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o EXAM MANAGEMENT SYSTEM(EMS):

This collection records all the information relating to exams
scheduled by the management. It consists of all the processes
included in the conduction of an exam starting from the form fill-up
to that of the results of the exams.

In order to access the EMS certain steps, need to be followed-

Under Master section,

1)Click on REGISTRATION
2)Then fill-up the required data under the following sections:

a) SESSION b) SCHOOL c) DEPARTMENT d) PROGRAM e) COURSE f)
SEMESTER g) STUDENT h) BATCH

Then under MANAGEMENT section,

3)Click on Marks in order to make the entry of marks obtained by the
student.

4)In the above option MARKS the user will have to fill up certain details
in order to make marks entry.

Again under MANAGEMENT section,

5)Click on invigilator in order to assign teacher who would be an
invigilator during the exam period.
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In order to manage the time-table select the TIME-TABLE option under
the management section then fill-up the required places in order to find
the details of the time-table of the exams.

University of Science & Technology, Meghalaya

Login
https://exam.ustm.org.in/

Users who have previously registered for the Chalk Board Web Application must login
by:

Entering their User Name.
Entering their Password.

By Tapping the Login option, the user could access to the next screen and begin using
the application.


https://exam.ustm.org.in/
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Welcome
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@ USTM EMS = T S

HOME
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MASTER

MANAGEMENT
& Assign Exam
i3 Marks

oy Clesrance

v \enfication
& invigilator

& TimeTable

ALLOCATION

%k Master

MASTER

Master Point is the first point of the Exam portal. It consists of three sections i.e.,
Registration, Update and List. The particulars about the three are discussed below-

Registration

It consists of seven sections i.e., Session, School, Department, Program, Course,
Semester, Student.

Session

In this section user can register new session. For this certain fields need to be
filled up.

1t Step: Put the name of the session (E.g.: 2019-20)

2" Step: Select session period (E.g.: 01/02/2019, to 01/01/2020)

3" Step: According to the session period user needs to put the total number of
days in accordance to the session period
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(@ USTM EMS = ? Nurujjaman Laskar
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= List % Academic Session Period * dd/mmiyyyy dd/mmfyyyy
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: L] s
12 Marks B >
£ Clearance 4 y Verffication & Re-verification I have entered the information correctly and also verified the entered data. -

v Verificstion &
Submit
& Invigilator a >
#2 Tima Table n

ALLOCATION £

%k Master

School

In this section user can register School Name. For this name of the School
need to be mentioned.
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Name of the School Enter name of the school I

MANAGEMENT

e - eeETes e |
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& Assign Bxam n

I} Marks B >
o Clearanoe [ 1 ]

v Verification z
& invicilstor B :
£ Time Table B 2.
ALLOCATION

* Master B2

Department

In this section user can register Department. For this user needs to select the
school and then enter the name of the department.

@ uvsTMEMS - § Nungaman Laska

HOME

Add Department
gy Dashboard

Y CIE S B TR - —— = "
. Ld .
MASTER . =

-+ Registration

Select School * Salect School v
# Update

u ‘F u

Title of the Department * Enter name of the depariment.

1]

List
MANAGEMENT

& Assign Exam

L]l

Ii Marks [ 2 [
=y Clearance [ IR Verification & Re-verification * have entered the infarmation correctly and also verified the entered data, -
t 1]
v Venfication » ~
o Submit )

A Invigilztor

v

& Time Table

ALLOCATION

Program
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In this section user can register Program. Certain steps need to be followed.

1°t Step: Select School

2" Step: Select Department

3" Step: Put Program name (E.g.: M.sc Zoology)

4™ Step: Code of the program (E.g.: 301, which means the paper code)
5™ Step: Select Duration of course

. = (-]
& st EMS = i
HOM
Add Program
— e owow e - - % -
. — .
e B B e | — -
egist [l '
" o i Select School Select Scheol
! Select Department Selact Department
MEN n Title of the Program
Coda of the Srogram * @ prog
e
=R . Curation of the Program in semaster *
[ 3] E‘»
7 1
f,zk_‘ i R N
ALLOCATION K verification & Re-verification | have entered the information correctly and also verified the entered data. - n
>
o m

In this section user can register Program. Certain steps need to be followed.
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1°t Step: Select School
2" Step: Select Department
3" Step: Select Program (E.g.: M.Sc.)
4t Step: Select Semester
5th Step: Select title of the Course (E.g.: M.Sc.)
6" Step: Put course code (E.g.: 301)
7th Step: Select Subject type (E.g.: Theory/Practical etc.)
8™ Step: Put Credit Course

&F uvsTMEMS =
Add Course
PO e W ool S B8
™
Select School APPLIED SCIENCES
- IR |
ﬂ} . Select Department CHEMISTRY
! Sl ogra hemist
: Sefe m RD
! Title of 1
sk Code of t BPT - 101
|
=3
. || Subject type
- 4
t Categ pul
@® USTMEMS =
T 1 2
1 al ful k
(5 | S
a
Il m=
[ >
Thec
LLi Tot k

Semester
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In this section user can register Semester. Name of the semester needs to be
mentioned.

