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1. HOW TO CREATE BATCHES 
 

 

 

 

 

 

 

 Go to academics module 
 Select lab batches sub module and above screen 

appear 
 Select course, semester, branch and enter batches 

and save 
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2.HOW TO CREATE PERIODS 

 

 

 

 

 

 

 Go to academic module 
 Select periods sub module above screen appear 
 Select course ,year, branch and periods and update 

period time to time
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3.HOW TO DIVIDE STUDENTS FOR LAB 

 

 

 

 

 

 

 

 Go to academics module 
 Select batches sub module  
 Select course, department, semester and 

batchesand above screen appear
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4.HOW TO CREATE THEORY TIME TABLE 

 

 

 

 

 

 Go to academics module 
 Select time table sub module theory and above 

screen appear 
 Select course, semester branch and Then Click show
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5.HOW TO CREATE LAB TIME TABLE 

 

 

 

  Go to academics module 
 Select timetables sub module lab and above 

screen appear 
 Select course ,semester ,branch, batch and select 

Lab subjects and Then click save 
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6.HOW TO SEE TIMETBALE REPORT 

 

 

 

 

 

 Go to academics module 
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 Select time table sub module report and above 
screen appear 

 Select course ,semester ,branch and show 
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7.HOW TO ASSIGN FACULTY TO SUBJECTS 

 

 Go to academics module  
 

 

 Select teach assignments sub module and above 
screen appear 

 Select course ,semester ,branch click goAnd Add 
Faculty And Then click save  

 

Note: for Theory Unable To Give Attendance 

Permission particularly automatically Taken But For 

Lab need to give the Attendance Permission 

Specifically
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8.HOW TO ENTRY LESSON PLAN ENTRY 

 

 

 Go to academics module 
 Select lesson plan sub module entry and above 

screen appear 
 Select subjects and enter The data Online or Can 

Upload Through Offline 
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9.HOW TO COPY LESSON PLAN ENTRY 

 

 

 

 

 

 Go to academics  module  
 

 Select lesson plan sub module copy and above screen 
appear 

 Select course ,semester ,department and click Submit
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10.HOW TO SEE RPORT FOR LESSON PLAN 

 

 

 

 

 

 Go to academics module 
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 Select lesson plan sub module report and above 
screen appear 

 Select Course ,semester and branch  and click 
Subject 
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11.HOW TO POST ATTENDANCE TO STUDENTS 

 

 

 Go to academics module 
 Select faculty sub module attendance and above 

screen appear 
 Select course semester brand and Click show and 

check The students and click save 
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12.HOW TO SEE FACULTY ACADEMICS DETAILS 

 

 

 

 

 

 Go to academics module 
 Select faculty sub module academics details and 

above screen appear 
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 Select faculty and show
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13.HOW TO ENTRY ACHIEVEMENTS 

 

 

 

 

 

 Go to academics module 
 Select faculty sub module achievements and above 

screen appear 
 Select new option and Select Department and Date 

Add Description and Then Click Save
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14.HOW TO SEE DAY CLASS WORK 

 

 

 

 

 

 

 

Page 22 of 422



 Go to academics module 
 Select faculty sub module and day class work and 

above screen appear 
 Select date course semester branch and show 

Report 
 

 

 

Page 23 of 422



15.HOW TO POST ATTENDANCE FOR ELECTIVES 

 

 

 

 

 Go to academics module 
 Select faculty sub module electives attendance and 

above screen appear 
 

 Select date ,course ,semester ,branch and submit
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16.HOW TO SEE FACULTY LEISURE TIMES 

 

 

 

 

 

 

 Go to academics module 
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 Select faculty sub module leisure time and above 
screen appear 

 Select department ,date and time and show
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17.HOW TO SEE FACULTY PERFORMANCE 

 

 

 

 

 

 

 

 Go to academics module 
 Select faculty sub module faculty performance and 

above screen appear 
 Select department,faculty
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18.HOW TO ENTER FACULTY RESEARCH PAPERS 

 

 

 

 

 

 

 

 Go to academics module 
 Select faculty sub module research papers and 

above screen appear 
 Select new option select Date and Then add  

Description
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19.HOW TO SET PAPER FOR INTERNAL 

 

 

 

 

 

 Go to academics module 
 Select faculty sub module exam paper and above 

screen appear 
 

 Select subject ,exam type and then Attach the file
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20. HOW TO ENTER SPECIAL ASSIGNMENTS 
 

 

 

 

 

 Go to academics module 
 

 Select faculty sub module special assignment and 
above screen appear 

 Select date, department and faculty name
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21.HOW TO SEE WEEKLY PERSONAL TIMETABLE 
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⮚ Go to academics module 

⮚ Select faculty sub module work order and above screen 

appear 

⮚ Select department, faculty and show 
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22. HOW TO SEE DAY PERSONAL TIME TABLE 
 

 

 

 

 

⮚ Go to academics module 

⮚ Select faculty sub module work schedule and above 

screen appear 

⮚ Select date, dept, faculty and show 
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23. HOW TO UPLOAD RESOURSES FOR STUDENTS 
 

 

 

 

 Go to academics module 
 Select upload resources sub module and above 

screen appear 
 Select course ,branch ,semester and new and 

Upload The Pdf Or Excel File 
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24. HOW TO DOWNLOAD UPLOAD RESOURSES 
 

 

 

 

 

 

 

 

 Go to academics module 
 

 Select resources sub module and above screen 
appear 

 Select resources type
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25. HOW TO PROMOTE STUDENTS TO NEXT 
SEMESTER 

 

 

 

 Go to academics module 
 Select promotion sub module above screen appear 
 Select course semester branch and promote 
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26. HOW TO ASSSIGN STUDENTS AND FACULTY FOR 
PROJECTS 

 

 

 

 

 

 

 

 Go to academics module 
 Select projects sub module projects and above 

screen appear 
 Select batch, course, branch and show
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27. HOW TO SEE REPORTS FOR PROJECTS 
 

 

 

 

 

 

 

 Go to academics module 
 Select projects sub module reports and above 

screen appear 
 Select department , faculty, title and show
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28. HOW TO UPLOAD PROJECTS DOCUMENTS 
 

 

 

 

 

 Go to academics module 
 

 Select projects sub modules reviews and above 
screen appear 

 Select projects,review file, abstract document
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29. HOW TO APPLY LEAVE 
 

 

 

 

 

 

 

 

 

⮚ Go to academics module 
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⮚ Select leaves sub module apply self and above screen 

appear 

⮚ Select leave type, date and apply leave 
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30. HOW TO APPLY LEAVE FOR OTHERS 
 

 

 

 

 Go to academics module 
 

 Select leaves sub module apply others and above 
screen appear 

 Select departments,employee,leavetype,from and 
apply leave

Page 42 of 422



31. HOW TO ACCEPT LEAVE 
 

 

 Go to academics module 
 Select leaves sub module accept and above screen 

appear 
 Select  accept now  
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32. HOW TO APPROVE LEAVE 
 

 Go to academics module 
 Select leaves sub module approve and above page 

appear 
 Select date range and check The Employee and 

click approve 
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33. HOW TO CANCEL LEAVE 
 

 

 

 

 

 

 

 Go to academics module 
 Select leaves sub module cancel and above screen 

appear 
 Select The employee and click save  
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34. HOW TO SEE LEAVES REPORT 
 

 

 

 

 

 Go to academics module 
 

 

 Select leaves sub module report and above screen 
appear 

 Select date range ,department, staff, status and 
Then click Show 
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35. HOW TO EXPORT PREVIOUS ATTENDANCE 
 

 

 

 

 Go to academics module 
 

 Select previous sub module attendance and above 
screen appear 

 Select course ,batch ,attendance and show 
attendance
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36. HOW TO EXPORT PREVIOUS FEED BACK 
 

 

 

 

 

 Go to academics module 
 Select previous sub module feed back and above 

screen appear 
 Select batch,semester,branch and show report
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37. HOW TO EXPORT PREVIOUS LESSON 
PLAN/TIMETABLE 

 

 

 

 

 

 

 Go to academics module 
 Select previous sub module and above screen 

appear 
 Select academics year, course and show

Page 49 of 422



38. HOW TO EXPORT PREVIOUS MARKS 
 

 

 

 

 

 

 

 Go to academics module  
 

 

 Select previous sub module internal and above 
screen appear 

 Select course, batch,semester and show report
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39. HOW TO GENERATE BARCODES FOR ROLL NO 
 

 

 

 

 

 Go to academics module  
 

 Select student bar codes sub module and above 
screen appear 

 Select course, branch, semester
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40. HOW TO ENTER SUBSTITUTE SUBJECTS 
 

 

 

 

 

 Go to academics module 
 

 Select set substitute sub module and above screen 
appear 

 Select course, semester, branch and show Select 
only reg Change ReJoined students and Select The 
subjects and Instead subjects and Then Click Save
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41. HOW TO ASSIGN STUDENTS ASSIGNMENTS 
 

 

 

 

 

 Go to academics module 

 

 Select assignment sub module and above 

screen appear 

 Select subjects , sessional and Add New and 

add Description select date and Attach a 

File and check student and  Then click Save
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42. HOW TO SEE STUDENTS ACHIEVEMENTS 
 

 

 

 

 

 

 

 Go to academics module 
 Select student achievements sub module and above 

screen appear 
 Select roll no ,date and remarks and Then click save
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43. HOW TO SEE STUDENTS DAY WISE ATTENDANCE 
 

 

 

 

 

 

 

 Go to academics module 
 Select student sub module and above screen appear 
 Select roll no and show
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44. HOW TO ENTER STUDENTS PAPER 
PRESENTATIONS 

 

 

 

 

 

 Go to academics module 
 

 

 Select student sub module paper presentation and 
above screen appear 

 Select roll no,date and remarks and then click Save
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45. HOW TO SEE STUDENTS PERFORMANCE PAST 
 

 

 

 

 

 

 

 Go to academics module 
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 Select student sub module performance past and 
above screen appear 

 Select roll no and show
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46. HOW TO SEE STUDENT PERFORMANCE PRESENTS 
 

 

 

 

 

 

 

 Go to academics module 
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 Select faculty sub module preformance present and 
above screen appear 

 Select roll no and show
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47. HOW TO SEE STUDENT PROFILE 
 

 

 

 

 

 

 

 Go to academics module 
 

 Select student profile sub module and above screen 
appear 

 Select roll no and show
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48. HOW TO ENTER SYALLBUS COVERGAE REPORT 
 

 

 

 

 

 Go to academics module 
 Select syllabus coverage sub module and above 

screen appear 
 Select course, semester ,branch and date and Then 

Click show 
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49. HOW TO SEE SYALLBUS COVERAGE REPORT 
 

 

 

 

 

 Go to academics module 
 

 

 Select syallbus coverage sub module and above 
screen appear 

 Select course, semester, branch and show

Page 63 of 422



50. HOW TO SET DATE FOR SYALLBUS COVERAGE 
 

 

 

 

 

 

 

 

 Go to acdemics module 
 

 

 Select syallbus coverage sub module and above 
screen appear 

 Select course and show
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51. HOW TO ENTER TEACHING LOAD DISTRIBUTION 
 

 

 

 

 

 Go to academics module 
 

 Select teaching load distribution sub module and 
above screen appear 
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 Select course, semester and show
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52. HOW TO ENTER TEACHING PLAN 
 

 

 

 

 

 

 Go to academics module 
 

 

