
NAAC-SSR (Assessment Year: 2017-22) 

Criterion- 2 

     Teaching-learning and Evaluation

Key Indicator 2.5:  

Evaluation Process and Reforms 

Metric 2.5.3:  

Status of automation of Examination division along with 

approved Examination Manual/ordinance 

User manual of IUMS related with Examination and 

Results having screenshots reflecting HEI name and name 

of module 
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1- Login Page: 
 

a. User enters the valid URL and navigates to the Login Page.  

b. Login to Admin section using User ID/ Password. 
 

 
 
 

After successful login Click on Examination & Result Module. 
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Result Activity: 

 
 

2- Degree Master: 

 

This page is Master page from where a degree can be created/edited along with its multiple 

configuration. 
 

User click on Examination & Results-> Result Activity->Result Master-> Degree Master 

Module to open this page. 

 

 

Select Degree Name, degree type and all necessary fields and click on Save Button. Existing 

entries can be Edited or deleted from same page. 
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3- Degree Cycle Mapping: 
 

In degree cycle mapping page we map number of cycles associated with a degree with its 

configuration like minimum passing marks, maximum marks, theory paper carry, practical 

paper carry etc.  
 

User click on Examination & Results-> Result Activity-> Result Master-> Degree Cycle 

Mapping Module to open this page. 

 

Select Degree Name, degree year and all necessary fields and click on Save Button. Existing 

entries can be Edited or deleted from same page. 
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4- Subject Master: 
 

User click on Examination & Results-> Result Activity-> Result Master-> Subject Master 

Module to open this page. 

 

This page is used to create degree wise subjects with its subject code, faculty name and other 

necessary configuration. 

 

Select Degree Name, Subject Name, faculty name and all necessary fields and click on Save 

Button. Existing entries can be Edited or deleted from same page. 
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5- Course Master: 
 

User click on Examination & Results-> Result Activity-> Result Master-> Course Master 

Module to open this page. 

 

This page is used to create degree wise paper with its paper code, paper nature and other 

necessary configuration. 

 

Select Paper Code, Paper Description, degree and all necessary fields and click on Save 

Button. Existing entries can be Edited or deleted from same page. 
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6- Passing Marks Configuration: 
 

User click on Examination & Results-> Result Activity-> Result Master-> Passing Marks 

Configuration Module to open this page. 

 

Paper wise passing marks can be configured from this page. 

 

Select degree Cycle, Subject Name, Paper Code and all necessary fields and click on Save 

Button. Existing entries can be Edited or deleted from same page. 
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7- Degree Rule Mapping: 
 

User click on Examination & Results-> Result Activity-> Result Master-> Degree Rule 

Mapping Module to open this page. 

 

New Degree Rule can be configured from this page. 

 

Select Academic Session, Degree Type, from degree and all necessary fields and click on Map 

Degree Button. Existing entries can be deleted from same page. 
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8- Result Configuration(Year/Sem Wise):  
 

User click on Examination & Results-> Result Activity-> Result Master-> Result 

Configuration (Year/Sem Wise) Module to open this page. 

 

From this page you can get Result Configuration of Year/Sem. 

 

Select Academic Session, Exam Config, Exam Category, Degree Name and Degree Cycle and 

click on Get Details Button to get Result Configuration like Result Scheme, Min /Max Marks 

etc. User can download Result Configuration in excel also.  
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9- Result Grace Configuration: 
 

User click on Examination & Results-> Result Activity-> Result Master-> Result Grace 

Configuration Module to open this page. 

 

Grace marks can be configured from this page which will be used at the time of result 

processing. 

 

Select Total Grace Marks, Grace Marks per Subject and all necessary fields and click on Save 

Button. Existing entries can be Edited or deleted from same page. 
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10- Degree Division Configuration: 
 

User click on Examination & Results-> Result Activity-> Result Master-> Degree 

Division Configuration Module to open this page. 

 

Select Degree Type, Degree Name, From Session and all necessary fields and click on Save 

Button. Existing entries can be Edited or deleted from same page. 
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11- FACULTY WISE SCHEME: 
 

User click on Examination & Results-> Result Activity-> Result Master-> FACULTY WISE 

SCHEME Module to open this page. 

 

Select Academic Session, Faculty name, scheme and degree type to get Faculty wise Scheme. 
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12- Carryforward Marks Correction: 
 

User click on Examination & Results-> Result Activity-> Carryforward Marks 

Correction  
 

Module to open this page. 

 

A-Result Activity->Carryforward Marks Correction 

 

Using this page User can update the Carryforward marks of any year by selecting session, 

Exam Config and Roll No. 

From this page user can update only for RL Students Carryforward Marks. 
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13- Attendance/Internal/Practical Marks Feeding: 
 

User click on Examination & Results-> Result 

Activity>Attendance/Internal/Practical Marks Feeding 

 

Module to open this page. 

 

A-Result Activity-> Attendance/Internal/Practical Marks Feeding 

 

Using this page User can feed Attendance, Internal and Practical Marks by Selecting Degree, 

degree cycle, session and all necessary fields. 

 

1-Attendance/Internal Marks Feeding 
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2-Attendance/Internal Marks Feeding 
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14- Part-4 Upload: 
 

User click on Examination & Results-> Result Activity-->Part-4 Part-3 and SVM-> 

Part-4 Upload Module to open this page. 

 

A- Part-4 Part-3 and SVM ->Part-4 Upload-> Absentee Verification 

 

            Using this page User can verify the Absentee.  
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B- Part-4 Part-3 and SVM -> Part-4 Upload-> Part-4 Data Uploading 
 

 

                Using this page User can Upload Part-4 Marks by selecting Academic Session, exam              

config etc. 
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C- Part-4 Part-3 and SVM -> Part-4 Upload-> Part 4 Exception Generation 

 

                Using this page User can Generate different types of exception in excel format. 
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D- Part-4 Part-3 and SVM -> Part-4 Upload-> Part 4 Exception Solve 

 

Using this Page User can Solve different  Exceptions like Roll No/Barcode and Unposted 

Part4. 
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15- Part-3 Upload: 
 

User click on Examination & Results-> Result Activity-->Part-4 Part-3 and SVM-> 

Part-3 Upload/Exception Generation/SVM Exception Module to open this page. 
 

 

A- Part-4 Part-3 and SVM -> Part-3 Upload/Exception Generation/SVM Exception 

 -> Import Part 3 

 

            Using this page User can Import Part-3 Data.  
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 User Manual Document (Result Activity) 

 

P a g e  21 | 75 
CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is to be distributed, routed, or made available 

solely to authorized persons having a need to know. If you are not an authorized person, you are hereby notified that any review, dissemination or copying of this 

document, or the information contained herein is prohibited. 

B- Part-4 Part-3 and SVM -> Part-3 Upload/Exception Generation/SVM Exception 

 -> Part 3 Exception Generation 
 

 

 

               Using this page User can Generate Different exceptions like Paper Code/Barcode,            

Unposted Part-3 etc. 
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C- Part-4 Part-3 and SVM -> Part-3 Upload/Exception Generation/SVM Exception 

 -> Part 3 Exception Solve 

 

 

               Using this page User can Solve Exceptions. 
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D- Part-4 Part-3 and SVM -> Part-3 Upload/Exception Generation/SVM Exception 

 ->Open Packet Entry 

 

 

               Using this page User can upload Open Packet Data. 
 

 

 
 

 

 

 

 

 

E- Part-4 Part-3 and SVM -> Part-3 Upload/Exception Generation/SVM Exception 

 -> Annual Practical Batch/Internal Marks 

 

 

               Using this page User can update Annual Practical Batch/Internal Marks. 
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F-Part-4 Part-3 and SVM -> Part-3 Upload/Exception Generation/SVM Exception 

 -> SVM Exception 

 

 

               Using this page User can Generate SVM Exception. 
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G-Part-4 Part-3 and SVM -> Part-3 Upload/Exception Generation/SVM Exception 

 -> SVM Exception Solve 

 

 

               Using this page User can Solve SVM Exceptions. 
 

 
 

 

 

H-Part-4 Part-3 and SVM -> Part-3 Upload/Exception Generation/SVM Exception 

 -> Marks Receive After Result Declared 

 

               Using this page User can Receive Marks after Result Declared. 
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16- Part III/IV Monitoring: 
 

User click on Examination & Results-> Result Activity-> Part-3 Upload/Exception 

Generation/SVM Exception->Part III/IV Monitoring Module to open this page. 

 

Result Activity-> Part-3 Upload/Exception Generation/SVM Exception->Part III/IV 

Monitoring. 

 

Using this page User can Monitor Part-4 and Part-3 Status. 
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17- SVM Marks Entry: 
 

User click on Examination & Results-> Result Activity-> Part-3 Upload/Exception 

Generation/SVM Exception-> SVM Marks Entry Module to open this page. 