(§ USTM EMS $ tunjamen Laskar

HOME
Ran

Add Semester taster > Registratic
@& Dashboard

Sémester

+ Fegistration [ 2 ]

# Update s I Name of the Semester Enter name of tha class.. I
= L @ 5

& Assign Exam [ :

15 Marks Venfication & Re-venfication * | have entered the information correctly and &lso verified the entered data, - l-m

=3 Clearance > =

v Verification s

& Invigitator B

% Time Tanle B s

ALLOTATION

Student
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In this section user can register Student. Certain steps need to be followed.
1%t Step: Select Batch
2" Step: Select School
34 Step: Select Department
4t Step: Select Semester
5t Step: Select Program (E.g.: M.SC)
6™ Step: Put Roll No.
7t Step: Enter Name of the Student
8™ Step: Enter mobile number
9" Step: Enter enrollment number.
10" Step: Upload student picture from your PC

& USTMEMS =

Add Student

m
' Select 3atch Select Batch
Select School Select School

H Select Department Select Departiment
n 2 Select Program Select Program
ﬂ v. Roil No * Enle i
0 E fuame of the Student Enta 1 name
a m rabile
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& usrmEMs = B st
s Upload student picture and edit
" [ 2 ]
[ 2 ]
B
B
ALLOCATION ferification & Re-verification have entered the information correctly and aico venfied the enterad :1:13‘-[m
[ s |
Update
Under Update section Users Can Update or can-do Correction of their Session,
School, Department, Program, Course, Semester, Student, Student Change
Picture.
Session

In the picture below you have to first select session and then Search Session
information by clicking on Search button. After searching you can edit Session
by clicking on Action button.

Bl chalkBoard = i
HOME Update Informatoin of Session
: Search
& Upd 3 s et .

Search Reference e information Sz
regram List of Session
4 Act:
|
A
—
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School

In the picture below you have to first select session and then Search School
information by clicking on Search button. After searching you can edit School
by clicking on Action button.

Bl cpakBoard

Update Informatoin of School

Search

List of School

Department

In the picture below you can search Department information by clicking on
Search button. After that you can change or edit Department information by
clicking on Action button.
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Bl chakBoard

Update Informatoin of Department

# Update Search

Select Schoo Kelect School

Seacch Refetence 4 3 m

List of Department

Program

In the picture below you can search Program information by clicking on
Search button. After that you can change or edit Program information by
clicking on Action button.

“ Chalk Board

Update Informatoin of Program

Search

Select Department

List of Course
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Course

In the picture below you can search Course information by clicking on Search
button. After that you can change or edit Course information by clicking on
Action button.

Bl cpakBoard

Update Informatoin of Subject

Search

Search Refarence & onna m

List of Subject

Semester

In the picture below you can search Department information by clicking on
Search button. After that you can change or edit Department information by
clicking on Action button.
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Bl chakBoard

Update Informatoin of Class

Search
date
:
List of Class

Student

In the picture below you can search Student information by clicking on Search
button. After that you can change or edit Student information by clicking on
Action button.

Bl chakBoara

Update Informatoin of Student

7]
Search
Select Batch Sefect Baich
Select Scheo Select Schoa
Select Departmient Select Departmenl
Select Program Select Program
[ 2]
‘

List of Students

Student Picture Change
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In the picture below you can search Student information by clicking on Search
button. After that you can change or edit Student information by clicking on
Action button

B chakBoard

Update Informatoin of Student
Picture

Search

List of Students

List

Under List section Users can access details of Session, School,
Department, Program, Course, Semester, Student, Student Change
Picture

Session

In the picture below you can search Session information by following the
below mentioned steps

1. Check Status (Either Enable or Disable)
2. Search Reference (Information of Session)
E.g.: 2019-20 etc.

After being completed tap on the Search button
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Bl chakBoara

List of Session

Search

i

List of Session

School

In the picture below you can search School information by following the
below mentioned steps

1. Check Status (Either Enable or Disable)
2. Search Reference (Information of School)
E.g.: Applied Science etc.

After being completed tap on the Search button
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Bl chalkBoard

List of School

Search

List of School

b
D :
:

Department

In the picture below you can search Department information by following
the below mentioned steps

1. Select School

2. Check Status (Either Enable or Disable)

3. Search Reference (Information of Department)
E.g.: Physics etc.

After being completed tap on the Search button
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Bl ChalkBoard

List of Department

Search

aa
3

vvvvvvvvv

Program

In the picture below you can search Program information by following the
below mentioned steps

1. Select School

2. Select Department

3. Check Status (Either Enable or Disable)

4. Search Reference (Information of Program)
E.g.: MSW etc.

After being completed tap on the Search button
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Bl chaxBoara

List of Course

Search

1]

List of Program

Course

In the picture below you can search Course information by following the
below mentioned steps

Select School

Select Department

Select Program

Select Semester

Check Status (Either Enable or Disable)
Search Reference (Information of Course)
E.g.: Physics etc.

o v WwWN =
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After being completed tap on the Search button

“ Chalk Board

List of Course

Search

n
~]

Semester

In the picture below you can search Department information by following
the below mentioned steps

1. Check Status (Either Enable or Disable)
2. Search Reference (Information of Department)
E.g.: Physics etc.

After being completed tap on the Search button
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Bl chakBoard

List of Semester

Search

]
B

«

List of Semester

Student

In the picture below you can search Course information by following the
below mentioned steps

Select Batch

Select School

Select Department

Select Program

Check Status (Either Enable or Disable)
Search Reference (Information of Course)
E.g.: Physics etc.

o vk WwWN =
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After being completed tap on the Search button

“ Chalk Board = T ]

List of Student

Search

MANAGEMENT

Management Point is the 2" point of the Exam portal. It consists of Three sections

i.e., Mark, Clearance and Verification. The particulars about the three are
discussed below-

Marks

Under List section Users can access details of Mark Obtained Entry,
Clearance, Verification, Invigilator, Time Table.

