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I. General 

1. Login 
 

1.1. Intended Audience 
 All users 
1.2. Usage 
 Login provides access to e-Varsity ERP. 
1.3. Dependency 
 None 
1.4. To Login please follow steps below 

Step 1: Enter Your ID. 
Step 2: Enter the  Password. 
Step 3: Click “Log In” button 

 
1.5 On Successful login, user can have access to their home page as shown in figure 1.2. 

 

      Figure 1.1 
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      Figure 1.2 
 
 
              

2.  Changing password 
 
2.1. Intended Audience 
 All users 
 
2.2. Usage 
 Creates new password for the login User  
 
2.3. Menu Access 
 Main Menu >> User Manager >> Change Password 
 
2.4. Dependency 
 Login 
 
2.5. Follow steps below to change your password 
 Step 1: Enter Current Password 
 Step 2: Enter New Password 
 Step 3: Enter Confirm New Password 
 Step 4: Click “Save” button to save the password to database 
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      Figure 2.1 
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3.  Adding to favorite menu 
 
3.1. Intended Audience 
 All users 
 
3.2. Usage 
 Adding menu to Favorites 
 
3.3. Menu Access 
 Favorites menu 
 
3.4. Dependency 
 None 
3.5. To Add menu in Favorites follow step below 

 
Step 1: Click menu in the check box to be your favorite menu 
Step 2: “Click Add to Favorites” button as in figure 3.1 

 

     Figure 3.1 
 
 
 
 
 

Step 1 

Step 2 
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4.  Adding new user 
 

 
 
 
 
 
 
 
 
 
 
 
 

4.1 Intended Audience 
   System administrator 
 
4.2 Usage 
   Creates new user from existing employee List in e-Varsity ERP 
 
4.3 Menu Access 
   Main Menu >> User Rights >> User Registration 
 
4.4 Dependency 
   Employee List 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     Figure 4.1 
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5.   Module access privilege 
 
5.1. Intended Audience 
 System administrator 
5.2. Usage 
 This interface provides module wise user access, only users with module level privilege 
can be assigned menu access 
5.3. Menu Access 
 Main Menu >>User Rights > >Module 
5.4. Dependency 
 None 
 

 
 
 
     Figure 5.1 

 
5.5. Follow steps below to assign module access, 

 Step1: select employee from the available employee list. 
 Step2: Select module tab and select the required modules for the user access. 
 Step3: click “save” button to complete user wise module assignment. 
  
 
 
 
 
 
 
 

Step 3 
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       6. Menu access privilege 
 
 
6.1. Intended Audience 
 System administrator 
6.2. Usage 
 This interface provides menu level access to users 
6.3. Menu Access 
 Main Menu >> User Rights >> Menu 
6.4. Dependency 
 User Wise Module Assignment 
 
 

 
 

      Figure 6.1 
 
 
 

6.5. Follow steps below to assign menu access, 
 Step1: Select the employee to whom menu access right is required. 
 Step2: Select the module to which menu access right is required for the user. 
 Step3: Select the required menu access right to be provided for the selected user.. 
 Step4: Click “save” button to complete user wise menu allotment. 
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7. Program access privillege                                                                                                 
 

 
7.1. Intended Audience 
 System administrator 
7.2. Usage 
 This interface provides program wise access to the users 
7.3. Menu Access 
 Main Menu >> User Rights >> Program Authorization 
7.4. Dependency 
 User Registration and Office 
 

     Figure 7.1 
 
 
7.5 Follow Steps below to assign program for the employees. 
 Step 1: Select Employee from the list. 
 Step 2: Select Office from the list 
 Step 3: Click the Check Box to select the programs 
 Step 4: Click “Save” button to assign the programs for the selected employee 
 
 
 
 

Step 1 

Step 2 

Step 4 

Step 3 



Academic Module – User Manual    

 

 
 
   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 13 of 128  

8. Section Authorization                                                                                                   
 
 
 
8.1. Intended Audience 
 Timetable coordinator 
8.2. Usage 
 This interface is used to assign rights on program wise sections to particular staff. 
8.3. Menu Access 
 Main Menu >> User Rights >> Section Authorization 
8.4. Dependency 
 program access privilege 
 
 

 
     Figure 8.1 
 
 
8.5 Follow Steps below to assign  program for the employees. 
 Step 1: Select  Employee from the list. 
 Step 2: Select Office from the list 
 Step 3: Click the Check Box to select the programs 
 Step 4: Click “Save” button to assign the programs for the selected employee 
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 II Academic Master  

 
 

9. Academic Calendar 
 
 
10.1. Intended Audience 
 Academic committee and System Administrator 
10.2. Usage 
 This master interface records Day Status and Day Order Name. 
10.3. Menu Access 
 Main Menu >> Academic>> Academic Calendar 
10.4. Dependency 
 None 
 

 
 

Figure 9.1 
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10. Regulation Master 

 

10. A. University Master 

 
10.1. Intended Audience 
 Academic committee and System Administrator 
10.2. Usage 
 This master interface records course related details. 
10.3. Menu Access 
 Main Menu >> Academic>> Regulation Master >> University Master 
10.4. Dependency 
 None 
  

    Figure 10.A.1 
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10.5. To make a new entry follow these steps, 
  Step 1: Enter University name 
  Step 2: Enter Address  
  Step 3: Click “Save” button to add the university to database. 

Step 4: Click “view” button to view earlier existing university details and to edit the existing 
university details as in Figure 10.A.2 

  Step 5: Click “Modify” button to update the university details. 
 

 
 
 

    Figure 10.A.2 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5 
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    10. B. Regulation Master                                           
 

 
 
 
10.1. Intended Audience 
 Academic committee and System Administrator 
10.2. Usage 
 This master interface records Regulation related details. 
10.3. Menu Access 
 Main Menu >> academic master >> Regulation Master>> Regulation 
10.4. Dependency 
 University Master 
 

 
    Figure 10.B.1 
 
10.5. To make a new entry follow these steps, 

 Step 1: Select University from the list 
 Step 2: Enter Regulation  
 Step 3: Enter Regulation Year 
 Step 4: Click “Save” button to add the Regulation to database   
 Step 5: Click “View” button to view the list and to edit the details as in Figure 10.B.2 
 Step 6: Click “Modify” button to update the Regulation Details as in Figure 10.B.3 
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                                                     Figure 10.B.2 

 

 
 
     
    Figure 10.B.3 
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10. C.    Graduation Master 

 
 
10.1. Intended Audience 
 Academic committee and System Administrator 
10.2. Usage 
 This master interface records Graduation details. 
10.3. Menu Access 
 Main Menu >> academic master >> Regulation Master>> Graduation 
10.4. Dependency 
 None 
 

 
    Figure 10.C.1 
 
10.5. To make entry follow these steps, 
 Step 1: Enter Graduation Type 
 Step 2: Click “Save” button to add the record to database. 
 Step 3: Click “View” button to view the Graduation Type list and to edit the Graduation 
type as in Figure 10.C.2 
 Step 4: Click “Modify” button to update the modified record. 
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    Figure 10.C.2 
 

10. D.   Branch Master 

 
10.1. Intended Audience 
 Academic committee and system administrator 
10.2. Usage 
 This master interface records of Branch Master. 
10.3. Menu Access 
 Main Menu >> academic master >>Regulation master >>Branch 
10.4. Dependency 
 None 
 

     
Figure 10.D.1 
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10.5. To make entry follow the steps, 
 Step 1: Enter Branch Description  
 Step 2: Branch Short Name. 
 Step 3: Click “Save” button to add the record 
 Step 4: Click “View” button to view the branch list and to edit the record as in figure 
10.D.2 
 Step 5: Cick “Modify” button to update the Branch. 
 