 Select teaching plan and above screen appear 
 Select subject
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53. HOW TO SEE TEACHING PLAN VERIFY 
 

 

 

 

 

 

 

 Go to academics module 
 

 

 Select teaching plan verify sub module and above 
screen appear 

 Select date ,department and show
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54. HOW TO SEE TEACHING SCHEDULE 
 

 

 

 

 

 

 Go to academics module 
 

 

 Select teaching schedule sub module and above 
screen appear 

 Select date and show
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55. HOW TO SEE ABSENT FACULTY 
 

 

 

 

 

 

 Go to academics module 
 

 

 Select absent faculty sub module and above screen 
appear 
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56. HOW TO SEE ABSENTIES REPORT 
 

 

 

 

 

 

 Go to academics module 
 

 

 Select absentees report sub module and above 
screen appear 

 Select course, semester ,branch and show
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57.HOW TO SEND ASSIGNMENTS TO STUDENTS 

 

 

 

 

 

 

⮚ go to academics module 

⮚ select assignments sub module and above screen appear 

⮚ select subject, session and add new 

 

 

Page 72 of 422



 

Page 73 of 422



58.HOW TO DELETE PREVIOUS MONTHS ATTENDANCE 

 

 

 

 

 

 

 Go to academics module 
 

 Select attendance sub module cumulative and 
above screen appear 

 Select course, semester ,branch and show
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59. HOW TO DELETE PARTICULAR PERIOD 
ATTENDANCE 

 

 

 

 

 

 

 Go to academics module 
 

 

 Select attendance sub module delete and above 
screen appear 

 Select course, semester, branch, date range and 
Click Delete 
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60. HOW TO POST DELETED ATTENDANCE 
 

 

 

 

 

 

 

 Go to academics module 
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 Select attendacesu module online and above screen 
appear 

 Select date, course, semester, branch and show
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61. HOW TO SEE CLASS WISE ATTENDANCE 
 

 

 

 

 

 

 Go to academics module 
 

 

 Select attendance report sub module class and 
above screen will appear 
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 Select course, semester, branch and Report
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62. HOW TO SEE DAY ABSENTIESS 
 

 

 

 

 

 

 Go to academics module 
 

 Select attendance report sub module daily 
absentees and above screen appear 

 Select course, date and show
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63. HOW TO SEE DAILY ATTENDANCE 
 

 

 

 

 

 

 

 Go to academics module 
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 Select attendance report sub module daily 
attendance and above screen appear 

 Select date Range, course, semester
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64. HOW TO SEE DAY ATTENDANCE 
 

 

 

 

 

 

 

 Go to academics module 
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 Select attendance report sub module day and above 
screen appear 

 Select course, semester, branch and show
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65. HOW TO SEE GENERAL ATTENDANCE 
 

 

 

 

 

 Go to academics module 
 

 Select attendance report sub module general and 
above screen appear 

 Select course ,semester and a show
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66. HOW TO SEE NOT POST FACULTY ATTENDANCE 
 

 

 

 

 

 

 Go to academics module 
 

 Select attendance report sub module not posted 
faculty and above screen appear 

 Select date ,course ,semester and show
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67. HOW TO SEE ATTENDANCE REGISTER 
 

 

 

 

 

 

 

 

 

 Go to academics module 
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 Select attendance report sub module register and 
above screen appear 

 Select course ,semester ,dept and show 
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68. HOW TO SEE SHORTAGE ATTENDANCE STUDENTS 
 

 

 

 

 

 

 

 Go to academics module 
 Select attendance report sub module shortage and 

above screen appear 
 Select course ,Date Range ,semester and show
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69. HOW TO SEE SUBJECT WISE ATTENDANCE 
 

 

 

 

 

 

 

 Go to academics module 
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 Select attendance report sub module subject and 
above screen appear 

 Select course ,dept ,semester and Subject Month 
Year show
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70. HOW TO PRINT BONIFIED CETIFICATE 
 

 

 

 

 

 

 

 Go to academics module 
 

 Select certificate sub module bonafide and above 
screen appear 

 Select roll no, completed year and show
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71. HOW TO PRINT COURSE COMPLETION 
CERTIFICATE 

 

 

 

 

 

 Go to academics module 
 

 Select certificate sub module course completion and 
above screen appear 

 Select roll no, completed year and show
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72. HOW TO PRINT CUSTODIAN CERTIFICATE 
 

 

 

 

 

 

 Go to academics module 
 

 Select certificate sub module custodian and above 
screen appear 

 Select roll no, completed year and show
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73. HOW TO PRINT FEE PAID LETTER CERTIFICATE 
 

 

 

 

 

 Go to academics module 
 

 Select certificate sub module fee paid and above 
screen appear 

 Select roll no, completed year and show
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74. HOW TO SEE TC ISSUE REPORT CERTIFICATE 
 

 

 

 

 

 Go to academics module 
 

 Select certificate sub module tc issue report and 
above screen appear 

 Select roll no, completed year and show
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75.HOW TO PRINT NO DUES CERTIFICATE 

 

 

 

 

 

 

 Go to academics module 
 

 Select certificate sub module no dues and above 
screen appear 

 Select roll no, and show
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76.HOW TO PRINT STUDY CERTIFICATE 

 

 

 

 

 

 

 

 Go to academics module 
 

 Select certificate sub module study certificate and 
above screen appear 

 Select roll no and show
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77. HOW TO SEE TC ISSUE REPORT 
 

 

 

 

 

 Go to academics module 
 

 Select certificate sub module tc report and above 
screen appear 
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 Select roll no ans show
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78. HOW TO ISSUE TC CERTIFICATE 
 

 

 

 

 

 Go to academics module 
 Select certificates sub module tc issue and above 

screen appear 
 Select roll no and show
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79.HOW TO ENTER CIRCULARS 

 

 

 

 

 

 Go to academics module 
 Select circulars sub module and above screen 

appear 
 Select new option Fill The Data and Then Click save 
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80.HOW TO ASSIGN FACULTY  TO STUDENTS FOR 

COUNSELLING 

 

 

 

 

 

 

 Go to academics module 
 

 Select counseling sub module assign and above 
screen appear 
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 Select course, semester, branch and show select The 
Students and click forward button and Assign To The 
Faculty
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81.HOW TO ENTER POST CONVERSATION 

 

 

 

 

 

 Go to academics module 
 

 Select counseling sub module post conversion and 
above screen appear 

 Select student and Post the Conversation
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82.HOW TO SEE CURRENT TIME TBALE 
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 Go to academics module 
 Select current time table sub module and above 

screen appear 
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83.HOW TO ENTER DISPLINARY ACTION 

 

 

 

 

 

 

 Go to academics module 
 

 Select disciplinary action sub module and above 
screen appear 

 Select roll no and go post  the complint
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84.HOW TO CHECK REPORT OF DISCPLINARY ACTION 

 

 

 

 

 

 

 Go to academics module 
 

 Select disciplinary action sub module report and 
above screen appear 

 Select Date Range , course, Branch and semester 
and Then Click Report
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85.HOW TO ASSIGN ELECTIVES FOR PARTICULAR 

BATCHES 

 

 

 

 

 

 

 Go to academics module 
 

 Select electives sub module batch and above screen 
appear 

 Select course,batch,electives and save
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86.HOW TO ENTER NEW ELECTIVES 

 

 

 

 

 

 go to academics module 
 Select the electives sub module new you will get 

above screen 
 Create a new elective and save 
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87.HOW TO ASSIGN ELECTIVES FOR PARTICULAR 

STUDENTS 

 

 

 

 

 

 

 

 Go to academics module 
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 Select electives sub module batch electives->you 
will get above screen 

 Select check boxes according to students and save 
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88.HOW TO ASSIGN EXTRA CLASS 

 

 

 

 

 

 

 go to academics module 
 Select  extra class sub module and above screen 

appear 
 Select course, semester, branch, date, subject, 

period and save 
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89.HOW TO SEE EXTRA CLASS WORK REPORT 

 

 

 

 

 

 

 Go to academics module 
 Select extra class sub module report and above 

screen appear 
 Select date and show
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90.HOW TO ADJUST CLASS WORK FOR FACULTY 

 

 

 

 

 

 

 

 Go to academics module 
 Select faculty adjustment sub module and above 

screen appear 
 Select semester, branch and date save 
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91.HOW TO SEE FACULTY ADJUSTMENT REPORT 

 

 

 

 

 

 

 Go to academics module 
 Select faculty adjustment sub module report and 

above screen appear 
 Select date and show
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92.HOW TO SET FEED BACK QUESTION 

 

 

 

 

 

 

 

 Go to academics module 
 

 Select feedback question and above screen appear 
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 Select feed back and new enter the question and 
click save 

Page 119 of 422



93.HOW TO SEE FEEDBACK REPORT 

 

 

 

 

 

 

 Go to academics module 
 

 Select feedback report sub module faculty wise and 
above screen appear 
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 Select department ,faculty name and show

Page 121 of 422



94.HOW TO SEE GENERAL REPORT 

 

 

 

 

 

 

 Go to academics module 
 

 Select feed back report sub module general and 
above screen appear 

 Select exam and show
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95.HOW TO SEE STUDENT WISE FEED BACK REPORT 

 

 

 

 

 

 

 Go to academics module 
 

 Select feed back report sub module student wise 
and above screen appear 
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 Select course ,department ,phase and show
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96.HOW TO SEE SUBJECT WISE REPORT 

 

 

 

 

 

 

 

 Go to academics module 
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 Select feedback report sub module subject and 
above screen appear 

 

 Select course, semester, branch and show
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97.HOW TO SET FEED BACK SETTINGS 

 

 

 

 Go to academics module 
 Select feedback settings and above screen appear 
 Select date range to post The Feed Back and  Add a 

Term and Then  check semesters and Click 
Branches
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98.HOW TO ENTER INTERNAL MARKS IN EXAM WISE 

 

 

 

 

 

 Go to academics module 

 

 Select internal sub module exam wise and 

above screen appear 
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 Select course ,semester ,branch and exam 

type and show and Post The Attendance and 

Click save
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99.HOW TO ENTER MARKS IN SESSIONAL WISE 

 

 

 

 

 

 

 

 Go to academics module 

 

 Select internal sub module sessional wise 

and above screen appear 

 

 Select course,semester,branch and exam 

type and show
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1.HOW TO ENTER BANK DETAILS 

 

 

 

 Go to accounts module 

 Select new bank accounts sub module and above 

screen appear 

 Select new account option 

 New screen appear select bank, enter acc no, 

account holder, branch, city opening balance, 

date and save  

  

Page 133 of 422



2.HOW TO CREATE HEADS 

 

 

 

 Go to accounts module 

 Select heads sub module entry and above screen 

appear 

 Select add new  

 New screen appear enter name, select type, acc 

no and save 
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3.HOW TO SET RECEIPT NO 

 

 

 

 Go to accounts module 

 Select heads sub module receipt no and above 

screen appear 

 Select group, enter prefix, receipt no  

 Select revenue heads 
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4.HOW TO DEPOSIT CASH TO BANK 

 

 

 

 Go to accounts module 

 Select deposit sub module cash and above 

screen appear 

 Select new transaction 

 New screen appear select date, account, amount 

and narration and save 
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5.HOW TO DEPOSIT DD/CHEQUE TO BANK 

 

 

 

 go to accounts module 

 Select deposit sub module dd / cheque and above 

screen appear 

 Select date, account no 

 New screen appear select receipt no and depot 
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6.HOW TO WITHDRAWAL CASH 

 

 