Marks Obtained Entry

For the entry of marks regarding any subject the user could access this
option, for that certain step need to be followed.
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1. Select Session
2. Select School

Select Department

Select Program

Select Semester

Get Information

In course & Exam (Select Course, Select Exam Type, Select Exam and

Select Attempt)

No v AW

Chalk Board

Enter Obtained Marks

Search Information

Clearance

Under List section Users can access details of Mark Obtained Accounts
Clearance Entry, Attendance Clearance Entry, Exam Fee Clearance Entry.

Accounts Clearance Entry

1. Select Batch
2. Select School
3. Select Department
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4. Select Program

Check Status

Search Reference

Click on Search

Then click on the {4 button near the required student/students whose

account is/are to be cleared.

9. After the account/accounts are cleared of the required student then
he or she will be capable for appearing the exam.

o N oW

Bl chakBoara

Accounts Clearance for Exam

a
S

Bl chalkBoard

List of Student

L4 Date Time Status Picture Name Roll No Enroliment No Attendance

loloool il

Attendance Clearance Entry
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1. Select Batch

Select School

Select Department

Select Program

Check Status

Search Reference

Click on Search

Then click on the {4 button near the required student/students whose

attendance is/are to be cleared.

9. After the attendance are cleared of the required student then he or
she will be capable for appearing the exam.

© No Uk W

Bl chacBoard 4
Attendance Clearance for Exam
Search
019
ol OLO
[ 2] =
APPLI
i
Bl cuakBoara $
List of Student
a2
[ creanen]
a
= (-]
| cLEARED )
&
a2
| cLeanED
v] [Cienen]
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Exam Fee Clearance Entry

Select Batch

Select School

Select Department

Select Program

Check Status

Search Reference

Click on Search

Then click on the {4 button near the required student/students whose
fees is to be cleared.

9. After the fee is cleared of the required student then he or she will be
capable for appearing the exam.

© N Uk W =

“ Chalk Board

Fee Clearance for Exam

Search

« .
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B cuakBoars 3
List of Student
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Verification

Under List section Users can access details of Department, Final.

Department

Under this section department will have an overall look of the marks
obtained by students of particular department. For this certain step need to
be followed.

1. Select Batch
2. Select School
3. Select Department

4. Select Program
5. Check Status
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Bl chaxBoara 3
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Search Information
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-~ University of Science & Technology, Meghalaya

ATTENDANCE SYSTEM WITH MOBILE APPLICATION
UNIVERSITY OF SCIENCE & TECHNOLOGY,
MEGHALAYA

teps for Attendance in Digital Management System
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Login

https://chalkboard.ustm.org.in/

Attendance Management System
University of Science & Technology, Meghalaya

& Username

Users who have previously registered for the Chalk Board Web Application must login
by:

Entering their User Name.

Entering their Password.

By Tapping the Login option, the user could access to the next screen and begin using
the application.
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Site Registration

Users who have not previously registered for the Chalk Board Web Application they
have to contact Admin Authority.

Admin can use the site to access the “New User Registration” page.

Forgotten Password

If a user forgets his or her password, he or she must inform the Admin Authority, then
the Admin will create or reset the password.

Attendance Home Page

i@‘ Chalk Board =

Dashboard

Totat student present Total student absent Total student in leave
today tocay today
< B
MANAGEMENT
Monthly student present (%) report of current year Course-wise Attendance Report of Current Year
| a
e————————=]
REPOR

After logging into the Chalk Board Web Application, the user will be able to access
the Chalk Board Home page

Page. Select the buttons = on the left side of this page to do the following:
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DASHBOARD

The Homepage of the portal Chalk Board appears when the user
clicks on Dashboard
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MASTER

Master Point is the first step of the portal. It consists of three sections i.e, Registration, Update and List. The
particulars about the three are discussed below-
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% Registration

Under Registration section Users Can Register their Class, Course,
Holiday, Session, Student, Subject, Teacher, Department.

» Class

In the picture below the required information needs to be filled up. After
completion the user needs to click on the red button which is written as
NO and on clicking which will turn green and would be written as YES.
After that the user needs to press on Submit and thus entry of new class
is completed.

Name of the Class *

Class Information

(1) Details *

Verification & Re-verification * | have entered the information correctly and also verified the entered data. - |m

» Course

In the picture below the required information needs to be filled up. After
completion the user needs to click on the red button which is written as NO and
on clicking which will turn green and would be written as YES. After that the user
needs to press Submit and thus entry of new Course is completed.
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Name of the Course *

Course Information

(1) Short Code *

Verification & Re-verification * | have entered the information correctly and also verified the entered data. - |:m

» Holiday

In the picture below the required information needs to be filled up. After completion the
user needs to click on the red button which is written as NO and on clicking which will turn
green and would be written as YES. After that the user needs to press Submit and thus entry

of new Holiday is completed.