 

 
     Figure 10.D.2 
 
 

 

11. Program Master 
 
 

11.A. Program Pattern 

 
11.1. Intended Audience 
 Academic committee and system administrator 
11.2. Usage 
 This master interface records program pattern master. 
11.3. Menu Access 
 Main Menu >> academic master >> Program master >> Program Pattern  
11.4. Dependency 
 None 
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11.5. To make entry follow the steps, 

       Step 1: Enter Program short name.  
       Step 2: Enter Program Description. 
       Step 3: Click ”Save”  button to add the record as in Figure 11.A.1. 
       Step 4: Click ”View”  button to view the existing programs and to edit the programs as in 

Figure 11.D.2. 
       Step 5: Click “Modify” button to update the record as in Figure 11.A.2 
 

  
 

   
    Figure 11.A.2 
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11. B. Program Type 

 
11.1. Intended Audience 
 System Administrator 
11.2. Usage 
 This interface links program, branches and Graduation Type together 
11.3. Menu Access 
 Main Menu << academic <<Program master << Program Type 
11.4. Dependency 
 Program master, Branch master and Graduation Type 
 
 
 

 
 
    Figure 11.B.1 
 
   
11.5. To make entry follow the steps, 
 Step 1: Select the program from the list 
 Step 2: Select the Branch  from the list 
 Step 3: Select the Graduation Type from the S List 
 Step 4. Click “Save” button to add the record to database. 
 Step 5: Click “View” button to view the existing list as shown in the figure 11.B.2 
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                          11.C. Program Master                                      

     Figure 11.B.2 
 
 
      
  
 
 
 
 
 
11.1. Intended Audience 

 System Administrator 

11.2. Usage 

 This interface links program and  Branch with Regulation 

11.3. Menu Access 

 Main Menu >> academic master >> program master >> Program 

11.4. Dependency 

 University master, Regulation master, Graduation type and Branch master 

 
 
 
 

Step 5 
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11.5.To make entry follow steps below 
 Step 1: Select University from the list. 
 Step 2: Select Regulation from the list 
 Step 3: Select Program Category 
 Step 4: Select Graduation Type 
 Step 5: Select Branch 
 Step 6: Enter Program Description 
 Step 7: Select Duration Pattern 
 Step 8: Enter Program Code 
 Step 9: Click “Save” button to add the program into Database  
 Step 10:Click “View” button to view the program details and to edit the program details as in 
figure 11.C.1 
 Step 11: Click “Modify” button to save the modified details in to database as in figure 11.C.2 
 
 

 
      

Figure 11.C.1 
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Figure 11.C.2 

 
 

                                           11.D Institution Program 

 
 11.1. Intended Audience 
 System administrator 
 11.2. Usage 
 This interface provides program wise access to the Institution. 
 11.3. Menu Access 
 Main Menu >> academic >> program master >>Institution Program  
 11.4. Dependency 
 Program master and Branch master 
11.5 To make entry follow steps below 

Step 1: Click the available programs to grant program access for the selected Institution 
Step 2: Click the Program Granted to Institution to revoke the program access for the 

selected Institution as in Figure 11.D.1 
 
 

Modify 
Step 11 
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     Figure 11.D.1 
 
 
 

                                                       12. Academic Master 

 
 

12. A. Course Type 
 
12.1. Intended Audience 
 Academic committee and System Administrator 
12.2. Usage 
 This master interface records course Type details. 
12.3. Menu Access 
 Main Menu >> academic >> academic master >> Course Type 
12.4. Dependency 
 None 
 
 
 
 
 
 

Step 1 

Step 2 
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     Figure 12.A.1 
 
12.5 . To make entry follow steps below 

Step 1: Enter Course Type Name 
Step 2: Select Exam Type 
Step 3 : Click “Save” button to add the record in to database 
Step 4: Click “View” button to view the records and to edit the records 
Step 5 : Click “Modify” button to update the modified records as in Figure 12.A.2 

 
 

 
      

Figure 12.A.2 
 

Step 5 

Step 1 

Step 2 

Step 3 

Step 4 
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       12. B. Course Master 

 
 

 

        
 
                                                                         
12.1. Intended Audience 
 Academic committee and System Administrator 
12.2. Usage 
 This master interface records course related details. 
12.3. Menu Access 
 Main Menu >> academic >> academic master >> course master 
12.4. Dependency 
 Regulation master 

 

 
     
     Figure 12.B.1 
 
 
 
 
 
 

Step 1 

Step 2 

Step 4 

Step 7 

Step 6 

Step 3 

Step 5 
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12.5 To make entry follow steps below 

  Step 1: Select the Regulation 
  Step 2: Enter Course Code 
  Step 3: Enter Course Description 
  Step 4: Enter Total Min. and Max. Marks 

  Step 5: Select Course Type. 
  Step 6: Click “Save” button to add the Courses in to database 
  Step 7: Click “View” button to view the existing Courses and to edit the courses 
  Step 8: To Modify, click the record in the view list and make the necessary changes and 
click “Modify” button to update the modified record as in Figure 12.B.2 
 
 
 

 
      

Figure 12.B.2 
 
 
 
 
 
 
 
 

Step 8 
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 12. C. Course Details 
                              
    
12.1. Intended Audience 

 Academic committee and System Administrator 

12.2. Usage 

 This master interface records course related details. 

12.3. Menu Access 

 Main Menu >> academic >> academic master >> course details 

12.4. Dependency 

 Regulation Master, Course master and Course Type 

12.5. To make entry follow step below 
 Step 1: Select Regulation from the list 
 Step 2: Select Course from the list, display all the course type details 
 Step 3: Click the check box to select the Course type  

Step 4: Enter Details of Course Type for the selected Course type. 
 Step 5: Click “Save” button to add Course Details in to database 
 Step 6: To view the Details 
 a) Select the Regulation from the list  
 b) Click “View” button, display existing Details of Course Master as in Figure 12.C.2 
 Step 7: To Modify the existing Course Master Details 
  a) Select the Course from the view list for modification as in figure 12.C.2 
  b) Modify the required fields to be modified as in Figure 12.C.3 
  c) Click “Modify” button to update the Course Master Details as in Figure 12.C.3 
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     Figure 12.C.1 
 
 

     
Figure 12.C.2  
 

 
  
 
 

Step 6 

Step 6 
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     Figure 12.C.3 
 
 
 
 

12.D. Program Course 
 
12.1. Intended Audience 
 Academic committee and System Administrator 
 
12.2. Usage 
 This master interface links Program and Courses belongs to same Regulation. 
 
12.3. Menu Access 
 Main Menu >> academic >> academic master >> Program course 
 
12.4. Dependency 
 Regulation Master, Program and Course 
 
 
 
 
 

Step 7 
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12.5 To make entry follow steps below 
 Step 1: Select  University from the list 
 Step 2: Select Regulation from the list 
 Step 3: Select Program from the list, displaying the available courses to be linked for the 
selected program 
 Step 4: Click the courses to be linked for the selected program 
 Step 5: Select the Semester and modify the credits if  necessary as in Figure 12.D.1 
 Step 6: Click “Save” button to add the programwise courses in to database. 
 Step 7: To view the Program wise courses 
  a) Select university, Regulation and Program  
  b) Click “View” button to view the courses for the selected program as in Figure 
12.D.2 
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     Figure 12.D.2 
 
 
 

           12. E. Section 

 
 
 
12.1. Intended Audience 
 System Administrator 
 
12.2. Usage 
 This interface allows user to create a new class section and modifying existing sections. 
 
12.3. Menu Access 
 Main Menu >> academic >> academic master>> Section 
 
12.4. Dependency 
 None 
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    Figure 12.E.1 
 
 
12.5 To make entry follow steps below 
 Step 1: Enter Class Section Name 
 Step 2: Click “Save” button to add the Class Section into database 

Step 3: To modify Class Section follow steps below 
  a) Click “View” button, will list existing Class Sections as in Figure 12.E.2 
  b) Select the Class Section with status “Can Edit?” is Yes 
  c) Edit the Class Section Name 
  d) Click “Update” button to complete modification 
 

 
     Figure 12.E.2 
 
 
 
 

Step 2 

Step 1 

Step 3, a 
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12. F. Lab Group                                                                

 
   
      
 
 
 
 
12.1. Intended Audience 
 System Administrator 
 
12.2. Usage 
 This interface allows user to create a new Lab Group and modifying existing Lab Groups. 
 
12.3. Menu Access 
 Main Menu >> academic >> academic master>> Lab Group 
 
12.4. Dependency 
 None 
 
12.5. To make entry follow steps below 
 Step 1: Enter Lab Group Name 
 Step 2: Click “Save” button to add the Lab Group into database 

Step 3: To modify Lab Group follow steps below 
  a) Click “View” button, will list existing Lab Groups as in Figure 12.F.2 
  b) Select the Lab Group with status “Can Edit?” is Yes 
  c) Edit the Lab Group Name 
  d) Click “Update” button to complete modification 
 
 

 
 
 
 
 
 
 
  
 
 
 
 
 