 

 Go to accounts module 

 Select cash withdrawal sub module and above 

screen appear 

 Select new transaction  

 New screen appear select date, account, 

amount, narration and save 
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7.HOW TO ENTER CASH ON HAND 

 

 

 

 Go to account module 

 Select cash on hand sub module and above 

screen appear 

 Enter amount and select date and save 
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8.HOW TO SEE BANK TRANS REPORT 

 

 

 

 Go to accounts module 

 Select bank trans report sub module and above 

screen appear 

 Select acc no, date , range and show transaction 
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9.HOW TO ENTER EXPENDITURE 

 

 

 

 Go to accounts module 

 Select expenditure sub module and above screen 

appear 

 Select expenditure head 

 Enter paid to, amount, date, narration, payment 

method and save 

  

Page 141 of 422



10.HOW TO SEE EXPENDITURE REPORT 

 

 

 

 Go to accounts module 

 Select expenditure report sub module and above 

screen appear 

 Select date range, head and show report 
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11.HOW TO GENERATE  RECEIPTS 

 

 

 

 Go to accounts module 

 Select receipts sub module and above screen 

appear 

 Enter roll no, date select fee types, amount and 

save 
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12.HOW TO GENERATE ATTENDANCE FINE 

 

 

 

 Go to accounts module 

 Select attendance fine sub module absentees 

and above screen appear 

 Select course, semester, branch, month/ year 

and show 

 Enter amount and save 
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13.HOW TO SEE ATTENDANCE REPORT 

 

 

 

 Go to accounts module 

 Select attendance fine sub module report and 

above screen appear 

 Select date and show 
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14.HOW TO GENERATE RECEIPT FOR ATTENDANCE 

FINE 

 

 

 

 Go to account module 

 Select attendance fine sub module receipt and 

above screen appear 

 Enter roll no and show 

  

Page 146 of 422



15.HOW TO SEE DAY BOOK REPORT 

 

 

 

 Go to accounts module 

 Select day book sub module and above screen 

appear 

 Select date range and show day book 
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16.HOW TO SEE PROFIT OR LOSS 

 

 

 

 Go to accounts module 

 Select profit/loss sub module and above screen 

appear 

 Select date range, head and show 
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17.HOW TO SEE DETAILED RECEIPT REPORT 

 

 

 

 Go to accounts module 

 Select receipts sub module detailed and above 

screen appear 

 Select date range, course, head and show 
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18.HOW TO SEE TOTAL RECEIPT 

 

 

 

 Go to accounts module 

 Select receipts sub module total and above 

screen appear 

 Select receipt wise or fee type wise 

 Select date and show 
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19.HOW TO SEE TRANSACTIONS 

 

 

 

 Go to accounts module 

 Select transaction sub module and above screen 

appear 

 Select date range, roll no or receipt no and show 
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20.HOW TO SEE TRANSACTION HISTORY 

TRACKING 

 

 

 

 Go to accounts module 

 Select transaction history tracking sub 

module and above screen appear 

 Select receipts or payments 

 Select all or by employee 

 Select date range and show 
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39.HOW TO CREATE USER LEVELS  42 

40.HOW TO CREATE USERS LOIN ID'S  43 
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1.HOW TO CREATE COURSE 

 

 

 Go to administration module 

 Select course sub module and above 

screen appear 

 Select check boxes for course needed or 

uncheck 
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2.HOW TO CREATE DEPARTMENT 

 

 

 

 Go to administration module 

 Select department sub module and above screen 

appear 

 Select add new department  

 New screen appear enter code, name select 

head of department and save 
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3.HOW TO CREATE BRANCHES 

 

 

 

 Go to administration module 

 Select branches sub module and above screen 

appear 

 Select course new screen appear 

 Select department, branch name, short name  
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4.HOW TO SET ACADEMIC CALENDER 

 

 

 

 Go to administration module 

 Select academic sub module and above screen 

appear 

 Select course, semester, new academic calendar 

 enter from date to date select add to list and 

update 
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5.HOW TO DIVIDE SECTIONS FOR BRANCHES 

 

 

 

 Go to administration module 

 Select branch section sub module and above 

screen appear 

 Select course, batch, branch 

 Enter no.of section and update 
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6.HOW TO ENTER AGENTS 

 

 

 

 Go to administration module 

 Select agents sub module entry and above 

screen appear 

 Select new agent 

 New screen appear enter code, name, address, 

contact no1 and save 
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7.HOW TO SEE AGENTS LIST 

 

 

 

 Go to administration module 

 Select agents sub module list and above 

screen appear 
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8.HOW TO SEE AGENTS STUDENTS REPORT 

 

 

 

 Go to administration module 

 Select agents sub module agent students and 

above screen appear 

 Select course, wise or agent wise 

 Select batch, course, branch, agent and show 

report 
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9.HOW TO TAKE BACKUP 

 

 

 

 Go to administration module 

 Select backup sub module and above screen 

appear 

 Select backup database  File Will Be Downloded 
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10.HOW TO CREATE CERTIFICATE 

 

 

 

 Go to administration module 

 Select certificates sub module certificates and 

above screen appear 

 Select student or staff or both 

 Select new option new screen appear 

 Enter certificate and save 
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11.HOW TO MAP CERTIFICATE FOR COURSE WISE  

 

 

 

 Go to administration module 

 Select certificates sub module course certificate 

and above screen appear 

 Select course and select certificates and save  
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12.HOW TO ENTER COLLEGE DETAILS 

 

 

 

 Go to administration module 

 Select college details sub module and above 

screen appear 

 Select edit option  

 New screen appear enter details of college 
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13.HOW TO SEE COMPLAINTS 

 

 

 

 Go to administration module 

 Select suggestion/complaints sub module 

and above screen appear 

 Select date and show 
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14.HOW TO MAINTAIN DAIRY 

 

 

 

 Go to administration module 

 Select dairy sub module and above screen 

appear 

 Enter date ,go and select add new event 
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15.HOW TO ENTER FEE TYPES 

 

 

 

 Go to administration module 

 Select fee type sub module entry and above 

screen appear 

 Select course, batch, year admission type, seat 

type and show 

 Select new fee type 

 New screen appear select fee type, amount and 

save 
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16.HOW TO ENTER COMITTED FEES  

 

 

 

 Go to administration module 

 Select fee types sub module committed fees and 

above screen appear 

 Select attach file and import  
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17.HOW TO SET DUE DATE 

 

 

 

 Go to administration module 

 Select fee types sub module due date and above 

screen appear 

 Select course, batch, year, for academic year 

and show 

 New screen appear select check boxes fees 

types  

 Enter date and save 
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18.HOW TO SET FINE 

 

 

 

 Go to administration module 

 Select fee types sub module set fine and above 

screen appear 

 Select fee types check boxes  

 Enter no of days ,fine and add 
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19.HOW TO SET HOILDAYS 

 

 

 

 Go to administration module 

 Select holidays sub module and above screen 

appear 

 Select holiday 

 New screen appear select date, name of holiday, 

no of days and save 
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20.HOW TO CREATE LECTURE HALLS 

 

 

 

 Go to administration module 

 Select lecture halls sub module and above 

screen appear 

 Select new  

 New screen appear select course, room no, 

branch, year, no of benches, no of columns, no of 

rows and save 
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21.HOW TO CREATE LOCATIONS  

 

 

 

 Go to administration module 

 Select location sub module and above screen 

appear 

 Select state new screen appear 

 Enter state and save  

 Same as how we create state  
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22.HOW TO CREATE BANK NAME 

 

 

 

 Go to administration module 

 Select bank sub module and above screen 

appear 

 Select new bank and new block appear  

 Enter bank name and save 

  

Page 177 of 422



23.HOW TO ENTER NEWS & EVENTS 

 

 

 

 Go to administration module 

 Select news & event sub module and above 

screen appear 

 Select add new event  

 New screen appear enter events and save 
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24.HOW TO RESET STUDENT PASSWORD 

 

 

 

 Go to administration module 

 Select reset student password sub module and 

above screen appear 

 Enter roll no and show 

 New screen appear with student details and 

select reset password  
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25.HOW TO CREATE RESOURCE TYPES 

 

 

 

 Go to administration module 

 Select resource types sub module and above 

screen appear 

 Select new resource type  

 New block appear enter resource type and save 

  

Page 180 of 422



26.HOW TO CREATE SEAT TYPES 

 

 

 

 Go to administration module 

 Select seat type sub module and above screen 

appear 

 Select add seat type 

 New screen appear enter seat type, short name 

and save 
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27.HOW TO SET ATTENDANCE ALERT 

 

 

 

 Go to administration module 

 Select settings sub module and above screen 

appear 

 Select alert 

 Enter attendance alert and save 
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28.HOW TO CREATE TABLE FOR ATTENDANCE OR 

MARKS 

 

 

 

 Go to administration module 

 Select settings sub module and above screen 

appear 

 Select attendance or marks or both 

 Select course, semester, branch and create 
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29.HOW TO SET ATTENDANCE FINE 

 

 

 

 Go to administration module 

 Select settings sub module and above screen 

appear 

 Select attendance fine  

 Enter fine amount, due date, late fine and update 
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30.HOW TO SET RECEIPT NOS 

 

 

 

 Go to administration module 

 Select settings sub module and above screen 

appear 

 Select admission no & receipt no 

 Enter admission no,  receipt no, exam receipt no, 

current acc.no and save  
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31.HOW TO SET REGULATION FOR SEMESTER  

 

 

 

 Go to administration module 

 Select settings sub module and above screen 

appear 

 Select semester & regulation 

 Enter batch, regulation, academic year and 

update  
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32.HOW TO SET ACADEMIC YEAR  

 

 

 

 Go to administration module 

 Select settings sub module and above screen 

appear 

 Select academic year 

 Enter year and save  
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33.HOW TO SET EXAM SYSTEM 

 

 

 

 Go to administration module 

 Select settings sub module and above screen 

appear 

 Select exam system 

 Enter course, batch, regulation, exam system 

and update 
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34.HOW TO SEE FACULTY LOGIN TIMES IN ECAP 

 

 

 

 Go to administration module 

 Select staff login times sub module and above 

screen appear 

 Select date range, department and staff 
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35.HOW TO SET STAFF WORKING HOURS 

 

 

 

 Go to administration module 

 Select staff working hours sub module and above 

screen appear 

 Select set new timings  

 New screen appear select shift, on duty time, of 

duty time  

 Enter late error allowance 

 Select days 
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36.HOW TO SET STUDENTS LINKS 

 

 

 

 Go to administration module 

 Select student links sub module and above 

screen appear 

 Select check boxes and submit 
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37.HOW TO ENTER SUBJECTS IN ONLINE 

 

 

 

 Go to administration module 

 Select subjects sub module online and 

above screen appear 

 Select course, semester, branch, regulation 

and show 

 New option appear new subject  

 Enter code, subject name, short name, 

credits, subject type, no of session and save 
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38.HOW TO ENTER SUBJECTS IN OFFLINE 

 

 

 

 Go to administration module 

 Select subjects sub module offline and above 

screen appear 

 Select course, regulation And Attach the file 

 Enter sheet name and import 
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39.HOW TO CREATE USER LEVELS 

 

 

 

 Go to administration module 

 Select user level sub module and above 

screen appear 

 Select user level, module  

 New screen appear with module sub links  

 Select check boxes and save 
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40.HOW TO CREATE USERS LOIN ID'S 

 

 

 