Select Session Select session
Name of the Holiday

Holiday Date mm/dd/yyyy

Holiday Information

(1) Details

Verification & Re-verification | have entered the information correctly and also verified the entered data, - m

» Session
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In the picture below the required fields need to be filled up. After that the user
needs to click on the red button which is written as NO and on clicking which will
turn green and would be written as YES. After that the user needs to press submit
and thus entry of new class is completed.

Name of the Session
Session Period mm/ddlyyyy

Total no of days

Session Information

(1) Details

erification | have entered the infermation correctly and also verified the entered data. - ]m

> Student

In the picture below the required information regarding a particular student needs
to be filled up. The places consisting of this * mark needs mandatory fill-up, add
photo by clicking on browse, after being done the user needs to click on the red
button which is written as NO and on clicking which will turn green and would be
written as YES. After that the user needs to press on Submit and thus entry of new
Student is completed.
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Student Unique ID * Enter unique identification no

Name of the Student *

Mobile No* Enter 10-digit mobile no for sending SMS

Email Address (optional)

Personal Information For Student Information For Student Address
(1) Admission Course * Enter the name of the course (1) Address *
(2) Blood Group * Enter the blood group of student (2) District *
(3) Date of Birth * mm/dd/yyyy (3) State *
4) Guardian Mobilenc * Enter guardian's mobde no {4) PIN code

Upload student picture and edit

have entered the information carmectly and also verified the envered cata. - [ )

> Subject

Under this option the user needs to add the name of subject, subject type (either
theory or practical) and subject code which is the paper code (for example-BAP
101). After completion the user needs to click on the red button which is written as
NO and on clicking which will turn green and would be written as YES. After that
the user needs to press Submit and thus entry of new Subject is completed.
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Name of the Subject *

Subject type * Theory

Subject Information

(1) Subject Code *

ification & Re-verification * | have entered the information correctly and also verified the entered data. - ‘m

> Teacher

In the picture below the required information needs to be filled up. Mobile number
is important for Teacher creation, after completion the user needs to click on the
red button which is written as NO and on clicking which will turn green and would
be written as YES. After that the user needs to press Submit and thus entry of new
Teacher is completed.

Teacher Information

» Department

In the picture below the required information needs to be filled up. After
completion the user needs to click on the red button which is written as NO and
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on clicking which will turn green and would be written as YES. After that the user
needs to press Submit and thus entry of new department is completed.

Add Department

Name of the Department

Department Information

(1) Detalls

Verification & Re-verfication | have entered the information correctly and also verified the entered data. - m

% Update

Under Update section Users Can Update or can-do Correction of their
Class, Course, Holiday, Session, Student, Subject, Department,
Student Picture Change, Teacher Update.

> Class

In the picture below you can search class information by clicking on Search button.
After that you can change or edit classes by clicking on Action button.
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Update Informatoin of Class
Search
Search Reference d i m
List of Class

# Name Details Action
a
a
a

» Course

In the picture below you can search Course information by clicking on Search
button. After that you can change or edit the Course by clicking on Action button.

Update Informatoin of Course

Search

Search Reference Tie ‘ m

List of Course

#

Name Details Action
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» Holiday

In the picture below you have to first select session after that search the holiday
which is needed (for example-Durga puja). Then click the Search button. After
searching you can edit Holiday by clicking on Action button.

Update Informatoin of Holiday

Search

Select Session 2019- July - December

Search Reference Type t m

List of Holiday

Name Holiday Details Action

» Session

In the picture below you have to first select session and then Search Session
information by clicking on Search button. After searching you can edit Session by
clicking on Action button.
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Update Informatoin of Session
Search
Search Reference Tvpe 0 Search
List of Session
# Name Details Action

In the picture below the you can Search Student information by clicking on Search
button. After that you can change or edit Student information by clicking on Action
button.

Update Informatoin of Student

Search

Search Referanca Type inf f @

List of Students

Picture D Name Mobile Details Action

A ) @

2 &

o a a
> Subject

In the picture below you can search Subject information by clicking on Search
button. After that you can change or edit Subject by clicking on Action button.
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Update Informatoin of Subject

Search

Search Reference . g m

List of Subject

Name Type Details Action

» Department

In the picture below you can search Department information by clicking on Search
button. After that you can change or edit Department information by clicking on
Action button.

Update Informatoin of Department

Search

Search Referenca T o : Search

List of Class

Name Details Action

» Student Picture Change
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In the picture below you can search Student information by clicking on Search
button. After that you can change or edit Student information by clicking on Action
button.

Update Informatoin of Student Picture
Search
Search Referenca informat Search
List of Students
t ID N Mobile Details Actio
2]
2 [« ] (/]

» Teacher Update

In the picture below you can search Teacher information by clicking on Search
button. After that you can change or edit Teacher information by clicking on Action
button.
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Update Informatoin of Teacher

Search

List of Teacher

o List

Under List section Users can access details of Classes, Courses, Holidays,
Sessions, Students, Subjects, Teachers’, Departments, Teacher’s data.