 

Result Activity-> Part-3 Upload/Exception Generation/SVM Exception-> SVM 

Marks Entry 

 

Using this page User can Enter SVM Marks. 
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18- SVM Marks Entry Detail: 
 

User click on Examination & Results-> Result Activity-> Part-3 Upload/Exception 

Generation/SVM Exception-> SVM Marks Entry Detail Module to open this page. 

 

Result Activity-> Part-3 Upload/Exception Generation/SVM Exception-> SVM 

Marks Entry Detail 

 

Using this page User see the SVM Marks entry status. 
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19- STUDENT UM STATUS: 
 

User click on Examination & Results-> Result Activity-> STUDENT UM STATUS 

Module to open this page. 

 

A-Result Activity-> STUDENT UM STATUS 

 

Using this page User can Mark UM for Students By selecting all Necessary fields like Session, 

exam config, degree etc. 
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20- STUDENT RL STATUS: 
 

User click on Examination & Results-> Result Activity-> STUDENT RL STATUS 

Module to open this page. 

 

A-Result Activity-> STUDENT RL STATUS 

 

Using this page User can Mark RL for Students By selecting all Necessary fields like Session, 

exam config, degree etc. 
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21- Moderation Marks Detail: 
 

User click on Examination & Results-> Result Activity-> Moderation Marks Detail 

Module to open this page. 

 

A-Result Activity-> Moderation Marks Detail 

 

Using this page User can apply Moderation/Grievance paper wise/Examiner wise and also can 

modify applied moderation/grievance. 
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22- Student Result Process(Sem/CBCS): 
 

User click on Examination & Results-> Result Activity->Result Process-> Student 

Result Process (Sem/CBCS) 

Module to open this page. 

 

A-Result Activity->Result Process-> Student Result Process (Sem/CBCS) 

 

Using this page User can process result of Semester, CBCS Degrees 

By Selecting Degree Type, Current Session, exam config and all necessary fields. 

User have to first verify Internal, Practical and Attendance feeding of all students. 

After successful verification user can upload excel sheet of marks and can process the Result. 
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23- Student Result Process(Annual/Diploma/ Supple): 
 

User click on Examination & Results-> Result Activity->Result Process-> Student 

Result Process (Annual/Diploma/ Supple) 

Module to open this page. 

 

A-Result Activity->Result Process-> Student Result Process (Annual/Diploma/ 

Supple) 

 

Using this page User can process result of Annual, Diploma, and Supple Degrees 

By Selecting Degree Type, Current Session, exam config and all necessary fields. 

User have to first verify Practical Marks feeding of all students. 

After successful verification user can upload excel sheet of marks and can process the Result 

Or Result can be processed by Part-4 and Part-3. 
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24- Partly Result Process(Annual/Diploma): 
 

User click on Examination & Results-> Result Activity->Result Process-> Partly 

Result Process (Annual/Diploma): 

Module to open this page. 

 

A-Result Activity->Result Process-> Partly Student Result Process 

(Annual/Diploma/ Supple) 

 

Using this Page User can Process Result Part wise. 
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25- Student Result Process Reval(Annual/Sem/CBCS/Diploma) 
 

User click on Examination & Results-> Result Activity->Result Process-> Student 

Result Process Reval (Annual/Sem/CBCS/Diploma) Module to open this page. 

 

Result Activity->Result Process-> Student Result Process Reval 

(Annual/Sem/CBCS/Diploma) 

 

Using this page User can Process Reval Result. 
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26- Marks Process(College wise): 
 

User click on Examination & Results-> Result Activity-> Result Process-> Marks 

Process (College wise) 

Module to open this page. 

 

A-Result Activity-> Result Process-> Marks Process 

 

Using this page User can process result of Annual, Semester, CBCS and Diploma Degrees 

College wise by selecting degree, semester, exam config, year and all necessary fields. 
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27- Paper College Wise Report: 
 

User click on Examination & Results-> Result Activity-> Paper College Wise 

Report 

 

Module to open this page. 

 

A-Result Activity-> Paper College Wise Report 

 

Using this page User can generate Paper College wise Report by Selecting degree type, 

examconfig, current session and necessary fields.  
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28- Students TR Correction: 
 

User click on Examination & Results-> Result Activity-> Students TR Correction 

Module to open this page. 

 

A-Result Activity-> Students TR Correction 

 

Using this page User can make TR Correction of Particular Roll No by selecting session, 

examconfig, degree and all necessary fields. 
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29- Student Mark sheet Correction(Annual Degree): 
 

User click on Examination & Results-> Result Activity-> Student Mark sheet 

Correction (Annual Degree) 

 

Module to open this page. 

 

         A-Result Activity-> Student Mark sheet Correction (Annual Degree) 

 

 

Using this page User can perform mark sheet of Correction of Roll No. 
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30- Student Result RL Solve: 
 

User click on Examination & Results-> Result Activity-> Student Result RL Solve 

 

Module to open this page. 

 

         A-Result Activity-> Student Result RL Solve 

 

 

Using this page User can Solve RL of Roll No by selecting Session and degree type. 
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31- Manage Result Configuration 

Click on result activity “Manage Result configuration” module to open this page 

 

  Select degree, session, semester, year and From Date, To Date, Result     Declare Date, 

Print Date, Update Date, No. of RL Student, Remarks after Click on save. 
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32- Grade sheet Write & Download 

Click on result activity GRADESHEET WRITE & download module to open this 

page 

 

 

 

1. In which you can write and download degree cycle wise grade sheet for testing. 
 

For preprint grade sheet write and download interface 

 

1. Go to  Post-Examination activityPREPRINT GRADESHEET WRITE And 

Download 

2.  click PREPRINT GRADESHEET WRITE And Download 
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2. select degree and semester ,year college ,exam config , session and grade 

sheet for 

3. click on Export to Disk Button 

4. After Grade sheet written You can download grade sheet 

5. Grade sheet will be first time generate next time you can only download  

6.  When you want to again write same degree and cycle then it will not be generate 

.( “Grad sheet already written” message will be show ) 

7. Grade sheet will be different generate for  Normal and Reval  to same degree 

and cycle  

8.  for RL  cleared Grade sheet select degree and semester ,year college ,exam 

config , session and grade sheet for only input rollno(in comma separated) in 

Roll No. textbox field. 

9. Click on Export to disk. 

10.  These roll number grade sheet you can find when you click on download after 

select degree and semester, year college, exam config , session and grade 

sheet for. 

17. And these roll number grade sheet will be uniquely rollwise pdf ( not included in 

college pdf 
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33- Session Wise Result Comparison Report: 
 

User click on Examination & Results-> Result Activity-> Session Wise Result 

Comparison Report 

 

Module to open this page. 

 

         A-Result Activity-> Session Wise Result Comparison Report 

 

 

Using this page User can generate Session wise Comparison Report by selecting all necessary 

fields. 

 

 
 

Format of generated report will be as follows…… 
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34- RL Comparison Report: 
 

User click on Examination & Results-> Result Activity-> RL Comparison Report 

 

Module to open this page. 

 

         A-Result Activity-> RL Comparison Report 

 

 

Using this page User can generate RL Comparison Report by selecting all necessary fields. 

 

 
 

Format of generated report will be as follows- 
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Examination Reports- 
 

 

35- TR Reports: 
 

User click on Examination & Results-> Examination Reports-> TR Reports 

 

Module to open this page. 

 

         A-Examination Reports-> TR Reports 

 

 

Using this page User can generate TR by selecting all Necessary fields like College, Degree, 

semester, exam config etc. 
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Format of Generated Report will be as follows. 
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36- SAVE TR Reports: 
 

User click on Examination & Results-> Examination Reports-> SAVE TR Reports

  

 

Module to open this page. 

 

         A-Examination Reports-> SAVE TR Reports  

 

Using this page User can generate TR College wise by selecting all Necessary fields like 

Academic Session, Examconfig, Degree, semester etc. 
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37- Overall Statistical Report: 
 

User click on Examination & Results-> Examination Reports-> Overall Statistical 

Report  

 

Module to open this page. 

 

         A-Examination Reports-> Overall Statistical Report  

 

Using this page User can generate over all Statical Report by selecting all necessary filed like 

Session, Exam Config, Degree etc. 

 

 
 

Format of Generated Report will be as follows. 
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38- Statistical Report: 
 

User click on Examination & Results-> Examination Reports-> Statistical Report

  

 

Module to open this page. 

 

         A-Examination Reports-> Statistical Report  

 

Using this page User can generate Paper Code wise Statiscal Report by selecting all necessary 

fields like Session, Exam Config, Degree cycle, subject etc. 
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Format of Generated Report will be as follows. 
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39- Statistical Report(CBCS): 
 

User click on Examination & Results-> Examination Reports-> Statistical Report 

(CBCS)  

 

Module to open this page. 

 

         A-Examination Reports-> Statistical Report (CBCS)  

 

Using this page User can generate Paper Code wise Statiscal Report (CBCS) by selecting all 

necessary fields like Session, Exam Config, Degree cycle, subject etc. 