 Go to administration module 

 Select users sub module and above screen 

appear 

 Select teaching or non-teaching 

 Select department or search by name 

 Select edit option for faculty level change  

 Enter password and save 
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HELP MANUAL PAGE NO 

Page 195 of 422
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  17.HOW TO TRANSFER STUDENTS 19 

18.HOW TO SEE TRANSFER REPORT 20 

19.HOW TO SEE REPORT 21 

20.HOW TO SEE SCHOLARSHIP STUDENTS 22 

21.HOW TO SEE ADMISSIONS REGISTER 23 

22.HOW TO CREATE CASTE 24 

23.HOW TO SEE COLLEGE STRENGTH 25 
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1.HOW TO IMPORT STUDENTS IN ONLINE 

 

 go to admission module 

 select admission sub module online and above screen appear 

 enter roll no, student type, student name, course, semester, 

seat type, branch, scholarship status and save 
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2.HOW TO IMPORT STUDENTS IN OFFLINE 

 

 

 go to admission module 

 select admission sub module offline and above screen appear 

 select course, semester, branch, batch, student type  

 Attach file enter sheet name and import 
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3.HOW TO ENTER CERTIFICATES 

 

 

 

 Go to admission module 

 Select checklist sub module entry and above screen appear 

 Enter roll no and show 

 Select certificate check box 

 Enter date, hall ticket no  

 Select copy original or Xerox or scan and then click save 
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4.HOW TO CHECK WHO SUBITTED 

CERTIFICATES 

 

 Go to admission module 

 Select checklist sub module report and above screen appear 

 Select course, batch, branch and show 
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5.HOW TO UPLOAD CERTIFICATES 

 

 

 Go to admission module 

 Select checklist sub module upload and above screen appear 

 Enter roll no and submit 

 New screen appear with certificates select checkboxes and 

click on attach to upload certificates 
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6.HOW TO DIVIDE SECTION FOR STUDENT 

 

 

 Go to admission module 

 Select section sub module and above screen appear 

 Select course ,branch, semester and show 

 New screen appear with student list 

 Select students and click on forward option and select section 

and save 

  

Page 203 of 422



7.HOW TO DETAINED STUDENTS 

 

 Go to admission module 

 Select detained students sub module entry and above screen 

appear 

 Enter roll no select attendance or credits and add 

 select roll no and submit 
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8.HOW TO REJOIN STUDENTS 

 

 

 

 

 Go to admission module 

 Select detained students sub module rejoin and above screen 

appear 

 Select course 

 Select students check box and semester enter Date Of Rejoin 

and save 
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9.HOW TO SEE DETAINED STUDENTS 

 

 

 

 Go to admission module 

 Select detained students sub module report(detained) and 

above screen appear 

 Select course, batch, branch, semester, detained by and show 
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10.HOW TO SEE REJOIN STUDENTS 

 

 

 Go to admission module 

 Select detained students sub module report(rejoin) and above 

screen appear 
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11.HOW TO EDIT STUDENTS 

 

 

 

 Go to admission module 

 Select admission sub module edit and above screen appear 

 Enter roll no and show 

 Enter full name, seat type, branch, semester, date of 

admission, seat type, scholarship status and save 
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12.HOW TO SEE STUDENTS REPORT 

 

 

 

 

 

 

Go to admission module 

Select admission sub module report and above screen appear 

Enter roll no and submit 

New screen appear with student details 
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13.HOW TO UPDATE STUDENT LIST 

 

 

 

 Go to admission module 

 Select admission sub module update status and above screen 

appear 

 Select course, semester, branch, and show 

 Select students check boxes and update 
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14.HOW TO GENERATE ID CARDS 

 

 

 Go to admission module 

 Select generate id card sub module and above screen appear 

 Select student or faculty 

 Select all or individual 

 Select college, hostel, transport 

 Select course, branch, semester 
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15.HOW TO SEE LOCATION REPORT 

 

 

 Go to admission module 

 Select location report sub module and above screen appear 

 Select state, district, mandal, village, course, batch and show 
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16.HOW TO REJOIN STUDENTS 

 

 

 

 

 Go to admission module 

 Select rejoin sub module and above screen appear 

 Enter roll no and add 

 Select roll no, enter date and submit 

  

Page 213 of 422



17.HOW TO TRANSFER STUDENTS 

 

 

 

 Go to admission module 

 Select transfer sub module entry and above screen appear 

 Enter roll no, transfer date select transfer or  discontinued 

enter remarks and submit 
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18.HOW TO SEE TRANSFER REPORT 

 

 

 

 

 

 Go to admission module 

 Select transfer sub module report and above screen appear 

 Select all or transfer or discontinued and show 

19.HOW TO SEE REPORT 
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 Go to admission module 

 Select report sub module and above screen appear 

 Select course, category, branch, seat type 
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20.HOW TO SEE SCHOLARSHIP STUDENTS 

 

 

 

 Go to admission module 

 Select scholarship students sub module and above screen 

appear 

 Select course, semester, branch, category and show 
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21.HOW TO SEE ADMISSIONS REGISTER 

 

 

 

 

 Go to admission module 

 Select admission register sub module and above screen 

appear 

 Select year, course, department and show 
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22.HOW TO CREATE CASTE 

 

 

 

 Go to admission module 

 Select caste sub module and above screen appear 

 Select category new or delete 

 Enter caste and save  
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23.HOW TO SEE COLLEGE STRENGTH 

 

 

 

 Go to academics module 

 Select college strength sub module and above screen appear 

 Select all or caste category or seat type wise 
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8.HOW TO SEE INTERNAL MARKS ANALYSIS 10 

9.HOW TO SEE INTERNAL MARKS REPORT 11 

10.HOW TO SET MONTH & YEAR FOR EXTERNAL EXAMS 12 

11.HOW TO SET FEE FOR REGULAR OR SUPPLY 13 

12.HOW TO SET DUE DATE AND FINES 14 

13.HOW TO DO REGISTRATION FOR EXTERNAL EXAMS IN ONLINE 15 

14.HOW TO DO REGISTRATION FOR EXTERNAL EXAMS IN OFFLINE 16 

15.HOW TO PRINT HALL TICKET 17 

16.HOW TO ENTER INTERNAL OR EXTERNAL TIME TABLE IN ONLINE 18 

17.HOW TO ENTER INTERNAL OR EXTERNAL TIME TABLE IN OFFLINE 19 

18.HOW TO CHECK EXAM SCHEDULE REPORT 20 

19.HOW TO GENERATE SEATING PLAN 21 

20.HOW TO SEE SEATING PLAN REPORT 22 

21.HOW TO ENTER GRADES 23 
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22.HOW TO TAKE ATTENDANCE FOR EXTERNAL EXAMS 24 

23.HOW TO GENERATE D-FORM 25 

24.HOW TO ENTER EXTERNAL MARKS 26 

25.HOW TO ENTER EXTERNAL MARKS FOR MARKS ENTRY(ALL) 27 

26.HOW TO SEE EXTERNAL REPORTS 28 

27.HOW TO ADD EXTERNAL MARKS AFTER REVALUTION 29 
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31.HOW TO GENERATE PROGRESS REPORT FOR INTERNAL 33 
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37.HOW TO CREATE DESIGNATIONS 39 
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40.HOW TO ENTER GRANTS 42 

41.HOW TO GRANTS REPORT 43 
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45.HOW TO SEE BACKLOGS 47 

46.HOW TO SEE DUES LIST 48 

47.HOW TO PRINT EXAM APPLICATION 49 
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1. HOW TO CREATE EXAM NAMES 

 

 

 

 

 

 Go to examinations module 

 Select exam names sub module and above screen appear 
 Select new exam type 

 select new exam type option to create exam type 
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2. HOW TO SET EXAM TYPES 

 

 

 

 

 

 

 Go to examination module 

 Select internal sub module exam types and above screen 
appear 

 Select course, semester, max marks and save 
 Select semester and select max marks exam type 
 Enter max marks for theory , lab, pass, sequence 
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3. HOW TO SET MAX MARKS FOR 

PARTICULAR SUBJECT 
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 Go to examinations module 

 Select internal sub module max marks ad above screen 
appear 

 Select semester, branch and show subjects 
 enter marks for particular subject and save 
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4. HOW TO SET INTERNAL CALICULATION 

AVG/BEST 

 

 

 

 

 

 

 Go to library module 

 Select internal sub module set average/best and above 
screen appear 

 Select course, semester and save 
 

 Select semester 
 

 Select subject type, average/best 
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5. HOW TO DOWNLOAD INTERNAL QUESTION 

PAPER 

 

 

 

 

 

 Go to examination module 

 Select exam paper sub module and above 

screen paper 

 Select course, semester, branch, subject 

and exam 

 Select download or cancel 

 Download question paper  
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6. HOW TO POST INTERNAL EXAM 

ATTENDANCE 

 

 

 

 

 

 Go to examination module 

 Select internal sub module attendance and 

above screen appear 

 Select course, semester, branch, exam, 

subject and submit 
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 New screen appear with students select 

check who absent for exam and save 
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7. HOW TO ENTER INTERNAL MARKS 

 

 

 

 

 

 Go to examination module 

 Select internal sub module marks entry and above screen 
appear 

 Select course, semester, branch, exam and go 
 New screen appear with students and subject 
 Enter marks for particular student and subject 
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8. HOW TO SEE INTERNAL MARKS ANALYSIS 

 

 

 

 

 

 Go to examination module 

 Select internal sub module analysis and 

above screen appear 

 Select course, semester, branch, exam and 

show 

 New screen appear with percentage and 

numbers 

 Select number new screen appear with roll 

no and click on plus symbol you can see 

subject marks scored 
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9. HOW TO SEE INTERNAL MARKS REPORT 

 

 

 

 

 

 Go to examination module 

 Select internal sub module reports and above screen appear 
 Select course, semester, branch, semester exams and show 
 New screen appear with student internal marks 
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10. HOW TO SET MONTH & YEAR FOR 

EXTERNAL EXAMS 

 

 

 

 

 Go to examination module 

 Select exams sub module set month/year and above screen 
appear 

 Select course, semester, exam type and save 

 Select semester check box on the left select exam type, 
month year and save 
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11. HOW TO SET FEE FOR REGULAR OR 

SUPPLY 

 

 

 

 

 

 Go to examination module 

 Select exams sub module exam fee and above screen 
appear 

 Select course, semester, branch and save 

 New screen appear enter amount for regular or supply 
and save 

 

 

Page 235 of 422



12. HOW TO SET DUE DATE AND FINES 

 

 

 

 

 

 Go to examination module 

 Select exams sub module due date and 

above screen appear 

 select due date and fine date & amount and 

click add 
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13. HOW TO DO REGISTRATION FOR 

EXTERNAL EXAMS IN ONLINE 

 

 

 

 

 

 Go to examination module 

 Select registration sub module online and above screen 
appear 

 Select course, semester, branch, date and save 
 New screen appear with students check and save 
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14. HOW TO DO REGISTRATION FOR 

EXTERNAL EXAMS IN OFFLINE 

 

 

 

 

 

 Go to examination module 

 Select registration offline sub module and 

above screen appear 

 Select choose file, sheet name and import 

 Download sample sheet according to sample 

sheet import data 
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15. HOW TO PRINT HALL TICKET 

 

 

 

 

 

 

 Go to examination module 

 Select registration sub module report and 

above screen appear 

 Select by course/subject, course, semester, 

branch, regulation, subject, hall ticket and 

show 
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16.HOW TO ENTER EXTERNAL OR INTERNAL 