    Figure 12.F.1 
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12.G.Programwise Section                                                                                                                

 
 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

    Figure 12.F.2 
 
 

                        

 

                                
 
12.1. Intended Audience 
 Timetable coordinator 
12.2. Usage 
 This interface links sections to respective programs. 
12.3. Menu Access 
 Main Menu >> Academic > Program wise Sections 
12.4. Dependency 
 Program, Standard batch master and Section Master 
 
12.5 To make entry follow steps below 
 Step 1: Select the Program from the list 
 Step 2: Select the Standard Batch for the selected program from the list 
 Step 3: click on the required section to be assigned for the selected program. 
 Step4: click on ‘Assign’ button to save into database as in figure 12.G.1 
 Step5: Already assigned sections are displayed in ‘Yellow’ Color and click the same will 
change the status as ‘not selected’. 
 Step6: Click on ‘Modify Sections’ button, to update the modified details as in Figure 
12.G.2 
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     Figure 12.G.1 
 

 
 
     Figure 12.G.2 
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       13. Internal Test Component 

 

13. A. Test Component 

 
13.1. Intended Audience 

System Administrator  

13.2. Usage  

This master interface records further detail related to a course 

13.3. Menu Access 

Main Menu >> academic >>Internal Test Component 

13.4. Dependency 

 None 

13.5 To make entry follow steps below 
 Step 1: Enter the Test Component  
 Step 2: Click “Save” button to add a new Test  Component in to database. 

Step 3: Click “View” button to view the existing test component as in Figure 13.A.2 
  
13.6 To Modify existing Test Components follow below steps 
 Step 1: Select the Test Component  in view list for modification 
 Step 2: if “Can Edit” status in list is “Yes” it is allowed to modify 
 Step 3: Modify the Test Component 
 Step 4: Click “update” button to complete modification. 
 
 . 
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    Figure 13.A.1 
 
 

 
Figure 13.A.2 
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13.b Coursewise Test Component                                      

 

 
 
13.1. Intended Audience 

 System Administrator 

13.2. Usage 

 This interface links courses and test components together. 

13.3. Menu Access 

 Main Menu >> Academic Master >> Internal Test Component  >> Course wise Test 

component  

13.4. Dependency 

 Course Details Master 

 
 
 

 
     Figure 13.B.1 
 
 
13.5. To make entry follow step below 
 Step 1: Select Regulation from the list. 
 Step 2: Select Course to which Test Components to be linked 
 Step 3: Select Test Components by clicking the check box 
 Step 4: Enter Conducting Max Marks and Converting Max Marks for the selected Test 
Components 
 Step 5: Click “Save” button to complete Course wise Test Components 
 
 
 
 
  
 
 

Step 1 

Step 2 
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     Figure 13.B.2 

  

13.C. Cancel Course Wise Test Component 
 
13.1. Intended Audience 

 System Administrator 

13.2. Usage 

 This interface used to Cancel Course Wise Test Component. 

13.3. Menu Access 

 Main Menu >> academic master >> Internal Test Component >>Cancel Course Wise 

Test Component 

13.4. Dependency 

 Course Wise Test Component 

13.5 To make entry follow steps below 

 Step 1: Select the Course to which the Test Component linked 
 Step 2: Click “Save Cancellation” button to cancel the Course wise Test Components 
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  14. Attendance Group Master                                                                                                  

 
 

     Figure 13.C.1 
 
 
 
 
   

 
14.1. Intended Audience 

 System Administrator. 

14.2. Usage 

 This interface used to create Centralized Attendance Group Master. 

14.3. Menu Access 

 Main Menu >> academic master >> Attendance Group Master 

14.4. Dependency 

 Subject and Staff Name 

14.5. To make entry follow steps 

 Step 1: Enter the Group Name 
 Step 2: Select the Subject Name from the list 
 Step 3: Select the Staff Name from the list 
 Step 4: Click “Save” button to add the Attendance Group master in to database 
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     Figure 14.1 
     

 
13.6. To modify the existing Attendance Group Master Follow steps below 
 Step 1: Click on “View” button will list  the existing Attendance Groups as in figure 14.2 
 Step 2: Click the Group Name in list for modification. 
 Step 3: Modify the required fields. 
 Step 4: Click “Modify” button to complete modification as in figure 14.3 
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III. Transaction  

 

 
 

     Figure 14.3 
 
 
 
 

 

15. Student Section Allocation 
 
 
15.1 Intended Audience 
 Timetable coordinator 
15.2 Usage  
 Using this interface, user can allocate the students to the appropriate program 
section. 
15.3 Dependency  

Program wise section and student master 
15.4 Menu Access  

Main Menu >> Academy >>Transaction>> Student Section Allocation 
15.5 To allocate students to a program section  

 Step1:click the check box named carry student  to next semester. 

 Step2: Select a Program Section from the drop-down list. 

You will see a list of Students belong to the selected program section. 

Step3:Select the check boxes of the student records, which you want to allot to the 

selected program section. 

Step4:Click Save button to save program section into ERP system. 

Step 4 
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Note: Click View already allocated students  button to view the already allocated students for the 
selected program section 
 
 

16. Extra Disciplinary Course Registration 
 
 
16.1 Intended Audience 

 Timetable coordinator 

16.2 Usage  

 Using this interface, user can allocate the students to the Extra Disciplinary 

Course. 

16.3 Dependency  

Course master, Programwise Section 

16.4 Menu Access  

Main Menu >> Academy >>Transaction>> Extra Disciplinary Course 

Registration 
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16.5 To make entry follow steps below 
 Step 1: Select Program, semester & Section 
 Step 2: Select Extra Disciplinary Subject , will display all the student list for the selected 
Program 
 Step 3: Click the check box for selecting the students as in Figure 16.2 
 Step 4: Click “Save” button to complete Extra Disciplinary Subject Registration  
 Step 5: Click “View” button to view the existing students assigned for the Extra 
Disciplinary Subject. 
 
 
 

 
     Figure 16.1  
 
 

 
 
     Figure 16.2 

Step 1 

Step 2 

Step 3 
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17. Section Transfer 
 
17.1 Intended Audience 

Timetable coordinator 

17.2 Usage  

Using this interface, user can re-allocate the students to the appropriate program 

section. 

17.3 Dependency  

Program wise section and student master 

17.4 Menu Access  

Main Menu >> Academy >>Transaction>>Student Section Transfer 

 
17.5 To Transfer students Section follow steps below 

Step1:Select a To Program Section from the drop-down list. 
You will see a list of Students belong to the selected program . 

Step2:Select a From Program Section from the drop-down list. 
Step2:Click the Gender. 
Step3:Select the check boxes of the student records, which you want to allot to the 
selected program section. 
Step4:Click “Save” button to save program section into ERP system. 
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     Figure 17.1 
 
 

18. Student Course 
 
18.1 Intended Audience 

Timetable coordinator 

18.2 Usage  

User can specify student’s courses for the semester. 

18.3 Dependency  

Student section allocation and program wise courses 

18.4 Menu Access  

Main Menu >>Academy>>Transaction >>Student wise Courses 

 

    Figure 18.1 
 
 
18.5 To make entry follow steps below 
 Step1: Select the Program Section from the drop-down list.  
You will see the details of the Students and Subjects assigned for the selected program 
section. only elective subjects are in enabled mode.  

 Step 2: Select the students records to which you want to assign the elective subjects.  
 Step 3: Select the check boxes of the appropriate elective subjects to be assigned for 
the selected students. 

 Step 4: Click “Save” button to save the student-wise elective course details. 
Step 5: Click “View” button to view the existing studentwise courses 

 
 
 



Academic Module – User Manual    

 

 
 
   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 51 of 128  

                                               19. All Staff Profile 

      

  
     Figure 18.2 

 
 
 
19.1 Intended Audience 

HR 

19.2 Usage  

Using this interface the user can view the Profile of  Staff 

19.3 Dependency  

Employee Master 

19.4 Menu Access  

Main Menu >> Academy >>Transaction>>All Staff Profile 

19.5 To view staff profile follow steps below 
 Step 1: Select the Employee Name from the list. 
You can able to check the full details of the Staff such as Personal Details, Department Details, 
Experience, Qualification Acquired etc . . . as in figure 19.2 
 

 

 

 

Step 4 
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     Figure 19.1 
 

 
      Figure 19.2 
 
 

20. Class Time Table 
 
20.1 Intended Audience 

 Timetable coordinator 

20.2 Usage  

 This interface is used to prepare timetable for particular program section. 