 

 
 

 

 



   

 User Manual Document (Result Activity) 

 

P a g e  54 | 75 
CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is to be distributed, routed, or made available 

solely to authorized persons having a need to know. If you are not an authorized person, you are hereby notified that any review, dissemination or copying of this 

document, or the information contained herein is prohibited. 
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40- Overall Statistical Report Category: 
 

User click on Examination & Results-> Examination Reports-> Overall Statistical 

Report Category  

 

Module to open this page. 

 

         A-Examination Reports-> Overall Statistical Report Category 

 

Using this page User can generate Overall Statistical Report Category by selecting all 

necessary fields like Session, Exam Config, Degree cycle etc. 

 

 
 

Format of Generated report will be as follows. 
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41- Statistical Report Category: 

 

  User click on Examination & Results-> Examination Reports-> Statistical Report 

Category Module to open this page. 

 

a. Examination Reports -> Statistical Report Category 

Select Session, Exam Config, Degree, Degree Cycle, report Type, Category type and click on 

View Button.  
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Format of generated Report will be as follows:- 

 

 
 

Select Session, Exam Config, Degree, Degree Cycle, report Type and click on Download 

Button. Here you can download zip file of all Subjects. 
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42- Degree Wise College: 
 

User click on Examination & Results-> Examination Reports-> Degree Wise 

College  

 

Module to open this page. 

 

         A-Examination Reports-> Degree Wise College. 

 

Using this page User can generate Degree wise College Report by selecting Degree name, 

Degree Cycle. 

 

 
 

Format of Generated Report will be as Follows. 
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43- Result Report   
 

User click on Examination & Results-> Examination Reports-> Result Report 

Module to open this page. 

 

a. Examination Reports -> Result Report   

Select Session, Exam Config, Degree, Degree Cycle, report Type and click on View Button.  
 

 

 
 

From this User can generate different type of Reports. 

1-Performa Report 

2-Unversity Wise Toper 

3- College Wise Toper 

4-Merit List 

5-Over all Merit List etc. 
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Format of Generated Report (Performa Report) will be as follows. 
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44- College Wise Student Report: 
 

User click on Examination & Results-> Examination Reports-> College Wise 

Student Report 

Module to open this page. 

 

         A-Examination Reports-> College Wise Student Report. 

 

Using this page User can generate College wise Student Count (Regular/EX/ NC). 
 

 
 

 
 

 

 

 

 

 

 

 



   

 User Manual Document (Result Activity) 

 

P a g e  62 | 75 
CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is to be distributed, routed, or made available 

solely to authorized persons having a need to know. If you are not an authorized person, you are hereby notified that any review, dissemination or copying of this 

document, or the information contained herein is prohibited. 

 

 

 

 

45- Migration and Provisional Certificates: 
 

User click on Examination & Results-> Examination Reports-> Migration and 

Provisional Certificates. 

 

Module to open this page. 

 

         A-Examination Reports-> Migration and Provisional Certificates. 

 

Using this page User can generate Migration and Provisional Certificates by selecting session, 

roll no or enrollment no etc. 
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46- TR Data Excel Report: 
 

User click on Examination & Results-> Examination Reports-> TR Data Excel 

Report 

 

Module to open this page. 

 

         A-Examination Reports-> TR Data Excel Report. 

 

Using this page User can generate Result Excel TR By selecting all necessary fields like 

current session, exam config, degree type etc. 
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Grade sheet & Result – 
 

 Grade sheet Live Status,  

 Grade sheet RL Solved Write, 

 Main Grade sheet Write & Download,  

 Preprint Grade sheet Generate & Download, 

 Grade sheet Report,  

 Manage Result Portal Link 

 Manage Result Configuration 

 Online Result Portal Module 
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     Click to the Examination & Results  module  and go to Result Activity menu. 
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41.  Grade sheet Live Status:- 

 

User Click on Result Activity -> Grade sheet Related -> Grade sheet Live Status  

Module to open this page. 

 

This page will be used to check whether the student result is live or not.  
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42. Grade sheet RL Solved Write:- 

 

User Click on Result Activity -> Grade sheet Related -> Grade sheet RL Solved 

Write Module to open this page. 

 

This Screen will be used to grade sheet generate for RL solved student or updated grade 

sheet move on Live server.  
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43. Main Grade sheet Write & Download:- 

 

User Click on Result Activity -> Grade sheet Related -> Main Grade sheet Write & 

Download module to open this page. 

 

This Screen will be used to generate and download grade sheet for degree cycle and 

result type wise on live server.  

Here user can also remove grad sheet roll wise or college wise from live server. 
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44. Preprint Grade sheet Generate & Download 

 

User Click on Result Activity -> Grade sheet Related -> Preprint Grade sheet 

Generate & Download Module to open this page. 

 

This Screen will be used to generate and download Pre-Print grade sheet for degree 

cycle and result type wise.  
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45. Grade sheet Report  

 

User Click on Result Activity -> Grade sheet Related -> Grade sheet Report 

Module to open this page. 

 

This Screen will be used to download Pre-Print and Main grade sheet by roll number 

wise or degree cycle wise. 
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46. Manage Result Portal Link 

 

User Click on Result Activity -> Manage Result Portal Link   Module to open this 

page. 

 

This Screen will be used to Active or Inactive Result link of degree Type and result type 

for Result Portal Main Page. 
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47. Manage Result Configuration- 

 

User Click on Result Activity -> Manage Result Configuration Module to open this 

page. 

 

This Screen will be used to Active or Inactive Result link of degree cycle and result type 

for Result Portal. 
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Online Result Portal Module - 

  

48.  Click on Online Result Portal Module 
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Here user can download the result . 
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USER’S MANUAL 

 

 
For 

 

 
Module: Pre-Examination & Examination 

 

 

May, 2019 
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1. Login Page: 
 

a. User enters the valid URL and navigates to the Login Page.  

b. Login to Admin section using User ID/ Password. 
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2. Exam Fee Head Master: 
 

User click on Examination and Results-> Examination Master -> Exam Fee Head Master 

Module to open this page. 

 

This Page is used to enter Fee Head to be used in Examination Fee of Examination Form.  

 

Select Fee head, Display Order and all necessary fields and click on Save Button. Existing 

entries can be Edited or deleted from same page.  
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3. Examination Fee Configuration: 
 

User click on Examination and Results-> Examination Master -> Exam Fee Configuration 

Module to open this page. 

 

This Page is used to enter fee against required fee head via degree cycle/board and student 

category wise. 

 

Select Degree, Degree Cycle and all necessary fields and click on Show Head Details button to 

enter fee against required head. Then Click on Save Button to save records. Existing entries can 

be Edited or deleted from same page.  
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4. Exam Form Configuration: 
 

User click on Examination and Results-> Examination Master -> Exam Form Configuration 

Module to open this page. 

 

This Page is used to enter Open and Close Examination Form date for Students and for offline forms at 

admin level also. 

 

Select Academic Session, Exam Config fields and all necessary and click on Save Button. Existing 

entries can be Edited or deleted from same page. 
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5.  Exam Qualification Master: 
 

User click on Examination and Results-> Examination Master -> Exam Qualification Master 

Module to open this page. 

 

This Page is used to enter Qualification details to be used in Examination Form Qualification mapping 

page along with Qualification Type. 

 

Select Qualification, Qualification type and all necessary fields and click on Save Button. Existing 

entries can be Edited or deleted from same page. 
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6. Exam Qualification Mapping: 
 

User click on Examination and Results-> Examination Master -> Exam Qualification Mapping 

Module to open this page. 

 

This Page is used to Map Qualification with Degree Cycle for Examination Form. 

 

Select Degree, Degree Cycle and all necessary fields and click on Save Button. Existing entries can be 

Edited or deleted from same page.  
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7. College, Degree & Subject Mapping: 
 

User click on Admission and Academics -> Academic Activity -> College, Degree & Subject 

Mapping Module to open this page. 

 

This Page is used to Map BA and B.Sc. Subject with College to Block Subject in Examination Form 

for a college.  

 

Select College Type, College Name and all necessary fields and click on Save Button. Existing entries 

can be Edited or deleted from same page.  
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8. Combination Group Master: 
 

User click on Admission and Academics -> Academic Master -> Combination Group Master 

Module to open this page. 

 

This Page is used to create Combination group for mapping purpose in BA, BA B.Ed., B.Sc and B.Sc. 

B.Ed Subject With Combination Group in Examination Form. 

 

Select Degree, Combination Name and all necessary fields and click on Save Button. Existing entries 

can be Edited or deleted from same page.  
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9. Degree Subject Group Map [BA & B.Sc.]: 

 

User click on Admission and Academics -> Academic Activity -> Degree Subject Group Map [BA 

& B.Sc.] Module to open this page. 

 

This Page is used to Map BA, BA B.Ed., B.Sc. and B.Sc. B.Ed. Subject With Combination Group in 

Examination Form. 

 

Select Degree Name, Combination Group and all necessary fields and click on Save Button. Existing 

entries can be Edited or deleted from same page.  
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10. College Degree Mapping: 
 

User click on Admission and Academics -> Academic Activity -> College Degree Mapping Module 

to open this page. 

