission Year, Program, Action (View/Update Result) 

                

⮚ Click on “View/Update Result” Button 

⮚ It displays student promotion details i.e. class-wise result 

                

 

 

 

 

 

 

 

 



66 | Page 
 

 

12. MY DASHBOARD 

❖ Click on “My Dashboard” Option  

❖ A window appears consists of three tabs: 

a) Attendance 

b) Academics 

c) Library Books With Me 

      

a) Attendance: 

⮚ In this tab attendance of subject allotted to user is displayed. 

⮚ The necessary fields are: 

● Academic year: Select Year  

● Semester: SEMESTERI/ SEMESTER II 

● Type: Select Tools 

         

ACADEMICS 
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b) Academics: 

⮚ In this tab User Work Status and Performance related to academic is displayed. 

⮚ First Select Academic Year. 

⮚ Table of Work Status is displayed consists of: 

● Subject Name 

● Program Name 

● Class 

● Semester & Division 

● CO Creation 

● CO-PO Mapping Index 

● Tool Freezed 

● CO Target 

● Tool CO Linking 

● Tool Evaluation 

● Tool CO Attainment 

● Course CO Attainment 

 

⮚ The dots of different color indicates work status: 

● Green: Completed 

Red:      Pending 

Orange: In-Progress     

⮚ In the same window Performance of User in Academics is displayed. 
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c) Library Books With Me: 

⮚ In this tab books issued from library by user is displayed. 
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13. ACADEMICS 

❖ Click on “Academics” Option  

❖ It consists of eight tabs: 

a) Dashboard 

b) Time Table & Attendance 

c) Vision & Mission 

d) Program Management 

e) Course Evaluation Tools 

f) Course Management 

g) Student Enrollment 

h) Evaluation 

             

    a) Dashboard: 

⮚ Click on “Dashboard” Option  

⮚ A window appears named Academics Dashboard 

⮚ This window consists of two tabs: Course-wise and Class-wise 
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        I) Course-Wise 

o Click on “Course-wise” and Select Academic Year, Program Name, 

Class, and Division 

o It displays the Course/Division- Wise Work Status of each course. 

 

o The dots of different color indicates work status: 

●  Green: Completed 

               Red:      Pending 

              Orange: In-Progress     

o This window also displays the Course Performance 
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                       II) Class-Wise 

o Click on “Class-wise” and Select Academic Year, and Program Name 

o It displays the Class/Division- Wise Work Status and Performance 

               . 

       b) Time Table & Attendance: 

⮚ Click on “Time Table & Attendance”  Option 

⮚ It consists of four tabs: 

I) Attendance 

II) Time Table 

III) Day Format Settings 

IV) General Sessions 

V) Holiday List 
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                       I) Attendance:   

o Click on “Attendance” Option 

o A window appears which depicts Program/Semester/Class/Division/ 

(Theory/Practical/Tutorial/General Sessions/ Guest Lecture Information/Industrial 

Visit/Training attendance record. 

o Select Academic Year, Program Name, Class, Semester, Division, 

Course Name, and Batch. 

 

o For Lecture, after selecting necessary information click on “Add 

Lecture “Button 

            

o Fill two necessary fields: Date of Lecture and Type of Lecture 

(Normal/Extra Lecture) and the select “Proceed” Button 
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o The same procedure should be followed for other tools. 

             

                            II) Time Table:   

o Click on “Attendance” Option 

o A window appears which depicts View/Update Time Table 

o Select Academic Year, Program Name, Class, Semester, and 

Division, Day Format, With Effect (From and To). 

o After selecting necessary options clock on “Submit” Button 
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                            III) Day Format Settings:   

o Click on “Day Format Settings” Option 

o It consists of two sections: Create Day Format and View Day Format 

              

o In Create Day Format the necessary fields are: Name of Format, 

Weekly Off, Time From and To 

o Then Press “Proceed” Button 

                

o A small window appears which asks for confirmation by clicking on 

“Submit” Button 
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o In View Day Format the tabs are: Active Sessions and Inactive 