20.3 Dependency  

  Program wise courses and program wise sections 

20.4 Menu Access  

 Main Menu >> Academy >> Transaction >> Class Timetable 

 

Step 1 
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     Figure 20.1 
 
20.5 The follow steps to create Time Table for the particular program Section 
 Step1: Select Program section from the drop down list 
 Step2: Select Day order template from the drop down list. 
 Step3: Click on the required course, which is to be assigned to the appropriate cell of the 
selected program section timetable template displayed on the right side. 
 Step4: Click on the appropriate cell to assign the selected subject. (Assignment of the 
same 
subject to different cells is possible and also multiple subjects can be assigned to the 
same cell). 
 Step5: Click on the ‘Assign’ button to save the generated class timetable for the selected 
program section into ERP system as in Figure 20.2 
20.6. To deselected a cell (figure 20.2) 
 Step1: Click again on the selected subject, it become deselect. 
 Step2: Double click on the subject assigned cell, will remove the subject from the cell 
means 
not assigned. 
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     Figure 20.2 
 
 

21. Faculty Courses 

 
21.1 Intended Audience 
 Timetable coordinator 
21.2 Usage  
 This interface links courses to respective faculty. 
21.3 Dependency  
 Employee master (from HR module), program wise section and program wise courses. 
21.4 Menu Access  
 Main Menu >> Academy >> Transaction >> Staff wise Courses 
 
      

 
Figure 21.1 
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21.5 To assign Courses to the Staff 
 Step1: Select the staff name from the Select Employee Name drop-down list. 
 Step2: Select the program section that was authorized to the selected employee from the 
Select Section Name drop-down list. 
 Step3: Click on the check box associated with the required course to be assigned for the               
selected staff. 
 Step4: Click “Apply Save” button to save the details. 
 Step5: Click “View Allocated subjects” button to view the existing allocated courses. 
 

 
     Figure 21.2 
 
 
 

22. Faculty Time Table 
 
 
22.1 Intended Audience 

 Timetable coordinator 

22.2 Usage  

 This interface is used to prepare staff timetable. 

22.3 Dependency  

 Staff wise courses and class timetable. 

22.4 Menu Access  

 Main Menu >> Academy >> Transaction >> Staff Timetable 
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     Figure 22.1  
 
22.5 To generate Timetable for a Staff 
 Step1: Select the staff name from the Employee drop-down list. 
 Step2: Select the program from the Program wise Section drop-down list.  
 Step3: You will see the corresponding timetable in the Sections Timetable section on the 
right. In the timetable, the enabled cell indicates the subjects assigned to the selected staff.  
 Step4:Click on the enabled cell to prepare the timetable for the selected staff. 
 Step5:Click Assign button to save the staff timetable in ERP. 
 You will see the Staff Timetable Master page. 

 
     Figure 22.2 
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Note: Green shaded cell denotes that the slot was assigned to that cell. Double-click on the 
green cell if you want to remove assigned subject. 
22.6 To modify  the Faculty Timetable follow steps below 
 Step 1: Green shaded cell denotes, the slot was assigned to that cell. If we double click on 
the green cell will remove the assigned subject. 
 Step 2: Click on the ‘Modify’ button to update the changes done on the staff timetable. 
 
 
 
 
 

23. Attendance Entry 
 
 
23.1. Intended Audience 

Teaching faculty 

23.2. Usage 

Concerned teaching faculty can mark their student attendance for appropriate day order 

and hour. 

23.3. Menu Access 

Main Menu >> Academy >> Transaction >> Attendance Entry  

23.4. Dependency 

Student wise courses, Student section allocation and Class timetable. 

23.5. Follow steps below to mark the attendance for the students. 

Step1: By default, the day order should be the appropriate day order for the entered date. 
If requires, user can check the check box associated with ‘Mark for Other day order’ 
option to mark attendance for any other day order. 

Step 2: User can click on the appropriate cell for marking attendance of the students. The 
details in the cell are program section and the course. The students associated with the 
corresponding slot alone listed. [Shown in Figure 23.2] 
 Step3: User can click on the attendance status cell to change the attendance status from 
present to absent or vice versa. 

Step4: Click ‘Save’ button to save the attendance details. 
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     Figure 23.1 
 
 

 
     Figure 23.2 
 
Important Note:: 
1. Cell displayed in pink color represents for Fresh data entry ie, ready to mark the attendance for 
the 
listed students. 
2. Cell displayed in red color represents attendance already marked waiting for HOD approval, user 
can able to modify the attendance status if requires. 
3. Cell displayed in green color represents attendance marked and it was approved by the concern 
HOD. User cannot able to modify the marked attendance. 
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24. Attendance Entry Centralized 
 
 
24.1. Intended Audience 

Teaching faculty. 
24.2. Usage 

This interface used to mark the student attendance for any day order 
and hour. 
24.3. Menu Access 

Main Menu >> Academy >> Transaction >> Attendance Entry Centralized 
24.4. Dependency 

Student wise courses, Student section allocation and Class timetable 
 

    Figure 24.1 
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24.5 To make Student Attendance Entry follow steps below 
 Step 1: Select the Attendance Date 
 Step 2: Select Day Order 
 Step 3: Select Program section from the list 
 Step 4: Select Course from the list 
 Step 5: Select Hour or Multi Hour Option , will display students from the selected 
Program Section 
 Step 6: Select the record to change the status Present or Absent 
 Step 7: Click “Save” button to update the Student Attendance Entry into database. 

 

25.  Student Activity Entry 

 
25.1. Intended Audience 

Teaching faculty 

25.2. Usage 

This interface used to update the Student Activity. 

25.3. Menu Access 

Main Menu >> Academy >> Transaction >> Student Activity Entry  

25.4. Dependency 

Student wise courses, Student section allocation and Activity Master 

25.5. To make entry follow steps below 

 Step 1: Select the Activity Type 
 Step 2: Select From Date and To Date, you can able to see the details of the day order 
and hour 
 Step3: Select the Date by clicking on the check Box 
 Step 4: Enter the Activity Description 
 Step 5: Select the Student from the list 
 Step 6: Click “Save” button to update student Activity into database 
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    Figure 25.1 
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                                              26.  Delegation Entry 

 

 
 
26.1. Intended Audience 

Teaching faculty 

26.2. Usage 

Using this interface staff can delegate his/her hour to another staff. 

26.3. Menu Access 

Main Menu >> Academy >> Transaction >> Delegation Entry  

26.4. Dependency 

Staff Timetable 

 

    Figure 26.1 
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26.5. To make delegation entry by Staff follow steps below 
 Step 1: By default the attendance date should be the current date. If requires, user can change the 

attendance date. [Optional]  

Step 2: Click on the ‘Ok’ button to change the day order displayed appropriate to the changed 

attendance date. 

 Step 3: By default, the day order should be the appropriate day order for the entered date.  If 

requires, user can check the check box associated with “Mark  for other day orders” option to delegate 

the hour. 

 Step 4: Click the required cell to be delegated as in Figure 26.1 

 Step 5: Select the Delegating To staff from the list 

 Step 6: Click ‘Save’ button to save the delegation entry details. 

 
 

27.    Delegation Entry by HOD 
 
27.1. Intended Audience 
       Dean and Head of the department. 
 
27.2. Usage 
      This interface helps authorities to provide class of one faculty to another on absence. 
 
27.3. Menu Access 
     Main Menu >> Academic >> Transaction >> Delegation Entry By HOD.. 
 

27.4. Dependency 
    Class timetable and staff timetable. 
 
27.5. To Delegate an hour follow steps below 

Step 1: select Staff Name from the list whose hour to be delegated to another staff. 
Step 2: click on the ‘Ok’ button to change the day order displayed appropriate to the 

change attendance date. 
Step 3: click on the required cell to be delegated.  
Step 4: select the delegating to staff from the list. 
Step 5: click ‘Save’ button to save the delegation entry details. if the selected staff already 

allocated to the particular hour, system will give alert the user. 
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      Figure 27.1 
 
 

28. Internal Mark Entry 
 
28.1. Intended Audience 

       Teaching Faculty 

28.2. Usage 

      This interface intakes internal mark details of students for a course. 