TIME TABLE IN ONLINE 

 

 

 

 Go to examination module 

 Select exam schedule sub module and above screen appear 
 Select course, semester, branch, regulation, month, year 

and save 
 New screen appear select subject date and time and save 
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17. HOW TO ENTER INTERNAL OR EXTERNAL 

TIME TABLE IN OFFLINE 

 

 

 

 Go to academics module 

 Select course, branch, semester, exam type, 

regulation, exam time, attach file and 

submit 
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18. HOW TO CHECK PREPARED EXAM 

SCHEDULE REPORT 

 

 

 

 

 Go to examination module 

 Select exam schedule sub module and 

above screen appear 

 Select course, semester, exam type, 

regulation and show 
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19. HOW TO GENERATE SEATING PLAN 

 

 

 

 

 

 Go to examination module 

 Select exams sub module seating plan and above screen 
appear 

 Select date of exams, room, course, branch, semester, 
subject and save 

 New screen appear with students select check and save  
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20. HOW TO SEE SEATING PLAN REPORT 

 

 

 

 

 

 Go to examination module 

 Select exams sub module seating plan 

report and above screen appear 

 Select room, date of exam, Time and Click 

show 
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21. HOW TO ENTER GRADES 

 

 

 

 

 Go to examination module 

 Select external sub module grades and 

above screen appear 

 Select course, regulation 

 New screen appear select new grade to 

enter new grades 
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22. HOW TO TAKE ATTENDANCE FOR 

EXTERNAL EXAMS 

 

 

 

 

 

 Go to examination module 

 Select external sub module attendance and 

above screen appear 

 Select room no, date& time and submit 

 New screen appear with student and check 

students only absentees and save 
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23. HOW TO GENERATE D-FORM 

 

 

 

 

 

 Go to examination module 

 Select d-form sub module and above screen 

appear 

 Select course, semester, branch, regulation, 

subject and show 
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24. HOW TO ENTER EXTERNAL MARKS  

 

 

 

 Go to examination module 

 Select external sub module marks entry and above screen 
appear 

 Select course, batch, semester, branch, held and show 
 Select in online 
 New screen appear enter grades for subjects and save 
 There has an another Option Select in offline 
 New screen appear attach the excel File  And then Upload 

The Marks 

Page 248 of 422



25. HOW TO ENTER EXTERNAL MARKS FOR 

MARKS ENTRY(ALL) 

 

 

 

 

 

 Go to examination module 

 Select external sub module marks entry(all) 

and above screen appear 

 Select course, semester, exam type, held 

date, choose file and import 

 You can download sample format from the 

link click here To sample Sheet 
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26. HOW TO SEE EXTERNAL REPORTS 

 

 

 

 

 Go to examinations module 

 Select external sub module reports and above screen 
appear 

 Select by semester 
 Select course, semester, department, branch, all or 

passed or fail 
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27. HOW TO ADD EXTERNAL MARKS AFTER 

REVALUTION 

 

 

 

 Go to examination module 

 Select external sub module student marks 

and above screen appear 

 Select roll no and show 

 New screen appear with semester marks 

 Check subjects check boxes and edit marks 

click on update semester grades 
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28. HOW TO SEE TOPPER LIST 

 

 

 

 

 Go to examination module 

 

 Select external sub module topper list and 

above screen appear 

 Select course, batch, branch, semester, no 

of topper and show list  
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29. HOW TO SEE EXTERNAL ANALYSIS 

 

 

 

 

 

 

 Go to examination module 

 Select external sub module analysis and 

above screen appear 

 Select course, batch, marks semester, 

branch and show 

 New screen appear with percentage how 

many students 
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30. HOW TO GENERATE PROGRESS REPORT 

FOR EXTERNAL 

 

 

 

 

 Go to examination module 

 Select progress report sub module and above screen 
appear 

 Select student or class and show 

 New screen appear with students select check box and 
select semester and generate progress report 
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31. HOW TO GENERATE PROGRESS REPORT 

FOR INTERNAL 

 

 

 

 

 

 

 Go to examination module 

 Select progress report sub module internal 

and above screen appear 

 Select class or student 

 Select course ,semester ,branch ,sessional 

and generate 
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32. HOW TO SEE REGISTERED STUDENTS 

 

 

 

 

 

 Go to examination module 

 Select registered students sub module and 

above screen appear 
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33. HOW TO SEE REGISTRATION STUDENTS 

BY RECEIPT 

 

 

 

 

 

 Go to examination module 

 

 Select registration sub module report by 

receipt and above screen appear 
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 Select course , branch, semester, date and 

show 
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34. HOW TO REPRINT OR DELETE RECEIPT 

 

 

 

 

 

 

 Go to examination module 

 Select registration sub module reprint and 

above screen appear 

 Select date and show 
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 New screen appear with receipt no 

 Select print or delete 
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35. HOW TO UPDATE ROLL NO 

 

 

 

 

 

 Go to examination module 

 Select update roll no and above screen 

appear 

 Select course, semester, branch 

 New screen appear with student temporary 

roll no 

 Select check box to update university roll no 
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36. HOW TO SEE CHARGES FOR STAFF 

 

 

 

 

 

 

 Go to examination module 

 Select invigilation charges sub module 

charges and above screen appear 

 Elect department, employee, date and show 
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37. HOW TO CREATE DESIGNATIONS 

 

 

 

 

 

 Go to examination module 

 Select invigilation charges sub module 

designation and above screen appear 

 Select new designation 

 New screen appear enter designation, 

compensation, designation type and save 
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38. HOW TO SEE POST INVIGILATION DUTIES 

 

 

 

 

 

 

 Go to examination module 

 Select invigilation charges sub module 

duties and above screen appear 

 Select month and year 
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39. HOW TO POST INVIGILATION 

 

 

 

 

 

 

 Go to examination module 

 Select invigilation charges sub module 

postings and above screen appear 

 Select course, branch 

 New screen appear select date check and 

assign faculty to room 
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40. HOW TO ENTER GRANTS 

 

 

 

 

 Go to examination module 

 Select grants sub module and above screen 

appear 

 Select received from, amount, date, 

payment method, narration and save 
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41. HOW TO GRANTS REPORT 

 

 

 

 

 

 

 Go to examination module 

 Select grants report sub module and above 

screen appear 

 Select date, received from and show report 
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42. HOW TO ENTER EXPENDITURE 

 

 

 

 

 

 

 Go to examination module 

 Select expenditure sub module and above 

screen appear 

 Select paid from, paid to, amount, date, 

payment method, narration and save 
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43. HOW TO SEE EXPENDITURE REPORT 

 

 

 

 

 

 

 

 Go to examination module 

 Select expenditure report sub module and 

above screen appear 

 Select date, grant type and show report 
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44. HOW TO SEE ADMISSION REPORT 

 

 

 

 

 

 Go to examination module 

 Select admission report sub module and 

above screen report 

 Select batch and show 
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45. HOW TO SEE BACKLOGS 

 

 

 

 

 Go to examinations module 

 Select backlogs sub module and above screen appear 
 Select class or student or subject and show 

 Select course, semester, batch and show 
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46. HOW TO SEE DUES LIST 

 

 

 

 

 Go to examination module 

 Select dues list sub module and above 

screen appear 

 Select course, branch, semester and show 
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47. HOW TO PRINT EXAM APPLICATION 

 

 

 

 

 

 Go to examination module 

 Select exam application sub module and 

above screen appear  

 Select course, semester, branch, regulation 

and show application 
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FEE 

PAYME

NTS : 

 

HELP MANUAL  PAGE NO 

1.HOW TO GENERATE FEE RECEIPTS 3 

2.HOW TO ADUST FEES FOR ALL 4 

3.HOW TO ADJUST FEES FOR SINGLE 5 

4.HOW TO SEE FEE REMAINDERS 6 

5.HOW TO GENERATE OLD RECEIPTS 7 

6.HOW TO SEE PERMISSION STUDENTS 8 

7.HOW TO IMPORT RECEIPTS IN OFFLINE 9 

8.HOW TO IMPORT SCHOLARSHIP APPLICATION 
NUMBERS 10 

9.HOW TO SEE SCHOLARSHIP DEFULTERS 11 

10.HOW TO ENTRY SCHOLARSHIP FEES IN ONLINE 12 

11.HOW TO IMPORT SCHOLARSHIP FEES IN OFFLINE 13 

12.HOW TO SCHOLARSHIP REPORT 14 

13.HOW TO SEE FEES ADJUSTMENT REPORT 15 

14.HOW TO SEE DUES LIST AGGREGATE REPORT 16 

Page 275 of 422



 

  

15.HOW TO SEE DUES LIST BY ACADEMIC YEAR 
REPORT 17 

16.HOW TO SEE DUES LIST BY STUDENTS WISE 
REPORT 18 

17.HOW TO SEE DAY REPORT 19 

18.HOW TO  SEE FEE BY CLASS REPORT 20 

19.HOW TO SEE FEE COLLECTION REPORT 21 

20.HOW TO SEE FEE COLLECTION REPORT 22 

21.HOW TO SEE STUDENT FEE CARD 23 
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1.HOW TO GENERATE FEE RECEIPTS 

 

 

 

 Go to fee payments module 

 Select fee payments sub module and above 

screen appear 

 Enter roll no and go 

 New screen appear with fees types check boxes 

and select payment method 

 Click on save for receipt generation 

 

 

2.HOW TO ADUST FEES FOR ALL 
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 Go to fee payments module 

 Select adjustments sub module students all and 

above screen appear 

 Select course, semester, branch, year to adjust, 

seat type, fee type and show 

 New screen appear with students and fees 

select adjust or concession 

 Enter due date and remarks  
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3.HOW TO ADJUST FEES FOR SINGLE 

 

 

 

 Go to fee payments module 

 Select adjustment sub module entry(student) and 

above screen appear 

 Enter roll no and show 

 Select edit option for fees adjustment or 

concession 

 New screen appear select fee types\ 

 Enter fee amount, concession, payable amount, 

reimburse, due date academic year and save  
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4.HOW TO SEE FEE REMAINDERS 

 

 

 

 Go to fee payments module 

 Select fee remainders sub module and above 

screen appear 

 Select course, semester, branch, due date and 

show 
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5.HOW TO GENERATE OLD RECEIPTS 

 

 

 

 Go to fee payments module 

 Select old receipts sub module and above screen 

appear 

 Select date range and show 

 New screen appear with receipt no click on print 

symbol for receipt 
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6.HOW TO SEE PERMISSION STUDENTS 

 

 

 

 Go to fee payments module 

 Select permission students sub module and 

above screen appear 

 Select course, branch, semester and show 
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7.HOW TO IMPORT RECEIPTS IN OFFLINE 

 

 

 

 Go to fee payments module 

 Select receipts offline sub module and above 

screen appear 

 Select attach file, enter sheet name and submit 
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8.HOW TO IMPORT SCHOLARSHIP APPLICATION 

NUMBERS 

 

 

 

 Go to payments module 

 Select govt .receipts sub module application no 

and above screen appear 

 Select online or offline 

 Select course, branch, semester and show 

 New screen appear with scholarship students 

 Enter application no and save 
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9.HOW TO SEE SCHOLARSHIP DEFULTERS 

 

 

 

 Go to fee payments module 

 Select govt.receipts sub module defaulters and 

above screen appear 

 Select all or search 

 Select academic year, category and show 
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10.HOW TO ENTRY SCHOLARSHIP FEES IN ONLINE 

 

 