 

This Page is used to Map Colleges with a degree For Examination Form. 

 

Select College, Degree and all necessary fields and click on Save Button. Existing entries can be 

Edited or deleted from same page.  
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11. Paper Group Master: 
 

User click on Admission and Academics -> Academic Master -> Paper Group Master 

Module to open this page. 

 

This Page is used to create group for optional papers for a degree to be used in Examination 

Form. 

 

In this Group Count is used to set number of optional paper to be created for a group in 

Examination Form.  

Student will select optional subject based on entered values in Group Count Text box like (like 

2 from “Select any 2 papers among 4 papers”) 

. 

Here We Enter Description about paper in Description text box and then we map that paper to 

Paper Group parent and also map that description in Course master with that paper.   

 

Select Degree, Description, Group Count and all necessary fields and click on Save Button. 

Existing entries can be Edited or deleted from same page.  
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12. Student Promotion Annual: 
 

User click on Examination and Results -> Pre-Examination Activity -> Student Promotion 

Annual Module to open this page. 

 

This Page is used to promote students from one session to another session. 

 

Select Academic Session, Degree, and all necessary fields and click on Promote Button.  
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13. Student Promotion Semester: 
 

User click on Examination and Results -> Pre-Examination Activity -> Student Promotion 

Semester Module to open this page. 

 

This Page is used to promote students from one session to another session. 

 

Select Academic Session, Degree, and all necessary fields and click on Promote Button.  
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14. Transfer Promoted Students: 
 

User click on Examination and Results -> Pre-Examination Activity -> Transfer Promoted 

Students Module to open this page. 

 

This Page is used to transfer promoted students from one session to another session. 

 

Select Academic Session, Exam config, Degree, and all necessary fields and click on Promote Button.  
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15. Exam Form Correction: 
 

User click on Examination and Results -> Pre-Examination Activity -> Exam Form Correction 

Module to open this page. 

 

This Page is used for Correction of filled Examination Form till Exam Form is not approved by 

college. 

 

Select Academic Session, College, Degree, and all necessary fields and click on Search Button.  
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16.  Fee Reconciliation/Student Approval Examination Form: 
 

User click on College Portal -> College Activity -> Fee Reconciliation/Student Approval 

Examination Form Module to open this page. 

 

This Page is used to approve/reject filled Examination Form by the colleges or by the admin in case 

colleges do not approve them. 

 

Select Academic Session, Exam Config, College Degree, and all necessary fields and click on Search 

Button.  
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17. Roll Number Configuration:- 

 
This Screen will be used to configure the Roll Number. 

 

Examination and Results -> Examination Master -> Roll No. Generation Configuration 

 

 

 

           

After filling all the required information’s like – Academic session, Degree, Degree cycle.  

 

Enter the Roll No. Start & End, Gap between College & Category .click “SAVE”, Entry will be saved. 

 

 

18.  Roll Number Generation:- 

 
This Screen will be used to generate the Roll Number. Select Academic session, Degree & Degree 

Cycle. 

 

Examination and Results -> Examination Master -> Roll No. Generation 

 

 
 

 

Once the user click “GENERATE ROLL NO” Then Roll no will generate. After that once user click 

“PRINT” it will generate a report that contains all information’s as shown in the screen shot. 
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Roll Number Report: 
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19. Enrollment Number Configuration:- 

This Screen will be used to configure the Enrollment Number. 

 

Examination and Results -> Examination Master -> Enrollment No. Generation Configuration. 
 

 
 

After filling all the required information’s like – Academic session, Check Degree, Enter the order, 

Enrollment No. Start & End (no prefix add like –“15” or “16”), Gap between College & Category.click 

“SAVE”, Entry will be saved. 

 

 

20. Enrollment Number Generation:- 
 

This Screen will be used to generate the Enrollment Number. Select Academic session, Enrollment no 

Series. 

 

Examination and Results -> Examination Master -> Enrollment No. Generation 
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Once the user click “GENERATE ENROLLMENT NO” Then Enrollment no will generate. 

After that once user click “PRINT” it will generate a report that contains all information’s as shown in 

the screen shot. 
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21. Roll List Generation:- 
 

This Screen will be used to Generate Roll List like- PDF Roll List, Horizontal Roll List & Vertical 

Roll List. 

 

College Portal -> Reports -> Roll List Generation 

 
 

Once user click “DOWNLOAD PDF” it will generate a report PDF ROLL LIST that contains all 

information’s as shown in the screen shot. 
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Once user click “EXPORT EXCEL” it will generate a report HORIZONTAL ROLL LIST 

REPORT that contains all information’s as shown in the screen shot. 

 

 
 

Once user click “VERTICAL ROLL LIST” it will generate a report VERTICAL ROLL LIST 

REPORT that contains all information’s as shown in the screen shot. 
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22. Enrollment Report:- 
 

This Screen will be used to generate session wise, degree wise Enrollment Report. Academic Session, 

Degree & College wise 

 

College Portal -> Reports ->Enrollment Report 

 

 

 

Once user click “PRINT” it will generate a report that contains all information’s as shown in the 

screen shot. 
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23. Paper Wise Stat Report:- 
 

This Screen will be used to generate Paper wise Stat Reports. Select Academic Session, Exam-Config, 

Degree, Degree Cycle, Subject, and Paper wise. 

 

Dispatch -> Reports -> Paper Wise Stat Reports.  

 

 
 

Once user click “PAPER CODE WISE REPORT” it will generate a report that contains all 

information’s as shown in the screen shot. 
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Report Type-EXCEL: 

 

 
 

If you put Increment in Grand Total (%)-5.  

 

Once user click “GRAND TOTAL INCREMENT REPORT” it will generate a PDF report that 

contains all information’s as shown in the screen shot 
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24.  Roll List Correction : - 

 
This page is used for correction of examination form of student information once roll list generated. 

Click on Examination and Results -> Post-Examination Activity -> Roll List Correction open this 

page. 

 

 
 

 
a. Select all drop down list from page or you can select Session, Exam Config. And enter any one 

text box values then click on Search button student bind in student drop down list.  

b. Select student drop down list values then click on Get Student Detail button data display in all 

tab.  

c. If click on Reset button all page data will be blank. 

d. If click on Update button student detail will be updated. 
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e. If you want to add paper for student then enter paper code in course code text box after that 

click on search icon data will be filled in Degree Cycle, Subject and Course then click on Add 

Course button. 
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f. If you want to change student status from ok to delete then click on change student status . 

g. Click on Change Degree button to change student degree. 

h. If you want to allocate/deallocate student paper then click on Paper allocation/Deallocation. 
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25. USERID AND PASSWARD GENERATE FOR INTERNAL/PRACTICAL 

PAPER: 
 

User click on Examination & Results-> Pre-Examination Activity-> Annual/Semester 

Practical->USERID AND PASSWARD GENERATE FOR INTERNAL PAPER Module 

to open this page. 

 
a. Pre-Examination Activity -> User ID and Password Generate for Internal Paper. 

 

Select Session, Exam Config, Degree name, Degree Cycle and click on User ID and Password 

Generate Button.  
 

 

 

b. Now click on Import Excel and download User ID and Password. 
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c. Select User ID and Password. 

d. User click on College Portal-> INTERNAL/PRACTICAL EXAM ACTIVITY->Internal 

and practical marks & attendance feeding (Semester/Annual) to login for marks feeding. 

e. Enter User ID and Password and click on login button. 

 

 

f. Select session and click on get student button. 

 
 
g. Enter the internal marks of students. 
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h. Click on save button to save your data for further use before submitting it to university. After 

saving you can change internal marks and attendance of a student. 

i. Once you click on Submit to University button user cannot change the internal marks and 

attendance. 
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26.  Exam Centre Allocation: 
 

User click on Examination and Results -> Pre Examination Activity -> Exam Centre Allocation 

Module to open this page. 

 

This Page is used to make Examination Centers for different colleges and degree. If a center is not 

coming in dropdown, it can be selected by clicking on “Choose Exam Center”. 

 

Select Academic Session, Exam Config, Centre, and all necessary fields and click on Save Button. 

Existing entries can be Edited or deleted from same page. 
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Examination Centre Report: 
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27.  Multiple Centre Allocation Master: 
 

User click on Examination and Results -> Pre Examination Activity -> Multiple Centre 

Allocation Master Module to open this page. 

 

This Page is used to make Multiple Centre for a college which is the case in annual examination 

activity.  

 

Select Academic Session, Exam Config, Centre, and all necessary fields and click on Save Button. 

Existing entries can be Edited or deleted from same page.  
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28.  Student Allocation in Multiple Centre: 
 

User click on Examination and Results -> Pre Examination Activity -> Student Allocation in 

Multiple Centre Module to open this page. 

 

This Page is used to allocate Centre to students after creating multiple Centre for a degree. Different 

centers can be created for the same colleges by bifurcating students using “No. Of Students” field. 