28.3. Menu Access 

     Main Student section allocation  

Menu >> Academic >> Transaction >> Internal Mark Entry 

28.4. Dependency 

   Program wise sections, 
 Course Details Master 
 Course wise Test component 
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28.5 To make a new entry follow these steps, 

Step1: select Exam Date 
  Step2: select the Test Component to which internal mark is to be entered 
You will have the list of  subjects and program sections related to Test Components 

Step3: Select the Subjects, students belong to programwise sections and subject would appear 
in list 
Step 4: Enter Mark Obtained by the student in Text boxes 
Step 5: Click the Check Box if the student was absent  
Step 6: Click “Save” button to complete the Internal Mark entry 

 

Figure 28.1 
 
  

29. Internal Mark Modification 
 
29.1. Intended Audience 
       Teaching Faculty 
29.2. Usage 
      This interface used to modify internal mark details of a course. 
29.3. Menu Access 
     Main Menu >> Academic >> Transaction >> Internal Mark Modification. 
29.4. Dependency 
    Program wise sections, 
Course Details Master 
Course wise Test component 
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     Figure 29.1 
 
 
29.5 To Modify Internal Mark follow these steps, 

Step1: select Test Component from the list 
You will have the list of subjects and program section whose internal marks entered. 
  Step2: Select the subjects, students belong to programwise sections and subject would appear 
in list 
 Step3: change the Exam Date if required. 
select the Test Component to which internal mark is to be entered 
You will have the list of  subjects and program sections related to Test Components 

Step4: Modify the Internal Mark obtained 
Step5: Click “Save” button to update the modified Internal Mark 
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30.  Attendance Approval 
 
 
30.1. Intended Audience 

Dean / Head of the department. 

30.2. Usage 

This interface is used to approve student’s attendance entered by teaching faculty. 

30.3. Menu Access 

Main Menu >> Attendance >> Approval >> Attendance Approval. 

30.4. Dependency 

Attendance Entry 

30.5. To approve student attendance entry follow the steps, 

Step1: Select program section from list. 
Step2: Click on a single cell to approve for an Hour. 
Step3: Select check box  to approve entire day attendance. 
Step4: Make changes on attendance entry if required (for hour wise approval only). 
Step5: Click “Approve” after necessary changes made 
Step 6:Click “Reject” to cancel the attendance entry . 
  

On successful approval “Record Saved successfully” message would appear. 

On successful rejection “Attendance Cancelled successfully” message would appear 
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      Figure 30.1 
 

31. Decision on Attendance 

 
31.1. Intended Audience 

Vice chancellor and Academic Dean 

31.2. Usage 

This interface is a provision where higher authorities can decide on students’ attendance 

immaterial of attendance entry and approval made thereafter. 

31.3. Menu Access 

Main Menu >> Academic >> Transaction>> Decision on Attendance 

31.4. Dependency 

Attendance marking 
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31.5. To make decision on attendance please follow steps as below, 

Step1: Select Program section. 
Step2: Enter Attendance Marked date 
Step3: Click ‘Go’ button to view attendance marked for the selected date. 
Step4: Select any of the slot 
Step5: Make changes on Attendance entry. 
Step6: Click ‘Approve’ button to approve changes done on Attendance entry details. 

 

     Figure 31.1 
      

32. Cancel Attendance Entry 

 
32.1. Intended Audience 

       Teaching faculty. 

32.2. Usage 

       Concerned teaching faculty can cancel their student attendance for appropriate hour 

32.3. Menu Access 

       Main Menu >> Academic >> Transaction >> Cancel Attendance Entry 

32.4. Dependency 

       Student wise courses, Student section allocation and Class timetable. 
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32.5 To Cancel Attendance Entry follow steps below 

 Step1: Select Attendance Date and click “Generate” button 
You will have the list of program wise Section, Total Students and number of students 
present for the particular hour for the selected Attendance Date. 
 Step2: Click the hour whose attendance to be cancelled 
You will have the Details of the selected hour such as Subject, Subject Code and Faculty  
 Step3: Click “Cancel” button to Cancel the selected hour 
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33. Missing Attendance Details 

 
33.1. Intended Audience 

       Teaching faculty. 

33.2. Usage 

       Concerned teaching faculty can cancel their student attendance for appropriate hour 

33.3. Menu Access 

       Main Menu >> Academic >> Transaction >> Missing Attendance Details 

33.4. Dependency 

       Student wise courses, Student section allocation and Class timetable. 

 
 

Figure 33.1 
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33.5. To check Missing Attendance follow steps below 

 Step 1: Select the Attendance Date 
 Step 2: By clicking “Generate” button, User can have the details of Program wise Sections 

corresponding with the Attendance details as shown in the Figure 33.1 
 Step 3: Click on the “Attendance not entered” for the particular program wise section 
 Step 4: Enter “Not Entered Reason”   for selected program wise section as in Figure 33.2 
 Step 5: Click “Save” button to add the Reason to the database. 

 
 
 

 `  Figure 33.2 
 
 
 

34. Student Med. Leave Approval 

 
34.1. Intended Audience 

Dean /Head of the department. 

34.2. Usage 

This interface is used to approve student’s general and medical leave. 

34.3. Menu Access 

Main Menu >> Attendance >> Approval >> Student Med. Leave Approval. 

34.4. Dependency 

Student leave entry. 
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34.5 To approve student leave follow steps as below, 

Step1: Select program section from the drop down list. After program section selected, the 

students corresponding to the selected program section those who are waiting for leave 

approval alone listed. 

Step2: Check the appropriate students. 

Step3: Click on ‘Approve’ button to approve the student leave details. On successful approval 

“Record Approved successfully” message would appear. 

Step4: Click on ‘Reject’ button to reject the student leave details. On successful rejection 

“Record rejected successfully” message would appea 

 
 

35. Student Activity Approval 

 
35.1. Intended Audience 

  Teaching faculty. 

35.2. Usage 

  This interface used to Approve the Student Activity. 

35.3. Menu Access 

  Main Menu >> Academy >> Transaction >> Student Activity Approval 

35.4. Dependency 

  Student wise courses, Student section allocation and Student Activity Entry 
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Figure 35.1 
 
 

36. Delegation Approval 

 
36.1. Intended Audience 

Dean and Head of the department 
36.2. Usage 

This interface is used to approve delegation entry made by teaching faculty. 
36.3. Menu Access 

Main Menu >> Attendance >> Approval >> Delegation Approval 

36.4. Dependency 
Delegation entry 

 

     Figure36.1 
 

36.5 To Approve Delegation Follow steps below 
 Step1: Select Program Section 

Step2: Click on ‘Approve’ button to approve the delegation entry.  
Step3: Click on ‘Reject’ button to reject the delegation entry.  
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37. Register Number Assigning 

 
37.1. Intended Audience 

Teaching Faculty 

37.2. Usage 

This interface is used to Assign Register Number  

37.3. Menu Access 

Main Menu >> Academic >> Transaction >>Register Number Assigning 

37.4. Dependency 

Program Master, Program wise section 

37.5 To Assign Register Number follow steps below 
 Step 1: Select Program from the list 
 Step 2: Select Semester from the list 
 Step 3: Select “List All Students” option by clicking Check Box 
Students from Selected Program and Semester will be listed 
 Step 4: Enter “Prefix” 
 Step 5: Select the Students for whose the Register number to be entered 
 Step 6: Enter Register number 
 Step 7: Click “Save” button to save Register Number to the Database 
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     Figure 37.1 
 
 

38. Cancel Class Timetable 
 

38.1 Intended Audience 
Timetable coordinator 

38.2 Usage  
This interface is used to Cancel timetable for particular program section. 

38.3 Dependency  
Program wise courses and program wise sections. 

38.4Menu Access  
 Menu >> Academy >> Transaction >> Cancel Class Timetable 



Academic Module – User Manual    

 

 
 
   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 77 of 128  

 
38.5 To Cancel Time Table follow steps below 
 Step 1: Select Program wise Sections from the list 
 Step 2: Click “Save” button to cancel the Time Table 

 

      
Figure 38.1 

 
 

39. Cancel Student Section 
 
39.1 Intended Audience 

 Timetable coordinator 

39.2 Usage  

 Using this interface, user can cancel the Student Section allocation for appropriate 

Program. 