 

 Go to fee payments module 

 Select govt.receipts sub module entry and above 

screen appear 

 Select course, batch, branch, category and show 

students 

 New screen appear with student details 

 Enter received amount, date, ref.no, dd.no, dd 

date, bank and save 
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11.HOW TO IMPORT SCHOLARSHIP FEES IN OFFLINE 

 

 

 

 Go to fee payments module 

 Select govt.receipts sub module offline and 

above screen appear 

 Select offline attach file, enter sheet name and 

import 
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12.HOW TO SCHOLARSHIP REPORT 

 

 

 

 Go to fee payment module 

 Select govt.receipts sub module report and 

above screen appear 

 Select course, semester, branch, category and 

show 
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13.HOW TO SEE FEES ADJUSTMENT REPORT 

 

 

 

 Go to fee payments module 

 Select govt.receipts sub module fee adjustment 

and above screen appear 

 Select course, branch, semester, seat type, fee 

type and show 
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14.HOW TO SEE DUES LIST AGGREGATE REPORT 

 

 

 

 Go to fee payments report 

 Select dues list sub module aggregate and above 

screen appear 

 Select course, batch, fee type and show 
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15.HOW TO SEE DUES LIST BY ACADEMIC YEAR 

REPORT 

 

 

 

 Go to fee payments module 

 Select dues list sub module by academic year 

and above screen appear 

 Select course, academic year, fee type and show 
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16.HOW TO SEE DUES LIST BY STUDENTS WISE 

REPORT 

 

 

 

 Go to fee payments module 

 Select dues list sub module student wise and 

above screen appear 

 Select course, batch, year, branch, fee types and 

show 
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17.HOW TO SEE DAY REPORT 

 

 

 

 Go to fee payments module 

 Select reports sub module day and above screen 

appear 

 Select course, date range and show 
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18.HOW TO  SEE FEE BY CLASS REPORT 

 

 

 

 Go to fee payments module 

 Select reports sub module fee by class and 

above screen appear 

 Select course, batch, year, branch, fee type, seat 

type and show 
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19.HOW TO SEE FEE COLLECTION REPORT 

 

 

 

 Go to fee payments module 

 Select reports sub module fee collection and 

above screen appear 

 Select course, fee types, date range and show 

  

Page 295 of 422



20.HOW TO SEE FEE COLLECTION BY USER REPORT 

 

 

 

 

 Go to fee payments module 

 Select report sub module fee collection by user 

and above screen appear 

 Select date range, staff and show 
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21.HOW TO SEE STUDENT FEE CARD 

 

 

 

 Go to fee payments module 

 Select reports sub module student fee card 

and above screen appear 

 Enter roll no and show 

 

 

 

 

HOSTEL: 

 

HELP MANUAL PAGE NO 
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  1.HOW TO CREATE HOSTEL NAMES 2  

2.HOW TO CREATE ROOMS 3  

3.HOW TO GENERATE APPLICATION FOR HOSTEL 
STUDENTS 4  

4.HOW TO REGISTER STUDENTS  5 

5.HOW TO REGISTER STUDENTS IN OFFLINE  6 

5.HOW TO REGISTER STUDENTS IN ONLINE  7 

6.HOW TO ENTERY/RETURN FOR HOSTELERS  8 

7.HOW TO SEE OUTING REPORT  9 

8.HOW TO ADJUST ROOMS   10 

9.HOW TO DE-REGISTERED STUDENTS  11 

10 HOW TO SEE HOSTEL STUDENTS CLASS 
ATTENDANCE  12 

11.HOW TO SEE DEREGISTERED STUDENTS  13 

12.HOW TO SEE FEE DEFAULTERES  14 

13.HOW TO SEE HOSTELS LIST  15 

14.HOW TO SEE ROOM DETAILS  16 

15.HOW TO SEE HOSTEL STUDENT DETAILS  17 
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1.HOW TO CREATE HOSTEL NAMES 

 

 

 

 

 

 

 

 Go to hostel module 

 Select new hostel sub module and above screen 

appear 

 Select new option  

 New block appears with empty 

 Enter hostel name and save 
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2.HOW TO CREATE ROOMS 

 

 

 

 

 Go to hostel module 

 Select new room sub module and above screen 

appear 

 Select hostel and new room 

 New screen appear enter room number, tables, 

chairs, cots, lights, fans, occupancy and other 

contents and save 
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3.HOW TO GENERATE APPLICATION FOR HOSTEL 

STUDENTS 

 

 

 

 Go to hostel module 

 Select application sub module and above screen 

appear 

 Select roll no and show 
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4.HOW TO REGISTER STAFF  

 

 

 

 

 Go to hostel module 

 Select employee subscription and above screen appear 

 Select hostel, rooms and new 

 New screen appear with staff details check staff  
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5.HOW TO REGISTER STUDENTS IN OFFLINE 

 

 

 

 Go to hostel module 

 Select registration sub module offline and above 

screen appear 

 Choose file, enter sheet name and import 
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5.HOW TO REGISTER STUDENTS IN ONLINE 

 

 

 

 

 Go to hostel module 

 Select registration sub module online and above 

screen appear 

 Select roll no, hostel, room no, date and submit 
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6.HOW TO ENTERY/RETURN FOR HOSTELERS 

 

 

 

 Go to hostel module 

 Select entry or return sub module and above 

screen appear 

 Enter roll no and show student details 

 New screen appear enter outing date, permission 

given by, reason, return date and save 
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7.HOW TO SEE OUTING REPORT 

 

 

 

 Go to hostel module 

 Select entry/return sub module report and above 

screen appear 

 Select course, semester, branch and report 
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8.HOW TO ADJUST ROOMS 

 

 

 

 Go to hostel module 

 Select adjust room allotment sub module and 

above screen appear 

 Select hostel name, room no 

 Students appear want to change rooms  

 Select students by clicking on forward option to 

change rooms 
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9.HOW TO DO DE-REGISTERED STUDENTS 

 

 

 

 

 Go to hostel module 

 Select de-registration sub module and above 

screen appear 

 Select student or batch of students 

 Enter roll no and submit 

 New screen appear with student details enter 

date and remarks submit 
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10 HOW TO SEE HOSTEL STUDENTS CLASS 

ATTENDANCE 

 

 

 

 Go to hostel module 

 Select report sub module attendance and above 

screen appear 

 Select date range, hostel and show report 
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11.HOW TO SEE DEREGISTERED STUDENTS 

 

 

 

 Go to hostel module 

 Select report sub module deregistered and above 

screen appear 

 Select date range and show reprot 
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12.HOW TO SEE FEE DEFAULTERES 

 

 

 

 

 

 Go to hostel module 

 Select report sub module fee defaulters and 

above screen appear 

 Select by hostel or by course 

 Select hostel name , name and show 

 

TRANSPORT: 

HELP MANUAL PAGE NO 
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1.HOW TO ENTER NEW VECHILE 3 

1.HOW TO SEE VEHICLE REPORT 4 

2.HOW TO ENTER DRIVER DETAILS 5 

3.HOW TO ENTER HALTS 6 

4.HOW TO MAP DRIVER,ROUTES,HALTS 7 

5.HOW TO SUBSCRIBE STUDENTS 8 

6.HOW TO SUBSCRIBE STUDENTS IN ONLINE 9 

7.HOW TO SUBSCRIBE STUDENTS IN OFLINE 10 

8.HOW TO SUBSCRIBE EMPLOYEE 11 

9.HOW TO SEE DEFAULTERS LIST 12 

10.HOW TO DE SUBSCRIBE STUDENTS IN BULK 13 

10.HOW TO DE SUBSCRIBE STUDENTS BY ONE STUDENTS 14 

11.HOW TO CREATE TYPES OF EXPENDITURE 15 

12.HOW TO GENERATE EXPENDITURE  16 

13.HOW TO SEE DETAILED EXPENDITURE 17 

14.HOW TO SEE TOTAL EXPENDITURE 18 

15.HOW TO ENTER FITNESS CERTIFICATE 19 

16.HOW TO ENTER BUS INSURANCE 20 

17.HOW TO SEE PENDING INSURANCE RENEWALS 21 

18.HOW TO INSURANCE PREMIUM AMOUNT 22 

19.HOW TO ENTER LOG BOOK 23 

20.HOW TO ENTRY RENEWALS 24 

21.HOW TO CREATES TYPES OF RENEWALS HEADS 25 
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24.HOW TO SEE DRIVER LIST 28 
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1.HOW TO ENTER NEW VECHILE 

 

25.HOW TO SEE PARTICULARS 29 

26.HOW TO SEARCH ROUTES AND HALTS 30 

27.HOW TO SEARCH STUDENTS BY ROUTE 31 

28.HOW TO UPDATE STUDENTS HALTS 32 
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 Go to transport module 

 Select vehicles sub module new and above 

screen appear 

 Enter vehicle no, type, cost, model, engine no, 

chassis no, make, capacity, purchased on and 

save 
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1.HOW TO SEE VEHICLE REPORT 

 

 

 

 Go to transport module 

 Select vehicle sub module report and above 

screen appear 
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2.HOW TO ENTER DRIVER DETAILS 

 

 

 

 Go to transport module 

 Select driver sub module and above screen 

appear 

 Select new driver 

 New screen appear select new details or select 

from employee list 

 Enter code, name, address, mobile no, 

experience, dob, doj, license no, valid up to 
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3.HOW TO ENTER HALTS 

 

 

 

 

 Go to transport module 

 Select route & halts sub module halts and above 

screen appear 

 Select new halt  

 New screen appear enter halt, amount and save 
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4.HOW TO MAP DRIVER,ROUTES,HALTS 

 

 

 

 Go to transport module 

 Select route & halts sub module routes and 

above screen appear 

 Select new route 

 New screen appear enter route no, vehicle, start 

point, driver  

 Select halts, times and save 
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5.HOW TO SUBSCRIBE STUDENTS 

 

 

 

 Go to transport module 

 Select subscription sub module and above 

screen appear 

 Select new subscription  

 New screen appear enter date, roll no, halt, 

route, amount and submit 
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6.HOW TO SUBSCRIBE STUDENTS IN ONLINE 

 

 

 

 Go to transport module 

 Select students halts sub module entry and 

above screen appear 

 Select route, halt, date, course, branch, 

semester and show student details 

 New screen appear with student details enter 

amount or delete and save 
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7.HOW TO SUBSCRIBE STUDENTS IN OFFLINE 

 

 

 

 Go to transport module 

 Select students halts sub module offline and 

above screen appear 

 Select choose file enter sheet name and import 
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8.HOW TO SUBSCRIBE EMPLOYEE 

 

 

 

 Go to transport module 

 Select employee subscription sub module and 

above screen appear 

 Select route, halt, amount and select new 

 New screen appear with staff list check staff 
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9.HOW TO SEE DEFAULTERS LIST 

 

 

 

 

 Go to transport module 

 Select defaulters list sub module and above 

screen appear 

 Select class wise or bus wise or route wise 

 Select course, branch, semester and show  
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10.HOW TO DE SUBSCRIBE STUDENTS IN BULK 

 

 

 Go to transport module 

 Select de subscription sub module bulk and 

above screen appear  

 Select course, branch, semester and show 

transport details 

 New screen appear with students check 

students and date, remarks and save 

  

Page 324 of 422



10.HOW TO DE SUBSCRIBE STUDENTS BY ONE 

STUDENTS 

 

 

 

 