Sessions 

                  

                            IV) General Sessions:   

o Click on “General Sessions” Option 

o Fill the field: Name of Session and Click on “Submit” Button 
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       c) Vision & Mission: 

⮚ Click on “Vision & Mission”  Option 

⮚ It consists of two tabs: 

I) Institute Level 

II) Department Level 

               

                    I) Institute Level: 

o Click on “Institute Level” Option 

o A window appears which displays the Institute Level Vision & Mission 

o For Updating click on “Update” Button and to freeze click on “Freeze” 

Button 
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                    II) Department Level: 

o Click on “Department Level” Option 

o A window appears which is divided into two sections: Create Vision & 

Mission for Academic Year and View/Update Vision & Mission 

              

o Click on Create Vision & Mission for Academic Year and fill necessary 

fields: From Year, Department, Vision, Approved In, Mission, Approved In, 

Mission Component then click on “Proceed” Button 

                

o Click on View/Update Vision & Mission select Department 
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       d) Program Management: 

⮚ Click on “Program Management”  Option 

⮚ It consists of two tabs: 

I) PEO, PO and PSO 

II) Mission PEO Mapping 

               

                    I) PEO, PO and PSO: 

o Click on “PEO, PO and PSO” Option 

o A window appears named Create/View/Update PEO, PO & PSO 

o Select Academic Year and Program to view PEO, PO & PSO 

o To update click on “Update” Button 
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                    II) Mission PEO Mapping: 

o Click on “Mission PEO Mapping” Option 

o A window appears named Mission PEO Mapping, select Academic Year 

and Program to view PEO Mapping 

o To update click on “Update” Button 

 

 

       e) Course Evaluation Tools: 

o Click on “Course Evaluation Tools” Option 

o It consists of two tabs: 

               I) Create/View Tools 

              II) Tool-Attainment Level 
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                    I) Create/View Tools: 

o Click on “Create/View Tools” Option 

o A window appears which divides into two sections: Create Tools and View 

Tools 

                   

o Click on Create Tools section and fill necessary fields: Tool Name, Tool 

Dependency, Consider Tool for Publish Option? (Yes/No), Tool Assessment Method 

and Click “Submit” Button 

                  

„ 

o In View Tools section a table displays which portrays about different Tool. 
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                  II) Tool-Attainment Level: 

o Click on “Tool-Attainment Level” Option 

o A window appears which is divided into two sections: Assign Tools and 

View/ Update Tools 

               

o Click on Assign Tools section and fill necessary fields: Academic Year and 

Select Tools to assign  
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o Click on View/Update Tools section and fill necessary fields: Academic 

Year  

o It displays Tools and for updating click on “Update” Button 

                   

          f) Course Management: 

o Click on “Course Management” Option 

o It consists of seven tabs: 

               I) Manage Courses 

              II) Manage Division and Batches 

             III) Class Coordinators 

            IV) Course-Faculty Linking 

            V) Course Details 

           VI) Course-PO Mapping Index 

          VII) CO Targets 

        

I) Manage Courses: 
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o Click on “Manage Courses” Option 

o A window appears which divided into two sections: Create Courses and 

View Courses 

          

o Click on Create Courses section and fill necessary fields to add new course: 

Faculty of Program, Degree Level, Course Name, Course Code, Course Short 

Name, Type of Course, Is Elective (Yes/No), Curriculum Component, Course 

Method, Course Hours Per Week, Program 

o After filling these fields click on “Submit” Button. 
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o Click on View Courses to view active and inactive courses which are 

already created. 

o To update click on “Update” Button and to deactivate click “Deactivate” 

Button 

               

  

II)  Manage Divisions & Batches: 

o Click on “Manage Division & Batches” Option 

o Select Academic Year and Program and it displays about Class-wise 

division count and number of batches. 