 

Select Academic Session, Exam Config, Degree, and all necessary fields and click on Get Students 

Button.  
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29.  Exam Time Table Entry: 
 

User click on Examination and Results -> Pre Examination Activity -> Exam Time Table Entry 

Module to open this page. 

 

This Page is used to create Examination Time Table for various degrees. 

 

Select Academic Session, Exam Config, Degree and all necessary fields and click on Get Course 

button to get list of Papers. User will select paper, Date of examination and Session to save record. 

Existing entries can be Edited or deleted from same page.  

 

 
 

 
Once user click on GET COURES button Paper will list down as shown below.  
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30.  Exam Time Table Correction: 
 

User click on Examination and Results -> Pre Examination Activity -> Exam Time Table 

Correction Module to open this page. 

 

This page is used to update existing time table record for a degree. 

 

Select Academic Session, Exam Config, Degree and all necessary fields and click on Get Course 

button to get list of Papers where user can select paper and Session to update record. Existing entries 

can be Edited or deleted from same page. 
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31.  Exam Time Table Report: 
 

User click on Examination and Results -> Pre Examination Activity -> Exam Time Table Report 

Module to open this page. 

 

Select Academic Session, Exam Config, Degree and all necessary fields and click on Report button to 

get the report. 
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Exam Time Table Report: 
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32.  Complete Degree Wise Centre Copy: 
 

User click on Examination and Results -> Pre Examination Activity -> Complete Degree Wise 

Centre Copy Module to open this page. 

 

Select Academic Session, Exam Config, Degree and all necessary fields and click on Download 

Button. Page is used to download center copy. 

 

Download Centre Copy Button: Will download single file. 

Download and Save Centre Copy on Drive Button: Will download multiple file. 
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33.  Centre Copy: 
 

User click on College Portal -> College Activity -> Centre Copy Module to open this page. 

 

Select Academic Session, Exam Config, Degree and all necessary fields and click on DOWNLOAD 

CENTRE COPY to download Centre Copy. 

 

Examination centers can download center copy using this page. 
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Centre Copy Report: 
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34.  Download Attendance Sheet: 
 

User click on College Portal -> College Activity -> Download Attendance Sheet Module to open 

this page. 

 

Select Academic Session, Exam Config, Degree and all necessary fields and click on DOWNLOAD 

button to download attendance sheet. 

 

Examination centers can download attendance sheet using this page. 
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Attendance Report: 
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35.  Attendance Sheet Date Wise: 
 

User click on Examination and Results -> Pre Examination Activity -> Attendance Sheet Date 

Wise Module to open this page. 

 

Select Academic Session, Exam Config, Degree and all necessary fields and click on Download button 

to download date wise attendance sheet. 
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36.  Block Student(s) For Admit Card: 
 

User click on Examination and Results -> Pre Examination Activity -> Block Student for Admit 

Card Module to open this page. 

 

Select Academic Session, Exam Config, Degree and all necessary fields and click on Get Students 

button to get list of students. Click on check box and click on Block selected Students button to block 

the students. 

 

Click on Get Blocked Students button to get blocked students list.  
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37.  Admit Card Configuration: 
 

User click on Examination and Results -> Examination Master -> Admit Card Configuration 

Module to open this page. 

 

This Page is used to open Admit card and Exam schedule of a degree. 

 

Select Academic Session, Exam Config, and all necessary fields and click on Save Button. Existing 

entries can be Edited or deleted from same page.  
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38. Absentee by University: 

 
This Screen will be used for Absentee Entry by University.  

 

College Portal -> College Activity -> On Line Absentee Form for University 

 

Select Academic Session, Exam-Config, Degree, Degree Cycle, Exam Date, Paper code, Center Name 

and enter Roll No. 

 

After filling all the required information’s click “SAVE”, Entry will be saved. 

 

UM cases can also be marked by checking “UM” option for “Status” and submit after entering related 

roll number of students. 
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39. Absentee Report by University: 

 
This Screen will be used to generate Absentee Report by University.  

 

College Portal -> College Activity -> On Line Absentee Form for University 

 

Select Academic Session, Exam-Config, Degree, Degree Cycle, Exam Date, Paper code &Center 

Name   

 
 

Once user click “PRINT PDF REPORT” it will generate a report that contains all information’s as 

shown in the screen shot. 
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40. Emergency Entry Form by University: 

 
This Screen will be used to enter Absentee Emergency Entry form by University.  

 

College Portal -> College Activity -> Emergency Entry Form for University 

 

Select Academic Session, Exam-Config, Degree, Degree Cycle, Exam Date, Paper code, Center Name 

and enter to Roll No. 

 

 

 
 

After filling all the required information’s click “SAVE”, Entry will be saved. 

 

UM cases can also be marked by checking “Yes” option for “Is UM case” and submit after entering 

related roll number of students. 
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41. Emergency Report by University: 

 
This Screen will be used generate Absentee Emergency Report by University.  

 

College Portal -> College Activity -> Emergency Entry Form for University 

 

Select Academic Session, Exam-Config, Degree, Degree Cycle, Exam Date, Paper code &Center 

Name.   

 
 

Once user click “PRINT PDF REPORT” it will generate a report that contains all information’s as 

shown in the screen shot. 
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42. Absentee Entry by Examination Centers: 

 
This Screen will be used to Absentee Entry by Examination Centers.  

College Portal -> College Activity -> Absentee Entry Form 

 

Select Academic Session, Exam-Config, Degree, Degree Cycle, Exam Date, Paper code, Center Name 

and enter to Roll No. 

 

 

After filling all the required information’s click “SAVE”, Entry will be saved. Then click “Final 

submission “. After that entry for absentee will be locked and only report can be generated. 

 

If there is no student absent in this paper .Then check No Absentee checkbox and click on Final 

Submission button to lock entry. 

Once user click “Generate Report” it will generate a report that contains all information’s as shown in 

the screen shot. 

 

UM cases can also be marked by checking “UM” option for “Status” and submit after entering related 

roll number of students. 
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43. Emergency Entry by Examination Centers:- 
 

This Screen will be used to enter Absentee Emergency Entry by Examination centers.  

College Portal -> College Activity -> Emergency Case Entry Form 

 

Select Academic Session, Exam-Config, Degree, Degree Cycle, Exam Date, Paper code, enter to Roll 

No. 

 

 

After filling all the required information’s click “SAVE”, Entry will be saved. Then click “Final 

submission “. After that entry for emergency will be locked and only report can be generated. 

 

If there is no student absent in this paper .Then check No Absentee checkbox and click on Final 

Submission button to lock entry. 

Once user click “Generate Report” it will generate a report that contains all information’s as shown in 

the screen shot. 

 

UM cases can also be marked by checking “Yes” option for “Is UM case” and submit after entering 

related roll number of students. 
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USER’S MANUAL 

 

 
For 

 

 
Dispatch Billing 

 

 

May, 2019 
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1- Login Page: 

 

a. User enters the valid URL and navigates to the Login Page.  

b. Login to Admin section using User ID/ Password. 
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2. Module Assigned:- 

 

 a. Click on Dispatch Billing Module. 
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3- EXAMINER ENTRY: - This page is used for enter Examiner detail for billing. 

 
 Click on BILLING -> EXAMINER ENTRY open this page. 

 

 
 
After click below screen will be appear.  

 

a. Enter examiner detail and click on save button data will be display on below grid. 

b. If click on Reset button all page data will be blank. 

c. If you want to search examiner checked Search Criteria after that popup block open then enter 

Pan Card and click on Search button. 

d. If you want to edit record click on Edit button then click on Update button. 
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4- CO-ORDINATOR ENTRY: - This page is used for enter Coordinator detail for billing. 

 

 Click on BILLING -> CO-ORDINATOR ENTRY  to open this page. 

 

 
 
After click below screen will be appear.  

 

a. Enter Coordinator detail and click on save button data will be display on below grid. 

b. If click on Reset button all page data will be blank. 
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5- IMPORT EXAMINER PERSONAL INFO: - This page is use for import personal information  

     Details form excel file. 

 
 Click on BILLING -> IMPORT EXAMINER PERSONAL INFO open this page. 

 

 
 
After click below screen will be appear.  

a. Upload personal information excel file then click on Save button. 

b. If data Discrepancy found in Excel file then exception record show in below grid.  

c. If found upload file issues then click on “Click here to Download Import Excel Format” and 

see then detail of excel file. 
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6- MAP EXAMINER WITH PERSONAL INFO: - This page is use for Map Examiner personal 

information details. 

 
 Click on BILLING -> MAP EXAMINER PERSONAL INFO open this page. 

 

 
 
After click below screen will be appear.  

 

a. Select all drop down list from page then data will be display in Dispatch Examiner Detail 

section and Examiner Personal Detail section. 

b. Click on Map button data display in below grid view.  

c. If you want to search examiner checked Search Criteria after that popup block open then enter 

Pan Card or Examiner Code and click on Search button. 

d. If click on Export in Excel button data will be export in excel file. If you want to delete record 

click on Delete button. 
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7- MAP MISSING EXAMINER WITH PERSONAL INFO: - This page is use for Map Missing 

Examiner personal information details. 