» Class

In the picture below you can search Class information by following the
below mentioned steps

1. Check Status (Either Enable or Disable)
2. Search Reference (Information of Class)
E.g.. MSW, MAP, ENG etc.

After being completed tap on the Search button
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List of Class

Search

eck status * Enabled v m

Search Reference S £ : Search

List of Class

Date Time Status Name Details Action

» Course

In the picture below you can search Course information by following the
below mentioned steps

1. Check Status (Either Enable or Disable)
2. Search Reference (Information of Course)
E.g.. MSW, MAP, ENG etc.

After being completed tap on the Search button
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List of Course

Search
Check status Enabled

Search Reference

List of Course

Date Time Status Name Details Action

> Holiday

In the picture below you can search Holiday information by following the below
mentioned steps

1. Check Session

2. Check status (Either Enable or Disable)

3. Search Reference (Information of Holiday)
E.g.: Eid, Durga Puja, Christmas etc.

After being completed tap on the Search button
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List of Holiday
Search
Select Session Select session
Check status Enabled Y
Search Reference QA . m
List of Holiday
Date Time Status Name Holiday Details Action

In the picture below you can search Session information by following the below
mentioned steps

1. Check status (Either Enable or Disable)
2. Search Reference (Information of Session)
E.g.: 2017-18,2018-19 etc.

After being completed tap on the Search button
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List of Session
Search
Check status Enabled v
Search Reference @
List of Session
Date Time Status Name Details Action

In the picture below you can search Student information by following the below
mentioned steps

1. Check status (Either Enable or Disable)
2. Search Reference (Information of Student)
E.g.. 2017/MSW/0015

After being completed tap on the Search button

List of Student

Search
Check status Enabled v -
Search Reference st wforialion m

List of Student

# Date Time Status Picture ID Name Mobile Details Action

A a o
1 -] o
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> Subject

In the picture below you can search Subject information by following the below
mentioned steps

1. Check status (Either Enable or Disable)
2. Search Reference (Information of Subject)
E.g.: English, Sociology, Physics etc.

After being completed tap on the Search button

List of Subject

Search

Check status Enabled

List of Subject

Date Time Status Name Type Details Action

> Teacher

In the picture below you can search Teacher information by following the
below mentioned steps

1. Check Session

2. Check status (Either Enable or Disable)

3. Search Reference (Information of Teacher)
E.g.: Mr. XYZ

After being completed tap on the Search button
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Search
- -
List of Teacher
Date Time Status Name Mobile PIN Registration Code Details  Action
w CIEEE @ O

» Department

In the picture below you can search Department information by following
the below mentioned steps

1. Check Session

2. Check status (Either Enable or Disable)

3. Search Reference (Information of Department)
E.g.: B.ed, Chemistry etc.

After being completed tap on the Search button
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List of Department

Search

Check status Enabled

- 3
Search Reference Search information

List of Department

Date Time Status Name

MANAGEMENT

Management is the 2" point of the portal. For Entry or Management of Student,
Routine, Attendance, Department, Suspend & Leave are done in this Section. The
particulars about the five are discussed below-

¢+ Student

Under Student section Users Can Update or can-do Correction of Assign
Class, Promotion Demotion, RFID code Assign, Passout, Reassign

Class.

> Assign Class

Assign class is a part of Student entry, after Student entry you must
assign student in a specific class.

For convenience the steps are clearly mentioned below along with the
attachment of pictures-

Step 1: Search with Student ID (Ex-2019/ABC/00001)
Step 2: Select YES (for confirm)
Step 3: Select All (for Multiple Student Select)
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Step 4: Select Session

Step 5: Select Department
Step 6: Select Course
Step 7: Select Class

Step 8: Process

Student Class Assign

0

Total Un-assigned Student

List of Student

Search Information

Search with ID *
Select Al Deselect All

# Picture ID Name Mobile Detail Action

0

Total Selected Student

Assign Information
Session * Select Session v Select Depariment v

Course & Class * Select Course v Select Class v

Process
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> Promotion / Demotion

Promotion/Demotion is the process of transferring one or more Student
from present department to another corresponding department. The
steps involved are given below -

Step 1: Select Session

Step 2: Select Department
Step 3: Select Course

Step 4: Select Class

Step 5: Search

Step 6: Select YES (for confirm)
Step 7: Select All (for Multiple Student Select)
Step 8: Select Session

Step 9: Select Department
Step 10: Select Course

Step 11: Select Class

Step 12: Process
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Student Promotion or Demotion

Search Information
Session * Select Session v Select Department v

Course & Class * Select Course v Select Class v

0

Total Un-assigned Student

List of Student

Select All  Deselect All

List of Student

Select Al Deselect All

= Picture ID Name Mobile Detail Action

0

Total Selected Student

Promtion / Demotion Information
Session * Select Session v Select Department v

Course & Class * Select Course v Select Class v

Process

> RFID Code Assign
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Student RFID code assign

Search Information
Session * Select Session v Select Department

Course & Class * Select Course \ Select Class

0

Total Un-assigned Student

List of Student

# Picture 1D Name Mobile Detail Action

» Pass out

Pass Out is the process of removing one or more Student from the
department. The steps to be followed are mentioned below -

Step 1: Select Session

Step 2: Select Department

Step 3: Select Course

Step 4: Select Class

Step 6: Select YES (for confirm)

Step 7: Select All (for Multiple Student Select)
Step 8: Process Student Pass out
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Student Passout

Search Information

Session * Select Session v Select Department v
Course & Class * Select Course v Select Class v
Total Student

List of Student

Select All  Deselect All

# Picture ID Name Mobile Detail Action

0

Total Selected Student

Process Student Passout

> Reassign Class

If a Student is to be assigned for several subjects this Reassign option is to
be used. Below mentioned points are the steps to be followed in the

reassign option

Step 1: Select Session
Step 2: Select Department
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Step 3: Select Course

Step 4: Select Class

Step 5: Search

Step 6: Go to the List of Student, select particular student or Select all by
pressing Select All button

Step 7: In Promotion/Demotion information Follow Steps 1,2,3,4.