39.3 Dependency  

Student Section Allocation 

39.4 Menu Access  

Main Menu >> Academic >>Transaction>> Student Section 

39.5 To Cancel Student Section follow steps below 

 Step 1: Select the Program wise Section from the list whose section to be cancelled  
 You will have the list of Studens and Register No. for the selected Program wise 
Section  
 Step 2: Select the Students by clicking check Box whose section to be cancelled 
 Step 3: Click “Save” button to Cancel Student Section Allocation. 
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     Figure 39.1 
 
 

40. Program Lab Group 

     
 
40.1. Intended Audience 

Timetable coordinator. 

40.2. Usage 

  User can allocate Lab Group to a program wise section Subjectwise  

40.3. Menu Access 

Main Menu >> Class Groups >> Program Lab Group. 

40.4. Dependency 

Lab Group Master and Program wise subject. 

Step 3 
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40.5. To assign Program Lab group Follow steps as below 

 Step 1: Select the Program Section from the list 
 Step 2: Select Subject from the list 
You will have the list of Lab Groups 
 Step 3: Select the Lab Groups for the Selected Subject 
 Step 4: Click “Assign” button to assign the selected Lab Groups to the Program Section 
and Subject 

  Figure 40.1 
 
 

41. Cancel Student Wise Subjects 

 
41.1 Intended Audience 

  Timetable coordinator 

41.2 Usage  

  User can Cancel the  student wise Subjects  for the semester. 

41.3 Dependency  

  Student Course 

41.4 Menu Access  

  Main Menu >>Academic>>Transaction >>Cancel Student wise Subjects 
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41.5 To Cancel Student Subjects follow steps below 

 Step 1: Select the Program Section from the list 

You will have the students list along with the Register No. 

 Step 2: Click “View Subject” to view the subjects assigned for the particular Student 

 Step 3: Select the Students  by clicking Check Box whose Subjects to be cancelled 

 Step 4: Click “Save” button to Cancel  Studentwise Subject for the selected Program 

 

 Figure 41.1 
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42. Cancel Staff Subjects 

 
42.1 Intended Audience 

 Timetable coordinator 

42.2 Usage  

 This interface used to cancel the courses for respective Staff. 

42.3 Dependency  

 Faculty Courses 

42.4 Menu Access  

 Main Menu >> Academic>> Transaction >> Cancel Staff Subjects 

42.5 To Cancel Staff Subjects follow steps below 

 Step 1: Select the Staff Name. 
The user can have the list of Program Section along with the Subjects assigned for the 
Selected Staff. 
Step 2: Select the Program Section whose Subjects to be cancelled 
Step 3: Click “Cancel Staff Subjects” to cancel the Subjects assigned for the Selected 
Staff. 

 

 
Figure 42.1 
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43. Lab Group Students 

 
43.1. Intended Audience 

Timetable coordinator. 

43.2. Usage 

User can allocate single or multiple students to a specific class group. 

43.3. Menu Access 

Main Menu >> Academic >> Transaction>> Lab Group Students. 

43.4. Dependency 

Program Lab group and student section allocation 

 
 
 
 
 
 
 
 

Figure 43.1 

 
43.5. To allocate students to particular Lab group follow steps below, 
  Step1: Select program section from the drop down list. 
   Step2: Select appropriate lab group name from the drop down list. 
   Step3: Check the required students to be allocated to the selected lab group. 
   Step4: Click on ‘Apply Save’ button to save the checked student Lab group allocation. 
   Step5: Click on ‘View already allocated students’ to view the already allocated students of 

the selected program section and Lab group. 
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44. End Semester (Archive) 

 

44.1. Intended Audience 

Teaching Faculty. 

44.2. Usage 

User can Archive the Program wise Semeser along with the  Section from semester to other 

semester. 

44.3. Menu Access 

Main Menu >> Academic >> Transaction>>End Semester ( Archive). 

44.4. Dependency 

Program wise Regulation, Program semester Section 

     Figure 44.1 
 
44.5 To End Semester Archive follow steps below 

Step1: Select Program Section from the list. 
Step2: Select Programwise semester by clicking the Check Box 
Step3: Click “Archive” to save the End Semester  
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45. Student Promotion 

 
45.1. Intended Audience 

Teaching Faculty 

45.2. Usage 

User can change  the student from one  semester to another for the selected Program 

45.3. Menu Access 

Main Menu >> Academic >> Transaction>> Semester change 

45.4. Dependency 

Regulation, Program wise Students and Program wise Semesters 

Figure 45.1 
 

45.5 To Promote or Depromote the Student follow steps below 
Step 1: Select the promoting Academic Year. 

 Step 2: Select the Regulation from the list. 
 Step 3: Select the Program from the list 
 Step 4: Select the Current Semester from the list 
 Step 5: Select the To Semester from the list to which the student has to Promote or De-
Promote, list the students from the Current Semester for the Selected Program 
 Step 6: Select the Students list by clicking the Check Box. 
 Step 7: Click “Save” button to save the students from current semester to other semester 
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46. Program Change 

 
46.1. Intended Audience 

Head of the Department 

46.2. Usage 

User can change  the Program before the Fees Paid 

46.3. Menu Access 

Main Menu >> Academic >> Transaction>> Program Change. 

46.4. Dependency 

Student Admission 

Figure 46.1 
 

46.5 To Change the Program of the student before Fee Paid follow the step below 
 Step 1: Select the  From Program from which the student  wants to change the Program. 
 Step 2: Select the To Program to which the student wants to change the Program. 
 Step 3: Select the Semester from the list. 
 Step 4: Enter the Reason to Change the Program. 
 Step 5: On Clicking the “Generate” button, students will be listed for the Selected From 
Program. 
 Step 6: Select the Students by clicking the Check Box. 
 Step 7: Click “Apply Save” to save the change of Program before Fee Paid 
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47. Student Activity Cancellation 

 
47.1. Intended Audience 

Teaching Faculty 

47.2. Usage 

User can cancel the Students Activity. 

47.3. Menu Access 

Main Menu >> Academic >> Transaction>> Student Activity Cancellation 

47.4. Dependency 

Student Activity 
 
47.5 To Cancel the Student Activity follow steps below 
 Step 1: Select the Period “From Date” and “To Date”. 
 Step 2: Click “Generate” button, Students will be listed for the selected period. 
 Step 3: Click “Cancel” button to cancel the particular student Activity. 
 

     Figure 47.1 
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   48.  Attendance Group Cancellation     

 
 

 
48.1. Intended Audience 

Teaching Faculty 

48.2. Usage 

User can cancel the Students Group Cancellation 

48.3. Menu Access 

Main Menu >> Academic >> Transaction>> Attendance Group Cancellation. 

48.4. Dependency 

Attendance Entry Centralized 

48.5 To Cancel the Attendance Group follow steps below 

 Step 1: Select  the Group Name from the list. 
The students from the corresponding Group listed. 
 Step 2: Select the Students by clicking Check Box. 
 Step 3: Click “Cancel” button to cancel the student from the Group 
 

     Figure 48.1 
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49. Branch Change 

 
 

49.1. Intended Audience 

Teaching Faculty 

49.2. Usage 

User can change the Branch of students 

49.3. Menu Access 

Main Menu >> Academic >> Transaction>> Branch Change. 

49.4. Dependency 

Student Section Allocation, Student wise Semester and Student wise courses 
 

    Figure 49.1 
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49.5 To change the students Branch follow steps below 

 Step 1: Select the Student Name from the list. 

The details of Branch will be listed for the selected Student. 

 Step 2: Select the New Branch from the list. 

 Step 3: Enter Reason for Branch Change. 

 Step 4: Click “Save” button to change the student Branch change. 

Step 5: Click “View” button to view the history of Student Branch as in Figure 49.2 

 

 

 
 
     Figure 49.2 
 
 
 

50. Debar / Discontinue Students 

 
50.1. Intended Audience 

Head of theDepartment 

50.2. Usage 

This interface used to Debar/Discontinue Students 

50.3. Menu Access 

Main Menu >> Academic >> Transaction>> Debar / Discontinue Students. 

50.4. Dependency 

Student Section Allocation, Student wise Semester and Student wise courses 
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Figure 50.1 
 
50.5  To Debar / Discontinue Students follow below steps 

Step 1: Select Debar / Discontinue / Detained by clicking the radio button. 
Step 2: Select the Student Name from the  list. 

The Program Details belongs to the Selected student listed below. 
Step 3: Enter Reason for Debar / Discontinue / Detained students. 
Step 4: Enter Remarks for Debar / Discontinue / Detained students. 
Step 5: Click “Save” button to save the Debar / Discontinue / Detained students. 