 
 Click on BILLING -> MAP MISSING EXAMINER PERSONAL INFO open this page. 
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After click below screen will be appear.  

 

a. Select all drop down list from page then data will be display in Dispatch Examiner Detail 

section and Examiner Personal Detail section. 

b. Click on Map button data display in below grid view.  

c. If you want to search examiner checked Search Criteria after that popup block open then enter 

Pan Card or Examiner Code and click on Search button. 

d. If click on Export in Excel button data will be export in excel file. If you want to delete record 

click on Delete button. 
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8- PAPER SETTER BILLING ENTRY: - This page is use for enter Paper Setter Billing details for 

billing. 

 
 Click on BILLING -> PAPER SETTER BILLING ENTRY open this page. 

 

 
After click below screen will be appear.  

 

a. Enter examiner detail and click on save button data will be display on below grid. 

b. If click on Reset button all page data will be blank. 

c. If you want to search examiner checked Search Criteria after that popup block open then enter 

Pan Card or Examiner No. and click on Search button. 
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9- EXAMINER BILLING RANGE REPORT: - This page is use for generate range report for 

examiner dispatch billing. 

 
 Click on REPORT -> EXAMINER BILLING RANGE REPORT open this page. 
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After click below screen will be appear.  

a. Select all drop down list from page then click on report button report will be generate in below 

format.  

b. If click on Reset button page data will be blank. 

 

 
 

Report Formate:- 
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10- EXAMINER MISSING BILLING RANGE REPORT: - This page is use for generate range 

report for missing examiner dispatch billing. 

 
 Click on REPORT -> EXAMINER MISSING BILLING RANGE REPORT open this page. 

 

 
 
After click below screen will be appear.  

a. Select all drop down list from page then click on report button report will be generate in below 

format.  

b. If click on Reset button page data will be blank. 

 

 
 



   

 User Manual Document (Dispatch Billing) 

 

P a g e  14 | 25 
CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is to be distributed, routed, or made available 

solely to authorized persons having a need to know. If you are not an authorized person, you are hereby notified that any review, dissemination or copying of this 

document, or the information contained herein is prohibited. 

Report Formate:- 

 

 
 

 

11- EXAMINER BILLING REPORT: - This page is use for generate report for examiner dispatch 

billing. 

 
 Click on REPORT -> EXAMINER BILLING REPORT open this page. 
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After click below screen will be appear.  

a. Select all drop down list from page then click on report button report will be generate in below 

format.  

b. If click on Reset button page data will be blank. 

 

 
 

Report Formate:- 
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12- CO-ORDINATOR BILLING REPORT: - This page is use for generate report for coordinator 

dispatch billing. 

 
 Click on REPORT -> CO-ORDINATOR BILLING REPORT open this page. 

 

 
 
After click below screen will be appear.  

a. Select all drop down list from page then click on report button report will be generate in below 

format.  

b. If click on Reset button page data will be blank. 
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Report Formate:- 

 

 
 

 

13- EXAMINER BANK REPORT: - This page is use for generate report for examiner bank report. 

 
 Click on REPORT -> EXAMINER BANK REPORT open this page. 
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After click below screen will be appear.  

a. Select all drop down list from page then click on report button report will be generate in below 

format.  

b. If click on Reset button page data will be blank. 

 

 
 

Report Formate:- 
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14- EXAMINER BILLING SMS: - This page is use for send sms to examiner billing. 

 
 Click on REPORT -> EXAMINER BILLING SMS open this page. 

 

 
 
After click below screen will be appear.  

a. Select required field from drop down. 

b. Click on Get Details button to get examiner details. 

c. Click on corresponding examiner check box to send sms. 

d. If click on Reset button page data will be blank. 
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15- DISPATCH BILLING EXAMINER DETAIL: - This page is use for get examiner detail. 

 
 Click on REPORT -> DISPATCH BILLING EXAMINER DETAIL open this page. 

 

 
 
After click below screen will be appear.  

a. Select required field from drop down. 

b. Click on Get Details to get details  examiner no wise, pan wise and account number wise 

c. It gets data from missing examiner billing, examiner billing, paper setter billing. 

d. If click on Reset button page data will be blank 
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16- MISSING EXAMINER BILLING REPORT: - This page is use for generate report for missing 

examiner billing report. 

 
 Click on REPORT -> MISSING EXAMINER BILLING REPORT open this page. 

 

 
 
After click below screen will be appear.  

a. Select all drop down list from page then click on report button report will be generate in below 

format.  

b. If click on Reset button page data will be blank. 
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Report Formate:- 

 

 
 

17- PAPER SETTER BILLING REPORT: - This page is use for generate report for paper setter 

billing report. 

 
 Click on REPORT -> PAPER SETTER BILLING REPORT open this page. 
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After click below screen will be appear.  

a. Select all drop down list from page then click on report button report will be generate in below 

format.  

b. If click on Reset button page data will be blank. 

 

 
 

Report Formate:- 
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18- PAPER SETTER BILLING RANGE REPORT: - This page is use for generate report for 

paper setter billing range report. 

 
 Click on REPORT -> PAPER SETTER BILLING RANGE REPORT open this page. 

 

 
 
After click below screen will be appear.  

a. Select all drop down list from page then click on report button report will be generate in below 

format.  

b. If click on Reset button page data will be blank. 
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Report Formate:- 
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1- Login Page: 

 
User enters the valid URL and navigates to the Login Page. 

Login to Admin section using User ID/ Password. 
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2. Module Assigned:- 

 
Click on DISPATCH Module for accessing the Module. 
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3. Coordinator Master: 
                                       This Page is used for Creating Coordinator Location inside any City. 

 

Common Master -> Coordinator Master 

 

Enter Coordinator Location and Select City to map both, click Save Button. Existing entries can 

be Edited or deleted from same page. 
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4. Lot Master: 
                                 This Page is used for creating date wise Challan No inside any Academic 

Session, Exam Configuration. 

 

Common Master -> Lot Master 

 

Select Academic Session, Exam Configuration, From Date, and To Date & Enter Challan No and 

click Save Button. Existing entries can be deleted from same page. 

 

 

 
 
 
 
 
 
 
 
 



 DISPATCH  

 User Manual Document  
 

CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is 

to be distributed, routed, or made available solely to authorized persons having a need to know. If you are not an 

authorized person, you are hereby notified that any review, dissemination or copying of this document, or the 

information contained herein is prohibited. 

 

 
5. Configuration of Group Stacking List: 
     This page is used for crating degree wise Group Stacking List configuration on base of             

minimum and maximum number of packet and its effective date.      

 

Common Master -> Configuration of Group Stacking List 

Select Exam type, degree, effective date and min. and max. Limit for packets and click Save 

Button. Existing entries can be deleted from same page. 
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6. Blank Dispatch Challan: 
 This Page is used for generating Blank Dispatch Challan for various Examination centers. 
 

Annual Dispatch -> Blank Dispatch Challan 

 

Select Center Name, Academic session, Exam Configuration and Challan No and click PRINT 

CHALLAN Button.  

 

 
 
Note: For generating Blank Challan for all the centers, do not select Center name. 
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Sample Blank Dispatch Challan report: 
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7. Dispatch Challan Entry: 
                                 This Page is used to make Dispatch Challan Entry once received from 

Examination centers. 

 

Annual Dispatch -> Dispatch Challan Entry 

 

Select Academic Session, Exam Configuration, Center Name, and Challan no and click “Get 

Detail” Button.  

Data will display in Grid where Paper Wise- entry can be made in “No. of Answer Book 

Packets” & “No. of Answer Book” fields and Click the save Button. Existing entries can be 

edited from same page. 
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Note: Here RESET button is given to reset the entry if packet is not issued to an examiner. If 

packet is issued it cannot be edited and “Packet Issued” remarks will come. 

 

8. Stacking List: 
                                 This Page is used to get stacking list details like how many no. of Answer 

Books and how many no. of packets are delivered to an exam center for a particular paper code. 

 

Annual Dispatch -> Stacking List 

 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Lot No and 

Student Category and click “Stacking List Report” Button.  
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Stacking List Report: 
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9. Configuration of Group Stacking List: 
                                 This Page is used to create Configuration of Group Stacking List- Maximum 

and Minimum value for creating Group stacking. 

 

Common Master ->Configuration of Group Stacking List 

 

Select Annual/Semester/Supple, Degree, Effective date, Enter Minimum Limit of Group 

Stacking & Maximum Limit of Group Stacking and Click Save Button. Existing entries can be 

deleted from same page. 
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10. Group Stacking List: 
                                  

This Page is used to get group wise stacking details which contains Group Name, Center 

Code, Center Code-Packet No., Total Answer Books, Examiner No. and Location. According to 

Degree & Degree cycle, Paper code, and Lot No. wise. 