Step 8: Select Day of the week.

Step 9: Select Routine time and paper code.

Step 10: Select Special routine (if needed).

Search Information

Session * Select Session v Select Department
Course & Class * Select Course v Select Class

04 0

Total Un-assigned Student

List of Student

Select Al Deselect All

# Picture ID Name Mobile Detail Action
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List of Student

Select Al Deselect All

# Picture ID Name Mobile Detail Action

0

Total Selected Student

Promtion / Demotion Information

Session

Select Session v Select Department v
Course & Class * Select Course v Select Class v
Day & Time Details Select Day of the Week v

Select Routine

Morning

6:00 AM 7:00 AM 8:00 AM 9:00 AM 10:00 AM 11:00 AM 12:00 PM 1:00 PM

MSC 301 Organic Chemistry Il

| >

Special Routine No Special Routine v




Page |34
/

«+ Routine

Under this option there are three major points named as Manage, View and Special
Teacher

» Manage

In the picture below for Manage section, information needs to be filled up and in &
out time needs to be provided then press add. For clearing the information related to
a particular department then press on Clear Session Routine. If the whole routine
needs to be cleared then the option named as CLEAR WHOLE ROUTINE needs to be
tapped. The Routine information will be saved which is needed then the other non-
required ones will be cleared as per instructions. Do follow the following steps-

Step 1: Select Department

Step 2: Select Session

Step 3: Select Course

Step 4: Select Class

Step 5: Select Teacher

Step 6: Select Subject

Step 7: Select Day

Step 8: Select Course type

Step 9: Put Course Time in and Time out
Step 10: Press Add
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Search Information

Department & Session * Select Department v Select Session v
Course & Class Select Course v Select Class v
Teacher & Subject Select Teacher v Select Subject v
Day & Course Type Day of the Week v Regular v
Time n st i Out

m Clear Session Routine

Routine

> View

In the picture below the required information needs to be filled up. After
completion the user needs tap click on Search button.

Routine View

Search Information

Department & Session Select Department v Select Session

Course & Class Select Course v Select Class
Search

Routine

> Special Teacher

If there are one or more teachers assigned to a particular class at the same time then
this option special teacher can be used. (At a time only, a particular teacher can be
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assigned through the assign teacher option but if more teacher related to that
particular subject needs to be assign then this option is effective)

Special Teacher Assign

Search Information

Department & Session Select Department v Select Session
Course & Class Select Course v Select Class
Routine

List of Special Teacher

List of Special Teacher

it

Name Mobile Detail Subject Action

Add Special Teacher Information

Department & Teacher Select Department v Select Teacher v
Subject & Passcourse Select Subject v Regular v
Add Special Teacher

¢+ Attendance

Under Attendance section, Faculty Can Take Attendance from New
button, for changing Attendance they can use the Edit Button, for
missing attendance or late update they can use the Overwrite button.

> New
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In this option the faculty could access the attendance of a particular
student. For this the following steps need to be followed-

Step 1: Select Department

Step 2: Select Session

Step 3: Select Course

Step 4: Select Class

Step 5: Select Day of the week (e.g.-Monday, Tuesday etc)
Step 6: Select Routine

Then appears another screen

Step 7: Select teacher

Step 8: Select Attendance Date(e.qg.-21/04/2019)

Step 9: Select Process

Attendance Management :: New

Search Information
Department & Session Select Depariment v Select Session
Course & Class ” Select Course v Select Class

Day & Time Details Select Day of the Week

Select Routine

Special Routine No Special Routine
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List of Student
Present All  Absent All
# Picture ID Name Mobile Detail Action

1N o L ¢

Toial Student

Total Present Student Total Absent Student

Process Information

Teacher * Select Teacher v Attendance Date dd/mm/yyyy

Process

> Edit

If a particular student’s attendance is not being given or is entered wrongly
then the Edit option is in use. For using this option, the same steps need to
continue as per that of the NEW option.
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Attendance Management :: Edit

Search Information

Department & Session * Select Department v Select Session X
Course & Class * Select Course v Select Class M
Day & Time Details * Select Day of the Week ¥

Select Routine

Special Routine No Special Routine v

Select Routine
Special Routine No Special Rouilne r

Attendance Date da/mm/yyyy Search Student

0

0 B4 0

Total Student Total Present Student Total Absent Student

List of Student

# Picture 1D Name Mobile Detail Action

» Upload

User can upload their attendance from Excel file
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Attendance Management :: Upload

Process Information

Select File Choose File No file chosen

> Overwrite

If the attendance of a particular student is missed out and is to be assigned
later then the Overwrite option is to be used.