o To Add/Update Division click on “Add/Update Division” Button  

o To Add Batches click on “Add Batches” Button  
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III) Class Coordinators: 

o Click on “Class Coordinator” Option 

o A window appears which depicts View/Update Class Coordinator  

o Select Academic Year, Program, Class and Semester 

o It displays a table which portrays Division and Class Coordinator 

             

o To update the name of Class Coordinator click on “Update” Button 

o A window appears which asks to select Class Coordinator and click on 

“Submit” Button. 
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IV) Course-Faculty Linking: 

o Click on “Course-Faculty Linking” Option 

o A window appears which divides into two sections: Assign Course To 

Academic Year and View/Update Course-wise Faculty 

           

o To  Assign Course to Academic Year necessary fields are: Academic Year, 

Program, Class, Semester and Division  

o Click on “Proceed to Add Course” Button 

        

o A new window appears where new course is assigned along with tools used 

for final result in the given Academic Year 
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o To View/Update Course-wise Faculty select Academic Year, Program, 

Class, Semester and Division 

o The table depicts Course Name Division, Theory Faculty, Practical 

Faculty, Tutorial Faculty, Tools for Final Result 
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V) Course Details: 

o Click on “Course Details” Option 

o A window appears named View/Update Course Details which consists of 

four tabs: 

● Course Information: 

● To view course information select Academic Year, 

Program, Class, Division, and Semester  

● A table appears which depicts Course Code, Course 

Name, Course Methods and Credits 

          

● Syllabus 

● To add syllabus select Academic Year, Program, Class, 

Division, Semester, Course and Course Method (Theory/ Tutorial) 

● Click on “Add Chapter/Tutorial” Button 
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● A new window appears to add course chapter 

● The necessary fields are Chapter No., Title, No. of  

Hours Required, Contents, Weightage, Does chapter have Unit 

Outcomes (YES/NO), Do you want content beyond syllabus 

Unit?(YES/NO), Do you want to add course material (YES/NO) 

● To add chapter click on “Add Chapter” Button 

● After filling every fields click on “Submit” Button 

             

● Course CO Information 

● To view Course CO select Academic Year, Program, 

Class, Semester, Division, Course 

● A table appears which depicts CO Code, CO Statements, 

and Bloom‟s Level 
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● Course Tool Information 

● To view course tool information select Academic Year, 

Program, Class, Semester, and Division 

● A table appears which depicts Course Code, Course 

Name, Assigned Tools, Action (FREEZED/NOT FREEZED) 

            

VI) Course –PO Mapping Index: 

o Click on “Course-PO Mapping Index” Option 

o A window appears named Course-wise Mapping Status 

o To View/Update Course-PO Mapping select Academic Year, 

Program, Class, Semester, and Division 

o A table appears which depicts Course Code, Course Name and 

Status (View/Update) 
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o To View/Update click on “View/ Update” Button 

o A new window appears which depicts CO-PO Mapping  

        

VII) CO Targets: 

o Click on “CO Targets” Option 

o A window appears named Course-wise CO Target Status 

o To View/Update CO Targets select Academic Year, Program, 

Class, Semester, and Division 

o A table appears which depicts Course Code, Course Name and 

Status (View/Update) 
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o To View/Update click on “View/ Update” Button 

o A new window appears which depicts CO Targets 

         

 

g) Student Enrollment: 

o Click on “Student Enrollment” Option 

o It consists of three tabs: 

I) Student-Division Enrolment 

II) Student-Course Enrollment 

III) Student-Batch Enrolment 
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I) Student-Division Enrolment: 

● Click on “Student-Division Enrollment” Option 

● A window appears which consists of two sections: Assign 

Students to Division and View/ Update Division 

            

● To assign students to division select Academic Year, Program, 

Class, Semester and Division, then  click on “Submit” Button 

           

 

● A new window appears which depicts the list of students name 

with student code. 
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● To View/Update Division select Academic Year, Program, 

Class, Semester and Division 

          

 

II) Student-Course  Enrolment: 