 
 

51. Readmission 

 
51.1. Intended Audience 

Head of the Department 
51.2. Usage 

This interface used to Readmit the Debar/Discontinue Students. 
51.3. Menu Access 

Main Menu >> Academic >> Transaction>> Readmission 
51.4. Dependency 

Debar / Discontinue Students 
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Figure 51.1 

     
 
 
51.5 To Readmit the Student follow the steps below 

Step1: Select the Student Name from the list. 
Step2: Select the Readmission Date. 
Step3: Select the Program from the list to which the Readmission Student going to join. 
Step4: Select the Semester from the list. 
Step5: Click “Save” button to readmit the Student. 
Step6: Click “View” button to view the Readmitted Student as in Figure 51.2 
 
 

 
     Figure 51.2 

 
 
 
 

Step 6 
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52. Semester Allocation 

 
52.1. Intended Audience 

Teaching Faculty 

52.2. Usage 

This interface used to allocate Semester for the Promotion Students 

52.3. Menu Access 

Main Menu >> Academic >> Transaction>> Semester Allocation 

52.4. Dependency 

Student Readmission 
 

      
Figure 52.1       
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53. Individual Student Attendance 

 
53.1. Intended Audience 

Head of the Department 

53.2. Usage 

This interface used to enter an Individual Attendance of Student 

53.3. Menu Access 

Main Menu >> Academic >> Transaction>> Individual Student Attendance 

53.4. Dependency 

Attendance Entry 

 
     Figure 53.1 
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53.5 To make entry in Individual Student Attendance 

 Step1: Select the Student Name. 

 The details of attendance entry  for the selected student will be listed 

 Step2: Click on the particular hour to change the attendance status ‘P’ or ‘A’ 

 Step3: Click “Save” button to save the attendance of Individual Student. 

 
 

54. Attendance Group Creation 

 
54.1. Intended Audience 

Teaching Faculty 

54.2. Usage 

This interface is used to allocate the students Group 

54.3. Menu Access 

Main Menu >> Academic >> Transaction>> Attendance Group Creation 

54.4. Dependency 

Attendance Group Master 

54.5 To allocate Group of Students follow steps below 

 Step1: Select the Group Name from the list 

The details of  Program wise semester will be listed 

 Step2: Select the Programs from the available list 

 Step3: Click “Load Students” button to list the students for the selected program as in 

Figure 54.1 

 Step4: Select the students for group allocation. 

 Step5: Click “Save” button to allocate group of students. 
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    Figure 54.1 
 

        Figure 54.2 

 
 
 
 
 

Step 6 
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55. Condonation Fee Dues Raising 

 
55.1. Intended Audience 

Teaching Faculty 

55.2. Usage 

This interface used to Due Raise for Condonation Fee. 

55.3. Menu Access 

Main Menu >> Academic >> Transaction>> Attendance Condonation Fees Dues 

Raising 

55.4. Dependency 

Attendance Entry 

 
55.5 To make entry on Condonation Fee Dues Raising 

Step1: Select the Attendance Date. 

Step2: Enter the Attendance (%). 

Step3: Select the Fee Head from the list. 

Step4: Enter the Condonation Amount. 

Step5: Select the Program wise Section by clicking the check Box. 

Step6: Click “Load Students” button, students from selected program wise sections will 

be listed. 

Step7: Select the Students by clicking check Box. 

Step8: Click “Save” button to save Due raising for the Condonation Fee.   
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Figure 55.1 

 
     Figure 55.2 
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IV. REPORTS 

 

 

 

 

56. Cumulative Attendance 
 
56.1. Intended Audience 

 All Users 

56.2. Usage 

This interface is used to view Cumulative Attendance. 

56.3. Menu Access  

Main Menu >>Academic >>Reports>>Cumulative Attendance 
 

56.4. Dependency 

Attendance Entry 
 

56.5 To view Cumulative Attendance, follow steps below 
Step1: Select the Program Section from the list. 

 The user can have the Cumulative Attendance of the student. 
 

  
   Figure 56.1 
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57. Sections Report – Program Wise 
 
57.1. Intended Audience 

 All Users 

57.2. Usage 

This interface is used to view Program Wise Sections Report. 

57.3. Menu Access  

Main Menu >>Academic >>Reports>>Sections Report  Program Wise 
 

57.4. Dependency 

Section Allocation 
 

 
     Figure 57.1 
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58. Letter Generation to Parents 
 
 
58.1. Intended Audience 

 All Users 

58.2. Usage 

This interface is used to generate Letter to Parents. 

58.3. Menu Access  

Main Menu >>Academic >>Reports>>Letter Generation to Parents 
 

58.4. Dependency 

Attendance Entry 
 

     Figure 58.1 
 
 
58.5 To Generate Letter to Parents follow steps below 
 Step1: Select the Attendance Report by clicking Radio Button. 
 Step2: Select the Program Section from the list. 
 Step3: Enter “From Date” and “To Date”, by default current date. 

 Step4: Enter Above  and Below Percentage by default 0 and 100 respectively. 
 Step5: Enter Remarks for Attendance Report. 
 Step6: Click “Print” button to print the Report as in figure 58.2 
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     Figure 58.2 
 
 
 
 
 

59. TLP1 – Master Attendance List 
 
 
59.1. Intended Audience 

 All Users 

59.2. Usage 

This interface is used to viewTLP1 – Attendance Report. 

59.3. Menu Access  

Main Menu >>Academic >>Reports>>TLP1 – Master Attendance List 
 

59.4. Dependency 

Attendance Entry 
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59.5 To view TLP1 Report follow steps below 
 Step1: Select the Program Section from the list. 

 Step2: Select From Date and To Date , by default displaying current date. 

 Step3: Click “View” button to view the Attendance Monitoring Sheet as in figure 59.2  

 

 
     Figure 59.1 
 
 
 
 
 
 
 

 
      Figure 59.2 

Step 1 

Step 3 

Step 2 
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60. TLP2 
 
60.1. Intended Audience 

 All Users 

60.2. Usage 

This interface is used to view TLP2  

60.3. Menu Access  

Main Menu >>Academic >>Reports>>TLP2 
 

60.4. Dependency 

Attendance Entry 
 
60.5 To view the attendance report format TLP2 follow  
 Step1: Select Program Section from the list. 

 Step2: Select Attendance Upto date. 

 Step3: Enter Below Percentage.  

 Step4: Click “Print” button to print the TLP2 as in figure 60.2 

 
 

 
      

Figure 60.1 
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     Figure 60.2 
 

61. T1 (Master Timetable Print)  
 
 
61.1. Intended Audience 

 All Users 

61.2. Usage 

This interface is used to view T1(Master Timetable Print)  

61.3. Menu Access  

Main Menu >>Academic >>Reports>> view T1(Master Timetable Print) 
 

61.4. Dependency 

Class Time Table 
 
61.5 To view Master Timetable Print follow steps below 
 Step1: Select Program from the list. 

 Step2: Click “Print” button to view the Master Timetable as in Figure 61.2 
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     Figure 61.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
     

Figure 61.2 
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62. T2 (Section Timetable Print) 
 
 
 
62.1. Intended Audience 

 All Users 

62.2. Usage 

This interface is used to view T2(Section Timetable Print)  

62.3. Menu Access  

Main Menu >>Academic >>Reports>> view T2(Section Timetable Print) 
 

62.4. Dependency 

Class Time Table 
 
62.5 To view Section Timetable Print T2 folow steps below 

 Step1: Select the Program Section from the list. 

 Step2: Click “Print” button to view the Section Timetable Print. 

 

 
 
     Figure 62.1 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1 

Step 2 
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     Figure 62.2 
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63. T5 (Staff Workload) 
 
63.1. Intended Audience 

 All Users 

63.2. Usage 

This interface is used to view T5(Staff Workload)  

63.3. Menu Access  

Main Menu >>Academic >>Reports>> view T5(Staff Workload) 
63.4. Dependency 

Staff Timetable 
 

63.5 To View Staff Workload follow steps below 

 Step1: Select Department from the list. 

 Step2: Click “Print” button to view the Staff Workload T5 for the selected Department. 

 

 
      
     Figure 63.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1 

Step 1 
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64. TLP4 
 
 
64.1. Intended Audience 

 All Users 

64.2. Usage 

This interface is used to view TLP4 Report 

64.3. Menu Access  

Main Menu >>Academic >>Reports>> TLP4 
64.4. Dependency 

Staff Timetable 
 

64.5 To View TLP4 follow steps below 
 Step1: Select Program Section from the list. 
 Step2: Select Month & Year by default Current Date will be displayed. 