 Go to transport module 

 Select deregistration sub module single and 

above screen appear 

 Enter roll no, date and submit 

 New screen appear enter remarks and submit 
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11.HOW TO CREATE TYPES OF EXPENDITURE 

 

 

 Go to transport module 

 Select expenditure sub module types and above 

screen appear 

 Select new option  

 New block appear enter types and save 
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12.HOW TO GENERATE EXPENDITURE 

 

 

 

 Go to transport module 

 Select expenditure sub module entry and above 

screen appear 

 Select vehicle no, expenditure type  

 Enter bill no, bill date, amount, billed by, miss 

charges, quantity and save 
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13.HOW TO SEE DETAILED EXPENDITURE 

 

 

 

 Go to transport module 

 Select expenditure sub module report(detailed) 

and above screen appear 

 Select vehicle, expenditure type, from date, to 

date and go 
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14.HOW TO SEE TOTAL EXPENDITURE 

 

 

 

 Go to transport module 

 Select expenditure sub module report(total) and 

above screen appear 

 Select by monthly or by period or by year and 

show 

 

 

 

 

 

 

 

 

15.HOW TO ENTER FITNESS CERTIFICATE 
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 Go to transport module 

 Select fitness certificate sub module and above 

screen appear 

 Select vehicle no and new 

 New screen appear enter fc no, amount, from to 

date and save 

  

Page 330 of 422



16.HOW TO ENTER BUS INSURANCE 

 

 

 

 Go to transport module 

 Select insurance sub module new policy and 

above screen appear 

 Select vehicle no 

 New screen appear enter policy no, name, 

company, premium amount, condition, benefits, 

maturity amount, periodicity, policy from date to 

date and save  
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17.HOW TO SEE PENDING INSURANCE RENEWALS 

 

 

 

 Go to transport module 

 Select insurance sub module pending and above 

screen appear 
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18.HOW TO INSURANCE PREMIUM AMOUNT 

 

 

 

 Go to transport module 

 Select insurance sub module premium amount 

and above screen appear 

 Select vehicle 

 New screen appear enter receipt no, receipt 

date, premium amount and save 
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19.HOW TO ENTER LOG BOOK 

 

 

 

 Go to transport module 

 Select log book sub module and above screen 

appear 

 Select date, vehicle no  

 Enter meter reading, start- destination and save  
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20.HOW TO CREATES TYPES OF RENEWALS HEADS 

 

 

 Go to transport module 

 Select renewals sub module heads and above 

screen appear 

 Select new renewal head  

 New screen appear enter head name and save 
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21.HOW TO ENTRY RENEWALS 

 

 

 

 Go to transport module 

 Select renewals sub module entry and above 

screen appear 

 Select vehicle, head new renewal entry 

 New screen appear enter payment date, 

calculation, periodicity, next renewal date, and 

save  
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22.HOW TO SEE RENEWALS RECORDS 

 

 

 

Go to transport module 

Select renewals sub module renewals record and 

above screen appear 
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23.HOW TO SEE DESUBSCRIBE STUDENTS 

 

 

 

 

 Go to transport module 

 Select reports sub module de-subscribed 

students and above screen appear 

 Select date and show report 
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24.HOW TO SEE DRIVER LIST 

 

 

 

 

 Go to transport module 

 Select report sub module drivers list and above 

screen appear 

 Enter no of days to expire  
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25.HOW TO SEE PARTICULARS 

 

 

 

Go to transport module 

Select report sub module particulars and above 

screen appear 
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26.HOW TO SEARCH ROUTES AND HALTS 

 

 

 

 

 Go to transport module 

 Select report sub module routes and halt search 

and above screen appear 

 Select route and show 
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27.HOW TO SEARCH STUDENTS BY ROUTE 

 

 

 

 Go to transport module 

 Select reports sub module students by route and 

above screen appear 

 Select student or bus wise or route wise or halt 

wise or start point or staff 

 Select course, branch, semester and show  
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28.HOW TO UPDATE STUDENTS HALTS 

 

 

 

 Go to transport module 

 Select student halts sub module update and 

above screen appear 

 Select route , halt on the left 

 Select route , halt on the left 

 Select left side students to shift right side click 

on forward option and update 
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13.HOW TO SEE HOSTELS LIST 

 

 

 

 Go to hostel module 

 Select report sub module hostel list and above 

screen appears 
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14.HOW TO SEE ROOM DETAILS 

 

 

 

 Go to hostel module 

 Select report sub module room details and above 

screen appear 

 Select hostel and show 

  

Page 345 of 422



15.HOW TO SEE HOSTEL STUDENT DETAILS 

 

 

 

 Go to hostel module 

 Select reports sub module students report and above 

screen appear 

 Select hostel and room no and show 
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MAHARAJ VIJAYARAM GAPATHI RAJ COLLEGE OF ENGINEERING(AUTONOMOUS) 
Vijayaram Nagar Campus, Chintalavalasa, Vizianagaram-535005, Andhra Pradesh  

Accredited by NAAC with ‘A’ Grade & Listed u/s 2(f) & 12(B) of UGC 
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ERP Document on BET 

(Exam Automation System) 
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EXAMINATION 

AUTOMATION SYSTEM 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
MAHARAJ VIJAYARAM GAJAPATHI RAJ COLLEGE OF ENGINEERING 

(AN AUTONOMOUS INSTITUTION) 

CHINTALAVALASA, VIZIANAGARAM – 535005 

 

Andhra Pradesh
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(EXAM MODULE) DESCRIPTION: 

                                                                Exam Module is a complete and customized solution for Autonomous 

colleges to handle all the Examination related work.  By going through the flow of application one can 

easily maintain its student details, Exams details, Exam wise fee details, subject details, Exam scheduling, 

and OMR Reorganization Details with hand writing also. This software includes the User-friendly menus 

can easily generate all the reports. 

 
Basic Structure of BET: 

 

Mainly the BET consists of following Tools like 

 

•   College Header Name 

•   Buttons 

•   Login tool bar 

•   Modules 

•   Identification Bar 

•   Operation Modules 

 

All the above Tool bars can be viewed in the (below image). 
 

 
 

College Header name:    

                                      At the top of the page we can identify the name of the College with Header. (Below 

image) 
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Buttons:  At the right side top we can view the buttons like Minimize, Help, and Quit. (Below image) 

 

 
 

Login tool bar: At the right side of top we can view the login details. (Below image) 

 

 
 

Identification Bar:   It indicates the current module operation. (Below image). 

 

 
 

Modules:  There are three types of modules they are 

 

•   Pre- Examination Module   Masters  Transactions Reports 

•   Post- Examination Module  Transactions Reports 

•   Utilities & Exam accounts  Transactions Reports 
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Operation Modules: The operations to be done by each module. 

 

Below image represents the basic view of Modules. 

 

Pre Examination Module: 

 

Before Examination conducting the entries given to each setup of module is known as Pre - Examination Module. 

 

Again the Pre Examination Module consists of three types of Modules like 

 

 

1)  Masters 

2)  Transactions 

3)  Reports 

 

Masters: For Pre Examination the basic entries will be done first in Masters i.e., all the examination setups (Marks setup, Fee 

setup) will be exists here. After entering all the setup entries it will converts in to the Transactions automatically. 

 

Again the Masters consists of following operations like (below image). 

 

 
 

 

 

All the operations of the modules are having the common type of Sub options like 

 

NEW (F4): to get a new page to enter the new data. MODIFY (F6): to modify (changes) already existing data. 

DELETE (F7): to erase an already existing data. 

VIEW (F12): to see the existing data. QUIT (F9): to escape from existing page. 

SAVE (F8): to save the data after entering the details. 

CANCEL (F11): to clear the details of the page. 
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Import Initial Database:    
                                           After entering all details in Course Master next step is to import Student details like 

 

1)  Import Students:      Here we enter the student’s details of all branches in the form a Generated Excel File and then import 

the students details with that Excel file. (Below image) 

 

 

 
 

 

 

2)  Import  Photos:  Here  we  import  the  student’s  photos  by  collecting  all  the  branch student’s photos in a folder of a 

particular course and batch and then import it. (Below image) 

  

 
 

Note: Here the Basic size of the image is 200 * 260 pixels and the image file name to be save as (student Admission No)  in JPEG 

format and updated photos will be imported by clicking the option UPDATED EXISTING PHOTOS. 
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3)   Import Signatures: Here we import the student’s signatures same as Import Photo’s 

 

Note: Here the Basic size of the image is 140 * 60 pixels and the image file name to be save as (student Admission No + [s]) in 

JPEG format. (Below image) 

 

 

 
 

 

Student Data Management:      

                                                After importing the initial database of the entire student’s, the Finalized list will be displays on 

Student Data Management. (Below image)
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Subject Master:    
                             It is used to enter the details of subjects of each branch and semester of running curriculum. (Below image) 

 

 
 

 

Elective Subject Allotment:  
                                                It is used to allot the Elective subject to the students who opted the Elective subject. (Below image) 

 

 
 

 

 

Page 378 of 422



MAHARAJ VIJAYARAM GAJAPATHI RAJ COLLEGE OF ENGINEERING - 535003 

 

 

Replacement Subject Allotment:  
                                                          It is used to allot the Replacement subject to the students who requires as per regulations. 

(Below image) 

 
 

 

INTEGRATED COURSE SETUP:  
                                                              It is used to setup the integrated courses, along with marks split for theory as well as lab, 

course wise & branch wise. 
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EXAM MONTH SETUP:   
                                                It is used to setup examination month for any course. 
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Exam Fee Setup:   
                              It is used to enter the fee structure and its amount in the form of Rupees with fine amount in Regular as well as 

Supply Exams. (Below image) 

 

 
 

Exam Fee Collection Dates setup:      
                                                              It is used to enter the fee collection Dates of Regular and Supply Exams with Fine Dates. 

(Below image) 
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STUDENT FEE PAYMENT LOGIN 
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Exam Sessions Master:   It is used to enter the session name and time of the Examination. (Below image) 

 

 

 
 

Exam Time table setup:    
                                          It is used to enter the time table of the Exam by selecting the subjects and its date, session. (Below 

image)

 
 

Examination Time table: 
                                            It displays the already saved data in Exam Timetable setup in the form of table by selecting the details 

of Exam. (Below image) 
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Exam fee Collection: 

                                             It is used to collect the Fee from the students for attending the examinations. 

 

1)   Regular Exam Fee Collection: 
 

For that we need to select login Counter and then enter the student details of those who paid the fee in offline mode for regular 

examinations. (Below image) 

 

 

 
Note: In this the Receipt No.’s will be generated automatically. 

 

2)  Supply Exam Fee Collection: 

 

For that we need to select login Counter and then enter the student details of those who paid the fee in offline mode for 

supplementary examinations. (Below image)  
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Hall Ticket Printing:   
                                     It is used to print the Hall Ticket after the entering the details in Exam Time Table in Masters and Exam 

Fee Collection in Transactions.  So for that select the common details and click  on “Print Hall Ticket “option.  (Below image) 
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OMR CODES:   
                               In the OMR sheets to Generate codes we use the operation “OMR CODES”. The OMR’s are divided into two 

types Normal OMR and Blank OMR 

 

OMR Code Generation:  
                                         To generate the codes in the Normal Sheet. So we need to select the given below details. (Below image) 

 

 

  

2)  Blank OMR Code Generation:   
                                                          To Generate the Codes in the Blank OMR Sheets. So we need to select the details like Course 

and No. of Booklets. (Below image) 
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SEATING PLAN EXTERNAL: 

 

                                                           In below image we entre date, month and year of examination details along with sessions to 

generate room wise attendance sheet and room wise seating plan.  