Attendance Management :: Overwrite

Search Information

Department & Session * Select Department v Select Session
Course 8 Class ” Select Course v Select Class
Day & Time Details * Select Day of the Week

Select Routine

Special Routine No Special Routine
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Select Routine

Special Routine No Special Routine

Attendance Date dd/mm/iyyyy Search Student

: Total Student Total Present Student Total Absent Student

List of Student

# Picture ID Name Mobile Detail Action

\/
0’0

Department

Under Department section, the following options are there- Assign
Teacher, Assign Course, Assign Class, Assign Subject.

> Assign Teacher

To Assign a new Teacher in a particular department first the user needs to
select the particular department in which the Teacher/Teachers’ is/are to
be assigned. After this, two lists both consisting of all the details related to
the teacher are mentioned. If the teacher is to be assigned as an internal
teacher then the user could access all the details of that particular
department. If the teacher is to be assigned as an external teacher then
he/she could access the details of only that course on that particular time.


javascript:void(0);
javascript:linkit('2/14/1');

Page |42

Department Teacher Assign

Search Information

Department * Select Department Y

0

Total Selected Teacher

List of Teacher

278

Total Un-assigned Teacher

List of Teacher for Internal Assign List of Teacher for External Assign

# Name Mobile Detail Action # Name Mobile Detail Action

E HEHH
E HHEH

» Assign Course

The required information needs to be filled up to assign a new course after
being done click on the process option.
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Search Information

Department *

List of Course for Assign

# Name Detail

Select Department

Total Un-assigned Course

Action

Total Selected Course

List of Course

# Name Detail Action

> Assign Class

The required information needs to be filled up to assign a new Class then

click on Search button. After being finished click on Process.

Search Information

Department *

List of Class for Assign

# Name Detail

Select Department

0

Total Un-assigned Class

Process

Action

.

0

Total Selected Class

List of Class

# Name Detail Action

> Assign Subject
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The required information needs to be filled up to assign a new Class then
click on Search button. After being finished click on Process.

Search Information

Department Select Department v

IS ol ‘L .

Total Un-assigned Subject Total Selecied Subject

List of Subject for Assign List of Subject

# Name Detail Action

= Name Detail Action

% Suspend & Leave

Under Suspend & Leave Section Faculty could suspend the classes so that
the attendance of students’ is maintained. There is also another option
named as student leave where the faculty could make entry of student who
has taken leave or is on leave.

Under Department section, the following options are two- Class
Suspension, Student Leave.

> Class Suspension

Under Class Suspension Faculty could suspend the classes so that the
attendance of students’ is maintained in this section. For the Suspension
of the classes followed steps need to be filled.

Step 1: Select Session
Step 2: Select Department
Step 3: Select Course
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Step 4: Select Class

Step 5: Click on Search

Step 6: Select Date, Start time & End time
Step 7: Click on Add

Class Suspend View

Search Information

Session * Select Session Y Select Department

Course & Class * Select Course v Select Class
Search

Name *
Date &Time Start-End * dd/mm/yyyy A e s

Add

> Student Leave

Under this faculty could maintain the account of student leave. In this
option certain steps need to be followed -

Step 1: Select Session

Step 2: Select Department

Step 3: Select Course

Step 4: Select Class

Step 5: Search

Step 6: Select Student (for approving leave)

Step 7: Select Date (From-To)

Step 8: Application Date

Step 9: Upload Application file or Cause of Leave
Step 10: Click on Add
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Leave Manage

Search Information

Session * Select Session v Select Department
Coursa & Class * Select Course v Select Class
Student * Select Student
Leave Date (From - To) * dd/mm/yyyy dd/mmiyyyy
Application Date * dd/mm/yyyy

Upload Files

Calendar

REPORT

Report is the 3™ point of the portal. Under this category there are three options
named as Import Information, Export and Print, And Search.

% Import Information

This field consists of only a particular option which is Import Student
Information
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» Import Student Information

If the user doesn’'t make an entry in the portal then he or she could make
an entry in MS Excel (csv) by using the import student information option.

Student Information :: Import

Process Informatf

Select File * Choose File | No file chosen

Download Format

% Export and Print

Under this category we have many options out of which the first is that
of Teacher where the user could access details of teachers of the
concerned departments. Second comes the Student option where the
user could access the number of students’ in every respective
department and session along with their personal information. Third
comes the Attendance Analysis where the user needs to fill up some
respective pint according to which he or she could take a look or analyze
the overall attendance of the required student. Fourth comes the Date
Wise Attendance where the attendance of a particular student could be
found by entering the required date (i.e. the date of the particular day
for which the attendance is required).
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» Teacher

Under this category the user could access details of teachers of the concerned
departments by entering the details of particular department.

Search
Department Information * B.Ed
List
e L ov Lo Lo Lot
#. Type % Name % Mobile % PIN < Registration Code % (1) Employee Code < (2) Timing =

In this option the user could access the number of students’ in every respective
department and session along with their personal information.
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Print and Export of Student
information
Search
Department Information * Select Department v Session Information ~ Select Session Y
List
# Image ID code Name Mobile Email Course Class
# Image ID code Name Mobile Email Course Class

> Attendance Analysis

In this option the user needs to fill up some respective point according to
which he or she could take a look or analyze the overall attendance of the
required student. After that a report of the overall analysis of the students’
attendance particular month of the required department will appear.