Annual Dispatch -> Group Stacking List 

 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Challan No 

and Student Category and Click “PRINT BLANK GROUPSTACKING LIST” Button to get 

the Blank Group Stacking list. 
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Blank Group Stacking Report Format: 

 

 
 

 

After that Secrecy department assigned the Examiner No & Location in blank group stacking 

report which will be entered from the same page. 

  

After getting the details from Secrecy department Select Academic Session, Exam 

Configuration, Degree, Degree Cycle, Paper Code, Challan No and Student Category and Click 

GET DETAILS Button.  

 

Enter the EXAMINER No & Location in Grid. Click Save Button. 
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After that Click PRINT GROUP STACKING LIST Button. 

 

 

Group Stacking List Report:  
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11. Sticker Printing: 
                                 This Page is used to create sticker which is used to stick over answer book 

packets. It contain some information like Paper code, Examiner no. , Location, Exam date, No. 

of answer books etc. 

Annual Dispatch -> Sticker Printing 

 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Subject, Paper Code & 

Report Type Click Download Sticker Button.  

 

 

 
 

Center wise report: 
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Examiner wise Report: 

 

Packet Wise Report: 
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12. Evaluation Challan Report: 
                                 This Page is used to get evaluation challan report which contains how many 

no. of answer books are sent to examiner for a particular paper  

Annual Dispatch -> Evaluation Challan Report 

Select Academic Session, Exam Configuration, Lot No, Location, Student Category. Click 

“EVALUATION CHALLAN REPORT” Button.  
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Evaluation Challan Report: 

 

 

 

 

 

Summarized Report: This report has location wise packet details in a lot.  
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13. Issue Stack to Coordinator: 

 
                                 This Page is used to issue stacks to examiner for monitoring purpose. 

Annual Dispatch -> Issue Stack to Coordinator 

Select Academic Session, Exam Configuration, Coordinator Location, Lot No. Click SEARCH 

Button.  

 

 

 

 

 

Now select the stack that needs to be issued and click “SAVE”, it will be issued to the selected 

location and lot number. 
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14. Issue Stack to Coordinator Report: 

 
                                 This Page is used to get the issued stack report.  

Annual Dispatch -> Issue Stack to Coordinator Report 

Select Academic Session, Exam Configuration, Location, Lot No. Click “ISSUED EXAMINER 

REPORT” Button.  
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15. Receive Stack from Coordinator: 
                                 This Page is used to receive the issued stack to examiner for monitoring 

purpose. 

Annual Dispatch -> Issue Stack to Coordinator 

Select Academic Session, Exam Configuration, Coordinator Location, Lot No. Click SEARCH 

Button 

 

 

 

Now select the stack to receive and fill the receive date and click “Save”, Stack will be received. 
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16. Receive Stack from Coordinator Report: 

 
                                 This Page is used to get received stack report. 

Annual Dispatch -> Receive Stack from Coordinator Report 

Select Academic Session, Exam Configuration, Coordinator Location, Lot No and Report type- 

PDF or Excel. Click RECEIVED EXAMINER REPORT Button 
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Excel Report:- 
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17. Unlock Group Stacking: 

 
                                 This Page is used to delete stack from the stacking group according to 

Degree & Degree cycle, Paper code, and Lot no. wise if something gets wrong while doing entry. 

Annual Dispatch -> Unlock Group Stacking  

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Lot No. 

Click Delete Button.  

It will be deleted from all the stacking groups means Examiner No & Location will be blank. 
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18. Transfer Examiner Location: 
                                 This Page is used to transfer examiner location. 

 

Annual Dispatch -> Transfer Examiner Location 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Lot No. 

Click GET DETAILS Button. 

 

 

 

Select ‘Transfer to location and click Save, examiner will be transferred. 

Click Print Report which will generate a report which contains the details as shown below.  
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19. Emergency Paper Add: 
                                 This Page is used to add paper manually in emergency case. E.g. when some 

colleges 1, 2, 3 have examination center 31 for 1802 paper. As per our record there is no student 

from college 1, 2, 3 for paper 1802 and if a student appears to give examination at examination 

center 31 examination center. In such scenario user can use this feature to add paper for 

Exception Handling. 

Annual Dispatch -> Emergency Paper Add 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Subject, Paper Code, 

Exam Date, Exam Shift, Student category, Center Name. Click SAVE Button.  
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20. Dispatch Excel Report: 

 
This Page is used to Dispatch Excel Report where total number of answer book issued to an 

examiner will be listed along with Degree, Paper Code and Issue Date. 

Annual Dispatch -> Dispatch Excel Report 

Select Academic Session, Exam Configuration, Lot No. Click Download Dispatch Excel.  
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21. Stacking Details Remaining Center: 
                                

 This page is used to create Remaining stacking for the second time for a particular paper code 

when we received partial answer books from a center. 

Annual Dispatch -> Stacking Details Remaining Center 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Lot no, 

Student category, Iteration. Click Stacking List Report Button.  
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22. Group Stacking List (Remaining): 

 
This page is used to create Remaining Group stacking for the second time for a particular paper 

code when we received partial answer books from a center. 

Annual Dispatch -> Group Stacking List (Remaining) 

 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Challan No 

and Student Category and Click PRINT BLANK GROUPSTACKING LIST Button.  

 

 
 

 

 

After that Secrecy department assigned the Examiner No & Location in blank group stacking 

report which will be entered from the same page. 

  

After getting the details from Secrecy department Select Academic Session, Exam 

Configuration, Degree, Degree Cycle, Paper Code, Challan No and Student Category and Click 

GET DETAILS Button.  
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Enter the EXAMINER No & Location in Grid. Click Save Button. 

 

 
 

Click PRINT GROUP STACKING LIST Button to generate updated Stacking list with 

Examiner number and Location. 
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Semester Dispatch: 

23. Blank Dispatch Challan: 
This Page is used for generating Blank Dispatch Challan for various Examination 

centers. 

 

Semester Dispatch -> Blank Dispatch Challan 

 

Select Academic session, Exam Configuration and Exam Date and click GENERATE Button.  

 

 
 

Click DOWNLOAD button. 

 
 

 
 

 

 

 



 DISPATCH  

 User Manual Document  
 

CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is 

to be distributed, routed, or made available solely to authorized persons having a need to know. If you are not an 

authorized person, you are hereby notified that any review, dissemination or copying of this document, or the 

information contained herein is prohibited. 

 

Blank Dispatch Challan report: 
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24. Dispatch Challan Entry: 
This Page is used to make Dispatch Challan Entry once received from Examination 

centers. 

 

Semester Dispatch -> Dispatch Challan Entry 

 

Select Academic Session, Exam Configuration, Center Name, and Challan no and click “Get 

Detail” Button.  

Data will display in Grid where Paper Wise- entry can be made in “No. of Answer Book 

Packets” & “No. of Answer Book” fields and Click the save Button. Existing entries can be 

edited from same page. 

 

 

 

 

Note: Here RESET button is given to reset the entry if packet is not issued to an examiner. If 

packet is issued it cannot be edited and “Packet Issued” remarks will come. 
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25. Stacking List: 
                                 This Page is used to get stacking list details like how many no. of Answer 

Books and how many no. of packets are delivered to an exam center for a particular paper code. 

 

Semester Dispatch -> Stacking List 

 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Exam Date 

and Click “STACKING LIST REPORT” Button.  

 

 
 

Stacking List Report: 

 

 

 



 DISPATCH  

 User Manual Document  
 

CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is 

to be distributed, routed, or made available solely to authorized persons having a need to know. If you are not an 

authorized person, you are hereby notified that any review, dissemination or copying of this document, or the 

information contained herein is prohibited. 

 

26. Group Stacking List: 
                                 This Page is used to get group wise stacking details which contains Group 

Name, Center Code, Center Code-Packet No., Total Answer Books, Examiner No. and Location. 

According to Degree & Degree cycle, Paper code, and Lot No. wise. 

Semester Dispatch -> Group Stacking List 

 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Challan No 

and Student Category and Click “PRINT BLANK GROUPSTACKING LIST” Button.  

 

 

 

Blank Group Stacking Report Format: 
 

  
 

After that Secrecy department assigned the Examiner No & Location in blank group stacking 

report which will be entered from the same page. 

  

After getting the details from Secrecy department Select Academic Session, Exam 

Configuration, Degree, Degree Cycle, Paper Code, Challan No and Student Category and Click 

GET DETAILS Button.  
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Enter the EXAMINER No & Location in Grid. Click Save Button. 

 

 

After that Click PRINT GROUP STACKING LIST Button. 

 

Group Stacking List Report:  
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27. Sticker Printing: 
                                 This Page is used to create sticker which is used to stick over answer book 

packets. That contains some information’s like Paper code, Examiner no. , Location, Exam date, 

No. of answer books etc. 