 

 

 

 
 

OMR Printing:  
                            It is used to print the OMR Sheets after the Generating the OMR codes of the required Course and type of 

model. 

1. Theory Externals OMR:    It is used to print the Theory Externals OMR’s by selecting the Course details. (Below 

image) 
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2. Blank OMR printing:   
                                       It is used to print the Blank OMR sheets after generating codes of Blank OMR’s in Transactions.   So 

select the Course and Type of Model and finally click on option “Print Blank OMR”. (Below image) 
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3. Theory Externals Lab OMR:    It is used to print the Lab Externals OMR’s by selecting the Course details. (Below 

image) 
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Post Examination Module: 

 

1)  Examination Absentees Entries:   It is used to show the students who were absent in a particular Examination.   So for that 

select the common details and enter the student information who absent for exam. (Below image) 

 

 
 

D- form:  

                 It is to display the present and absentees in the examinations. So enter the details of the course. And click on “Print 

list”. (Below image) 
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Results Processing: 
                                  After importing the marks next step is to processing of results. So for that enter the details of the course and 

click on “Process”. (Below image) 

 

 
Note:  Here we can enter the moderation details if it exists.  

 

Results confirmation & declaration: 

 

After completion of the Results processing next step is to confirm the result and to declare it. So enter the details and click on 

option “DECLARE”. (Below image) 
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Marks Memo Serial No: 

 

The marks memo serial numbers are generated for which we need to entre Course details and click generate (Below Image) 

 

 

 
 

QR Code Generation: 

 

                                             The QR codes are generated on the grade sheets of the students for which we need to entre Course 

details and click generate (below Image) 
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Marks Memo/ Grade card:    

                                                It is used to display the report of overall marks in the form of a sheet. So select the details of the 

course and click on option. (Below Image). 
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Generate QR Code(CGM):      
                            

              It is used to Generate QR Code of grade memo in the form of sheet. So select the details of the course and click on option 

“View”. (Below image) 

 

 
 

Consolidated grade sheet:  
                                              It is used to display the report of grade in the form of the sheet. So select the details of the course and 

click on option “View”. (Below image) 
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University reports in excel: 

 

1. TR – Sem Wise with Chances:  

                                                    It is used to display the performance of all attempts (regular/supplementary) appeared by 

the student individually.  Select the details of the course and click on option “View”. (Below image) 

 

                                                      

 
 

2. TR – Semwise Final: 

                                     It is used to display the performance of latest attempts (regular/supplementary) appeared by the 

student individually.  Select the details of the course and click on option “View”. (Below image) 
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3. TR – Cumulative: 

                              It is used to display the performance of the student who completed all the subjects.  Select the 

details of the course and click on option “View”. (Below image) 

 

. 

 
 

Transcripts/Duplicate Certificates: 

                                              It is used to display the reports of Transcripts (Grade Memo & CGM), duplicate memo in the form of 

the sheets individually. So select the details of the course and click on option “View”. (Below image) 
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Utilities & Exam Accounts - > Transactions: 

 

 

Data Backup: 
                                    It is take the BET software file Data Backup .So click on Data Backup 

 

Promotions:  It is used to promote the students from one batch to another i.e., semester to semester. So select the details of first 

batch and select the students list and also select the details of next batch which we want to promote and click on option “Promote 

Students”. If we want to detain the students click on option “Detain students”.  If we want to demote the students click on option 

“Demote students”.   If we want to Re- Join the students who are detained click on option “Re- join Detainees”. All these can be 

visualize in the (below image). 

 

 

QP GENERATION TOOL:  
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Subject code 

 

B.Tech. I Semester Regular Examinations, MM,YYYY 

MVGR College of Engineering(Autonomous) 

Subject Name 

(Common to all Branches) 

Time: 3 Hours         Max. Marks: 60 

Answer any Five Questions 

All Questions carry EQUAL Marks. 

1.  

2.  

3.  

4.  

5.  

6.  

7.  

*** 
Subject code 

 

M.Tech. I Semester Regular Examinations, MM,YYYY 

MVGR College of Engineering(Autonomous) 
 

Subject Name 

(Common to all Branches) 

Time: 3 Hours         Max. Marks: 60 

Answer any Five Questions 

All Questions carry EQUAL Marks. 

1.  

2.  

3.  

4.  

5.  

6.  

7.  

*** 
Subject code 

 
MBA I Semester Regular Examinations, MM,YYYY 

MVGR College of Engineering(Autonomous) 

Subject Name 

(Common to all Branches) 

Time: 3 Hours         Max. Marks: 60 

Answer any FOUR of the first six Questions 

Question SEVEN is compulsory 

All Questions carry EQUAL Marks. 

1.  

2.  

3.  

4.  

5.  

6.  

7.  
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Subject code 

 

 

B.Tech I Semester Regular Examinations, MM, YYYY 

MVGR College of Engineering (Autonomous) 
 

Subject Name 

Time: 3 Hours                Max. Marks: 60 

                 Answer any ONE out of TWO questions from each Unit 

             All questions carries equal marks. 

 UNIT-I  

1. a) 
 

 7M 

    b) 

    c) 

 3M 

2M 

 (OR)  

2.a)   7M 

   b) 

   c) 

 3M 

2M 

 UNIT-II  

3.a)   7M 

   b) 

   c) 

 3M 

2M 

 (OR)  

4.a)   7M 

   b) 

   c) 

 3M 

2M 

 UNIT-III  

5.a)   7M 

   b) 

   c) 

 3M 

2M 

 (OR)  

6.a)   7M 

   b) 

   c) 

 3M 

2M 

 UNIT-IV  

7.a)   7M 

   b) 

   c) 

 3M 

2M 

 (OR)  

8.a)   7M 

   b) 

   c) 

 3M 

2M 

 UNIT-V  

9.a)   7M 

   b) 

   c) 

 3M 

2M 
   

10.a)   7M 

    b) 

 

 3M 

 

    c) 

 

 

 

  2M 

A
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  UNIT-I 
 

 

1)  

 (OR)  

2)  

 UNIT-II 
 

 

3)                                                                                                                                             

 (OR)  

4)  

 UNIT-III 
 

 

5)  

 

 (OR)  

6)  

 UNIT-IV 
 

 

7)  

 (OR)  

8)  

 UNIT-V 
 

 

9)  

 (OR)  

10)  
 

*** 

 

Subject code 

 
 

M.Tech I Semester Regular Examinations, MM,YYYY 
MVGR College of Engineering (Autonomous) 

 

Subject Name 

Time: 3 Hours           Max. Marks: 60 

                      Answer any ONE out of TWO questions from each Unit 

             All questions carries equal marks. 
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Subject Code 

 
MBA I Semester Regular Examinations, MM, YYYY 

MVGR College of Engineering (Autonomous) 
 

Subject Name 

Time: 3 Hours             Max. Marks: 60 

All questions carry equal marks. 

---------------------------------------------------------------------------------------------------  

PART-A 

 UNIT-I  

1. a) 
 

 7M 

    b)  3M 

 (OR)  

2.a)   7M 

   b)  3M 

 UNIT-II  

3.a)   7M 

   b)  3M 

 (OR)  

4.a)   7M 

   b)  3M 

 UNIT-III  

5.a)   7M 

  b)  3M 

 (OR)  

6.a)   7M 

  b)  3M 

 UNIT-IV  

7.a)   7M 

  b)  3M 

 (OR)  

8.a)   7M 

  b)  3M 

   

9.a)   7M 

  b)  3M 
   

10.a)   7M 

     b)  3M 

 PART-B  

11. a) Case Study:  
 

*** 

 10M 

 

Part A : Answer any ONE out of TWO questions from each Unit 

                                         Part B:  Case study is Compulsory. 
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Online Quiz System 
 

Login Page: 

 

 
 

DEMO Student  Account 
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Admin Account 

 

 
 

Student List 
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ERP Document on KOHA 

(Library ERP) 
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Library Software’s 
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  Name of the Library software   : Koha 

  Nature of automation (fully or partially)  : fully 

  Version      : 19.05.00.000 

   

   The central library is fully automated using Koha (open source 

software). The library is fully integrated with RFID (Radio Frequency Identification) 

Technology where user can enter, search catalogue, borrow and return books can be done 

on his own. 

Koha:  Koha is fully featured ILMS software for Libraries of varying types and sizes, 

volunteers and support companies worldwide. MVGR library is fully automated using the 

Koha software by using the following modules for regular activities. 

 

  

         Fig1. Home page of MVGR Library Koha software 

 

 

Software Modules  

   Circulation 

   Cataloguing 

   Acquisitions 

   Serials 

   OPAC (Online Public Access Catalogue) 

   WebOPAC (Web Online Public Access Catalogue) 
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Circulation Section: Circulation Section is placed on the first floor equipped with two 

computer terminals for transactions, one RFID work station, One Issue Kiosk, One book drop 

box and two flap barriers. 

Loan Books, Issue of RFID ID cards, Issue and Return of books, collection of fines, 

User statistics etc. Users scan their ID cards on the Flap barriers and enter into library, 

drop the books in the Book drop box, issue books on the self-issue kiosk on their own. 

 
     

 

   Circulation page in Koha software 

 

 

Self-Issue Kiosk (To issue the books) 
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Book Drop Box (To return the books) 

   

Flap Barriers (For entry and exit to the library) 
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RFID Check gate (Security for library materials) 

 

 

 

 

 

 

Technical Section: The technical processing of library materials books and periodicals, 

preparation of RFID ID cards is done at the circulation section in the central library of MVGR 

College of Engineering. 

 

Cataloguing 

  Cataloguing of books is done through Koha software, data input is entered 

using MARC format, fixing of RFID label and other processing works is done in the technical 

section. 
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Catalogue page 

 

Acquisition  

 Acquisition of books is processed through koha software by entering the required 

data like budget, approvals, processing of invoices and other related to acquisition is done 

at technical section  

 

 

Periodical Section: The Periodical section in the central library is well designed to sit for 

longer hours to refer the Journals, Magazines and Newspapers. Computer OPAC system is 

placed to search the catalogue of periodicals at the entrance of the section.  

 

Page 418 of 422



Serials (Periodicals) 

 Serials or Periodicals processing are done through the Koha software. Subscriptions, 

renewals, missing issues, communication with vendors etc. are done at the technical section 

and periodical section. 

 

OPAC (Online Public Access Catalogue) 

  Users after entering into the library, they can check the status of the 

materials available in the library through the OPAC module. Computer systems are placed 

near the entrance of the library for checking the status of the books and the user accounts 

on their own.   

 

Fig13. OPAC home page 

WebOPAC 
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  Users can search the library material status and user accounts through 

WebOPAC module available in the Koha software. The link is provided in the college website 

where user can directly login into the page and search the availability status. 

 

 

 

Fig 14 WebOPAC home page (http://192.168.11.253:8081/ 

 

Digital Library:  

 MVGR Central library is using LocalGuru software for Digital library where Institutional 
Repository and NPTEL Videos and Webcontent are uploaded to provide access to the faculty and 
students from anywhere in the institution.   
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http://192.168.5.225/LocalGuru/ 

 

 

 

ID card Software 

 RFID ID cards are prepared in the central library by collecting data from various 
departments and the same will be uploaded to Cardpresso printer and print out will be 
taken on the PVC Cards. 
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ID Card Printer Screenshot 

 

 

ID Card Design 
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