● Click on “Student-Division Enrollment” Option 

● A window appears named Course Enrollment Information 

● Select Academic Year, Program, Class, Semester and Division 

for viewing Student Course Enrollment after enroll division to students 

● To update click on “Update” Button 
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III) Student-Batch  Enrolment: 

● Click on “Student-Bach Enrollment” Option 

● A window appears named View/Update Batch 

● Select Academic Year, Program, Class, Semester, Division and 

Batch to assign student to a Batch  

● To assign batch click on “Assign Students” Button 

● To update batch click on “Update Batch” Button 
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h) Evaluation: 

o Click on “Evaluation” Option 

o It consists of five tabs: 

I) Tool-CO & B Linking 

II) Tool- Evaluation & Attainment 

III) Course CO Attainment 

IV) Direct PO Attainment 

IV) Indirect Attainment 

        

I) Tool-CO & BL Linking: 

● Click on “Tool-CO Linking” Option 

● A window appears named Link Tool 

● To link CO to tool select Academic Year, Program, Class, 

Semester, Division and Course 

● A table appears which depicts list of course tools 

● To View and Update click on “View/Update” Button 

● To upload question paper click on “Upload” Button 
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● To link CO to Tool click on View/Update button  

● A new window appears which asks to fill Target Level (% 

Target Marks), Maximum Marks, Minimum Passing Marks, Select Cos, and 

Date 

● After filling all fields click on “Submit” Button 
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II) Tool-Evaluation & Attainment: 

● Click on “Tool-Evaluation & Attainment” Option 

● A window appears named Evaluation Status 

● To view Evaluation Status select Academic Year, Program, 

Class, Semester, Division and Course 

● A table appears which depicts Course Tools, Mark Status, CO 

Attainment Status, Question Paper 

● The dots of different color indicates tool evaluation status: 

           Green: Completed 

                         Red:      Pending 

                        Orange: In-Progress    

             

● To fill marks CO-wise click on View/Update Button 

● A new window appears with student list 
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III) Course CO Attainment: 

● Click on “Course CO Attainment” Option 

● A window appears named Course CO Attainment 

● To View/ Update CO Attainment select Academic Year, 

Program, Class, Semester and Division 

● A table appears which depicts Course Code, Course Name and 

CO Attainment Status 

       

● To view CO Attainment click on “View/Update” Button 

● A new window appears which depicts Course Tool CO 

Target with Attainment 
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IV) Direct PO Attainment: 

● Click on “Direct PO Attainment” Option 

● A window appears named Direct PO Attainment 

● To view PO Attainment select Academic Year, Program, Class, 

Semester and Type of Course 

● Then Click “Submit” Button 

                

V) Indirect  Attainment: 

● Click on “Indirect Attainment” Option 

● A window appears named Indirect Target & Attainment 

● Select Academic Year and Program to view Indirect Target 

and Attainment 
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14. EXAMINATION 

❖ Click on “Examination” Option 

❖ It consists of three tabs: 

a) Result 

b) Student Promotion (Class-wise) 

c) Student Promotion (Student-wise) 

        

a) Result: 

⮚ Click on “Result” Option 

⮚ A window appears which ask to select Academic Year, Program, Class, Status 

(Regular/Repeat) and Semester 

⮚ Click on “Submit” Button to view result 
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b) Student Promotion (Class-wise): 

⮚ Click on “Student Promotion (Class-wise)” Option 

⮚ A window appears which ask to select Academic Year, Program, Class and 

Status (Regular/Repeat/Detention/Gap)  

⮚ Click on “Submit” Button 

       

 

c) Student Promotion (Student-wise): 

⮚ Click on “Student Promotion (Student-wise)” Option 

⮚ A window appears which ask to select Student Name/Code 

⮚ Click on “Search” Button 
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⮚ A table displays which depicts searched Student Name, Student Code, 

Admission Year, and Program 

         

⮚ To view/update result click on “View/Update Result” Button 

⮚ A window appears which consists of a table depicts student semester wise 

result. 
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