Step3: Click “Print” button to view the TLP4 Report. 
 

 
     Figure 64.1 
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65. TLP5 – Internal Marks List 
 
 
65.1. Intended Audience 

 All Users 

65.2. Usage 

This interface is used to view TLP5 – Internal Marks List. 

65.3. Menu Access  

Main Menu >>Academic >>Reports>> TLP45 – Internal Marks List 
 

65.4. Dependency  

Internal Marks 
 

65.5 To View TLP5 – Internal Marks List follow steps below 
 Step1: Select Program Section from the list. 
 Step2: Select Subject from the list. 

Step3: Select Test Component from the list. 
Step4: Click “Print Marks List” button to view the Internal Marks List. 

 

 
     Figure 65.1 
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66. TLP6 – Analysis Report  
 
 
 
66.1. Intended Audience 

 All Users 

66.2. Usage 

This interface is used to view TLP6 – Analysis Report. 

66.3. Menu Access  

Main Menu >>Academic >>Reports>> TLP6 – Analysis Report  
 
66.4. Dependency  

Internal Marks 
 

66.5 To View TLP6 – Analysis Report follow steps below 
 Step1: Select Program Section from the list. 
 Step2: Select Test Component from the list. 

Step3: Click “Print Result Analysis” button to view the TLP6 – Analysis Report 
 
 
 

     Figure 66.1 
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67. TLP7 

 
 
67.1. Intended Audience 

 All Users 

67.2. Usage 

This interface is used to view TLP7 Report. 

67.3. Menu Access  

Main Menu >>Academic >>Reports>> TLP7 Report 
 
67.4. Dependency  

Attendance Entry 
 

67.5 To View TLP7 Report  follow steps below 
 Step1: Select Attendance Percentage option from the list. 
 Step2: Select Graduation Type from the list. 

Step3: Select Program Section from the list. 
Step4: Select Semester for the selected Program Section. 
Step5: Click “Print” button to view the Semester Attendance Details. 

 
     Figure 67.1 
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68. Attendance Abstract 
 
 
68.1. Intended Audience 

 All Users 

68.2. Usage 

This interface is used to view Attendance Abstract. 

68.3. Menu Access  

Main Menu >>Academic >>Reports>> Attendance Abstract 
 
68.4. Dependency  

Attendance Entry 
 

68.5 To View Attendance Abstract Report follow steps below 
 Step1: Select Attendance Date by default Current Date will be displayed 
 Step2: Click “Attendance Entry Count” button to view the Attendance Abstract as in 
Figure 68.2 
 
 
 

 
      
     Figure 68.1 
 
 
 
   
 
 
 
 
 

Step 1 Step 2 
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     Figure 68.2 
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69. Staff Attendance Entry Status 

 
69.1. Intended Audience 

 All Users 

69.2. Usage 

This interface is used to view the Attendance status of  staff. 

69.3. Menu Access  

Main Menu >>Academic >>Reports>> Staff  Attendance Entry Status 
 
69.4. Dependency  

Attendance Entry 
 

69.5 To View Attendance Status of  Staff  follow steps below 
 Step1: Select From Date and To Date by default current date will be displayed. 
 Step2: Click “Go” button to view Attendance Status of Staff. 
 
 

 
 
     Figure 69.1 
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70. Students Attendance Report 
 
70.1. Intended Audience 

 All Users 

70.2. Usage 

This interface is used to view the Students Attendance Report. 

70.3. Menu Access  

Main Menu >>Academic >>Reports>> Students Attendance Report 
 
70.4. Dependency  

Attendance Entry 
 

 
     Figure 70.1 
 
 

Step 6 
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70.5 To view the Students Attendance Report follow steps below 

 Step1: Select the Attendance Date. 

 Step2: Enter Attendance (%) 

 Step3: Select Report Type Option Abstract Report or Letter to parents. 

 Step4: Select List Students from the list. 

 Step5: Select the Programwise Section as in Figure 70.1 

 Step6: Click “Print Attendance Abstract” button to view the Attendance Report of 

students as in Figure 70.2 

 
 
 
 

 
      
     Figure 70.2 
 
 
 
 
 
 
 
 



Academic Module – User Manual    

 

 
 
   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 118 of 128  

 
 

71. Academy Usage Statistics 
 
71.1. Intended Audience 

 All Users 

71.2. Usage 

This interface is used to view the Academy Usage Statistics Report. 

71.3. Menu Access  

Main Menu >>Academic >>Reports>> Academy Usage Statistics  
 
71.4. Dependency  

Attendance Entry 
 
 

 
 
      Figure 71.1 
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V. Students Course Registration 

 

72. Subject Configuration 
 
72.1. Intended Audience 

 Teaching Faculty 

72.2. Usage 

This interface is used for Subject Configuration. 

72.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Subject Configuration  
 
72.4. Dependency  

Programwise Courses 
 

72.5 To Configure Student Subject follow steps below 
 Step1: Select the Office Name from the list. 
 Step2: Select the Program Name from the list. 
 Step3: Select the Semester. 
 Step4: Select the Regulation from the list. 
 Step5: Select the Subject from the list. 
 Step6: Enter the Registration limit. 
 Step7: Select the Type(Subject Pattern) 
 Step8: Click “Save” button to save the Student Subject Configuration. 
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     Figure 72.2 
 
 
 

73. Limit Configuration 
 
73.1. Intended Audience 

 Teaching Faculty 

73.2. Usage 

This interface is used to Configure the Slot Limit. 

73.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Limit Configuration  
 
73.4. Dependency  

Course Registration Slot Master 
 



Academic Module – User Manual    

 

 
 
   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 121 of 128  

 
 

73.5 To Configure the Slot Limit follow step below 
 Step1: Select the Program Name from the list, the details of Semester , Regulation , Type 
and Office will be displayed. 
 Step2: Enter the Slot Limit. 
 Step3: Click “Save” button to Configure the Slot Limit. 
 

     Figure 73.1 

    
 
     Figure 73.2 
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74. Compulsory Subjects 
 
 
74.1. Intended Audience 

 Teaching Faculty 

74.2. Usage 

This interface is used for Compulsory Subjects. 

74.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Compulsory Subjects  
 
74.4. Dependency  

Programwise Subjects 
 
74.5 To assign Compulsory Subjects follow steps below 
 Step1: Select Subject Name from the list. 
 Step2: Select Student Name from the list. 

Step3: Click “Save” button to assign the Compulsory Subjects 
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75. Registration Controller 
 
75.1. Intended Audience 

 System Administrator/Dean 

75.2. Usage 

This interface is used to Register Student Course. 

75.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Registration Controller  
 
75.4. Dependency  

 
 Student Master 

     Figure 75.1 
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76. Student AO / EG Registration 
 
76.1. Intended Audience 

 Academic Dean of students 

76.2. Usage 

This interface is used to Register Student Course. 

76.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Student Course 
Registration  
 
76.4. Dependency  

Student Master 
 
76.5 To Register Student Course follow steps below 
 Step1: Select the Student Name from the list. 
 The Academic Details of Students will be displayed. 
 Step2: Select the Allied, Elective and Language from the available subjects by clicking 
check Box. 
 Step3: Click “Register” button to Register Student Course. 
 
 

 
 
     Figure 76.1 
 
 
 
 
 
 
 

Step 1 
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     Figure 76.2 
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77. Report - Overall 
 
77.1. Intended Audience 

 All Users 

77.2. Usage 

This interface is used to view Course Registered Report. 

77.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Report - Overall 
 
77.4. Dependency  

Course Registration 
 

 
      
     Figure 77.1 
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     Figure 77.2 
 
 

78. Report –Subject Wise 
 
78.1. Intended Audience 

 All Users 

78.2. Usage 

This interface is used to view Course Regisration Subjectwise Report. 

78.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Report-Subject Wise 

78.4. Dependency  

Course Registration 

78.5 To view Course Registration Report – Subjectwise follow steps below 

 Step1: Select the Subject Name from the list 
 Step2: Click “Generate Report” button to view the report of  Course Registration 
Subjectwise as in Figure 78.2 
 

 
 
     Figure 78.1 
 

Step 1 

Step 2 
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      Figure 78.2 