Semester Dispatch -> Sticker Printing 

 

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Subject, Paper Code & 

Report Type Click Download Sticker Button 

 

 

 

Center wise report: 
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Examiner wise Report: 

         

Packet Wise Report: 
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28. Dispatch Excel Report: 

 
This Page is used to Dispatch Excel Report where total number of answer book issued to an 

examiner will be listed along with Degree, Paper Code and Issue Date. 

Semester Dispatch -> Dispatch Excel Report 

Select Academic Session, Exam Configuration, Degree. Click Download Dispatch Excel.  

 

Click “Download Dispatch Excel “   It will give generate a report which contains required 

details.  
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29. Unlock Group Stacking: 
                                 This Page is used to delete stack from the stacking group according to 

Degree & Degree cycle, Paper code, and Exam Date wise. 

Semester Dispatch -> Unlock Group Stacking  

Select Academic Session, Exam Configuration, Degree, Degree Cycle, Paper Code, Exam Date. 

Click Delete Button.  

It will be deleted from all the stacking groups means Examiner No & Location will be blank. 
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30. Evaluation Challan Report: 
 

                                 This Page is used to get Summarized Report and Evaluation challan 

report which contains how many no. of answer books are sent to examiner for a particular paper  

Semester Dispatch -> Evaluation Challan Report 

Select Academic Session, Exam Configuration, Location, Student Category and from Date & TO 

Date. Click “EVALUATION CHALLAN REPORT” Button 
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EVALUATION CHALLAN REPORT: 
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SUMMARIZED REPORT: 
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31. Degree Wise Total Answer Book: 
                                 This Page is used to get Number of Students, Paper code wise and center 

code wise. 

Reports -> Degree wise Total Answer Book 

Select Academic Session, Exam Configuration, Location, Student Category and from Date & TO 

Date. Click DISPATCH EXCEL Button 
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1- Login Page: 

 

a. User enters the valid URL and navigates to the Login Page.  

b. Login to Admin section using User ID/ Password. 
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2. Module Assigned:- 

 

 a. Click on Examination & Result Module. 
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3- Batch Creation & Print: - This page is use for generate practical batch and get batch report.  

 
 Click on Pre-Examination Activity-> Annual/Semester Practical-> Batch Creation & Print open this 

page. 

 

a. This page is use for create batch of annual degree on basis of Session, Exam Config. , Degree 

and Degree Cycle But in case of B.Sc you have to select subject group before creating a batch. 

  

 
 

 

b. Select all drop down list values then click on View button data will be show on condition if 

college batch already created then show in List of College (Batch Created) Section if college 

batch not created then show in  List of College (Batch not Created) Section. 

c. After search click on Create Batch button if college available for batch creation. 
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d. Click on Print Batch show the detail of student batch. Batch From show the detail of transfer 

student. 

 
 

 

e. Click on Print User Detail show the detail of batch UserId and Password. 
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4- Open Batch for Practical Exam:-This page is use for open and close batch college wise.  

 
 Click on Pre-Examination Activity-> Annual/Semester Practical-> Open Batch for Practical Exam open 

this page. 

a. Select all drop down list values then click on View button data will be show on condition if 

college batch already open then show in List of College (Batch Open) Section if college batch 

not open then show in  List of College (Batch not Open) Section. 

b. If college batch open then you can use credential User Id Password for batch marks entry. 

c. If college not open then select college and click on Open Batch button. 

d. If want to close college batch then select college and click on Close Batch button.  
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5- Consolidated Batch & UserId Print: - This page is use for show batch student detail and batch 

UserId and password. 

 
 Click on Pre-Examination Activity-> Annual/Semester Practical-> Consolidated Batch & UserId Print 

open this page. 

 

a. Select all drop down list values then click on Get College button then show all college batch 

and UserId Password details. 

 

 
 

Click on Print Batch Detail show all student of 

batch.
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b. Click on Print User Detail show all batch UserId and Password of college. 
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6- Batch Status for COE: - This page is use for show batch status student wise. 

 
 Click on Pre-Examination Activity-> Annual/Semester Practical-> Batch Status for COE open this page. 

a. Select all drop down list values then click on View button then show college wise Total Batch, 

Total Open Batch and Total Close Batch. 

b. Click on Total Batch Number show all batch paper wise. 

 

 
 

c. Click on Batch No show all student detail and also you can download in excel. 
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7- Practical’s Marks (Hard Copy) Receiving from College: - This page is use for submit hard 

copy of annual practical batch marks.   

 
 Click on Pre-Examination Activity-> Annual/Semester Practical-> Practicals Marks (Hard Copy) 

Receiving College open this page. 

 

 
a. Select all drop down list values then click on Get Batch button then below screen will be 

appear. Enter data when marks hard copy received by university then click on save button. 
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8- Total Batch Feeded Status: - This page is use for check total batch marks feeded status.  

 
 Click on Pre-Examination Activity-> Annual/Semester Practical-> Total Batch Feeded Status open this 

page. 

a. Select all drop down list values then click on Show button display all paper batch feeded or not 

feeded status. 

b. If click on Download Excel button data export in excel file. 
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9- Annual Practical Batch Close Marks: - This page is use for export batch marks in excel file. 

 
 Click on Pre-Examination Activity-> Annual/Semester Practical-> Annual Practical Batch Close Marks 

open this page. 

a. Select all drop down list values then click on Export button marks feeded data will be export in 

excel file according to condition.   
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10- User ID and Password Generate for Internal Paper: - This page is use for generate internal 

user id and password. 

 
 Click on Pre-Examination Activity-> Annual/Semester Practical-> UserID and Password Generate for 

Internal Paper open this page 

a. Select all drop down list values then wait for response if degree user id password not generated 

then college panel show on page if generated then college panel not show on page.  

b. If click on user id password then show massage generated. 

 

 
c. After generate below scree will be appear then click on Import Excel button all user id detail 

import in excel file. 

d. This User Id and Password use for internal / practical marks feeding.  
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1- Login Page: 

 

a. User enters the valid URL and navigates to the Login Page.  

b. Login to Admin section using User ID/ Password. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 User Manual Document (Annual Practical Batch For College) 

 

P a g e  3 | 12 
CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is to be distributed, routed, or made available 

solely to authorized persons having a need to know. If you are not an authorized person, you are hereby notified that any review, dissemination or copying of this 

document, or the information contained herein is prohibited. 

2. Module Assigned:- 

 

 a. Click on College Portal Module. 
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3- Print Roll List for Practical Exam: - This page is use for generate practical batch report. 

 
 Click on Practical Exam Activity-> Print Roll List for Practical Exam open this page. 

a. Select all drop down list values then click on View Report all student with paper show on 

report who practical exam attend.  

 

 
Below screen will be appear. 
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4- Print Batch & Attendance Sheet: - This page is use for get Practical roll list, attendance sheet and 

batch detail. 
 Click on Practical Exam Activity-> Print Batch & Attendance Sheet open this page. 

 

a. Select all drop down list values then click on View button then show all degree who batch is 

created. 

 
 

b. Click on Print Batch Details show all student batch paper wise. Batch From show the detail of 

transfer student. 
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c. Click on Print Batch Details with Status show all batch student status paper wise. 
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d. Click on Attendance Sheet with Batch show all batch attendance sheet paper wise.   

 

 
 

 

 

 



   

 User Manual Document (Annual Practical Batch For College) 

 

P a g e  8 | 12 
CONFIDENTIAL – RESTRICTED ACCESS  

This document is subject to a Non-Disclosure Agreement. It contains confidential and proprietary information and is to be distributed, routed, or made available 

solely to authorized persons having a need to know. If you are not an authorized person, you are hereby notified that any review, dissemination or copying of this 

document, or the information contained herein is prohibited. 

e. Click on Print Roll List of Practical Paper show all practical student paper wise. 
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5- Batch Wise Practical Marks Entry (Annual):- This page is use for enter practical marks. 

 
 Click on Practical Exam Activity-> Batch wise Practical Marks Entry (Annual) open this page. 

 

a. Enter practical batch UserId and Password then click on login button. 

  

 
 

Below screen will be appear after that click on Get Student button. If result has been declare then show the 

message “Result has been declared. So, you can't view marks!”  

 

 
If result not declare then show below screen. 
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b. Enter marks in textbox and select status from drop down list. In drop down list you have 

many option you can select any one.  

c. If you click on Save button data will be save but you can change any time. 

d. If you click on Submit to University button data will be not change. Then you can take 

print on click Print button. 

e. If you click on Add More button test box will be appear for enter extra batch student 

marks 

But you can enter only five student marks. 
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6- Internal/Practical Marks & Attendance Feeding (Semester/Annual):- This page is use for 

enter Internal/practical marks. 

 
 Click on Practical Exam Activity-> Internal/Practical Marks & Attendance Feeding (Semester/Annual) 

open this page. 

 

a. Enter practical UserId and Password then click on login button. 

 

 

 
 

 

Below screen will be appear after select Session and Exam config. Then click on Get Student button 
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b. Enter attendance, marks and grade then click button. After click on Save button data will 

be change. 

c. If you click on Submit to University button data will not be change. 

d. If you want to take print then click on Print button.  
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