IPrint and Export Attendance
Analytical Report

Search

Department Information * Select Department v Session Information * Select Session
Course Information * Select Course v Class Information * Select Class
Date From * dd/mm/yyyy Date To * dd/mm/yyyy

Show Report

List
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University of Science and Technology Meghalaya
Department :- Chemistry | Course :- Master of Chemistry | Class :- 2nd Year 3rd Semester
From Date :- 2019-09-01 | To Date :- 2019-09-30
MSC 301 MSC_302 | MSC_303 = MSC_304 | MSC_305 MSC_306 MSP_306 Seminar Tutorial | 4 Total Normal
Slno Rollno Name (Theory ) (Theory ) (Theory ) (Theory ) (Practical ) (Theory ) (Theory ) (Seminar ) (Tutorial ) Total
TCTP % |TC|TP % TCTP| % TCTP, % |IC|TP % TCTP % TCTP % TCTP| % |[TCITP % TC|TP| % [TC/TP, %

1 2018 MSC/0001 Rotut Dey 14 114100.00{12|12/100.00 14|13 7 |100.00{39|39100.00 0 0 (0.00 0 | 0 |0.00 15 15|100.00] 3 | 3 |100.00 104/103(99.04| 86 |85|98.84
2 2018MSC/0002 Moxdul Islam 149 (6429(12|7 5833 14 11 6835.71|39|22/ 3641 0| 0(0.00 0 0 (0.00 15 10[66.67| 3 | 3 100.00 104| 68 |65.38| 86 [55(63.95
3 2018'MSC0003 Ashikur Rohman 14 113|9286(12| 9 7500 14 10 5 |7143|39|31 7949 0 0 (0.00 0 0000 15 15|100.00, 3 | 3 100.00 104| 86 |82.65| 86 |68|79.07
4 2018MSC0004| Pranat: Borah 14 0| 000 (|12|/0 000 14 0O 0|000|239|0 000 O 0000 O 000015 0O|000| 3|0 000 104 0 |000|8(0 000
5 2018 MSC/0003 Brahmee Phukan 14/ 7|5000/12(6 /35000 14 7 457.14|39[19/4872 0 0000, 0 000015 2 [6000|3 |2 6667 104/ 54|

6 2018MSC/0006 SanghamitraBaruah |14 0| 0.00 (12| 0 0.00 14| 0 0|000(39(0/ 000 000000 0[00015/0[000|3|0 000 104 0

7 2018MSC/0007 Begom Shahina Ansary | 14 |14(100.00{12| 9 | 75.00 14 12(83 6|85.71|39(31/ 7949 0| 0 /0.00 0 0 (0.00/15 15(100.00[ 3 | 3 100.00104| 20

$ 2018/ MSC/0008 Swastika Satkia 1410|7143 (12|11 91.67 14 10 6|85.71|39(31 7949 0 | 0 (0.00/ 0 | 0 (0.0015 3|3 100.00104| 82

9 2018MSC/0009 Farhana [slam 149 |6429(12| 8 66.67 14 12|85 6 |85.71|39(33/ 8462 0| 0/0.00 0 0 (0.00 15 3|3 100.00 104 82 |78.

10 2018 MSC/0010; Padmaboti Hzjong 14 113|9286(1212 10000 14 11 7 {10000/ 39|33 8462 0 0000 0 0 |000 15 3|3 100.00 104 92

11 2018 MSC/0012| Chiga Rikkim K Marak |14 6 |4286|12|3 2500 14 6 457.14|39|17 4359 0 0/0.00 0 0 |0.00 15 3|1 3333 104/ 42

12 2018 MSC/0013 Ashik Anowar 14 1410000112 |11 91.67 14 12 7 [100.00[39(36/92.31| 0| 0/0.00/ 0 | 0|0.00/15 3|3 100.00104| 98

13 2018 MSC'0014| Farhana Noor Hasina | 14 [14|100.00[12(12/100.00 14 13 7 [100.00[39(39/100.00 0 0 (0.00 0 0 /00015 3|3 100.00 104103

14 2018 MSC’0015| Manila Basumatary | 14 |10{71.43 |12 6 | 50.00 | 14 10 7 [100.00{39 |33/ 84.62| 0 | 0/0.00/ 0 | 0/0.00/15 3|3 100.00 104 81|77,

15 2018 MSC’0016| Tushar Deb Sharma 12/12/100.00 14 12 7 |100.00{39|39 10000 0 0 (0.00 0 | 0 |0.00 15 15|100.00] 3 | 3 |100.00 104/102

16 2018 MSC’0017| Rudie Voeller G Mommn 12|16 3000 14 9 7 |100.00{39|30 7692 0 | 0(0.00 0 | 0(0.00/15]5|33.33| 3 |1 33.33 10465

17 |2018MSC/0018 Manowar Miah 12|10 8333 14 6 |B5.71(39(37 9487 0 0 (000 0 O (000 15 3|3 100.00 104 80

18 2018 MSC/0019| Muzafar Ramzan 12| 8 6667 14 12 7 (100.00(39 (33| 8462| 0 | 0 |0.00 O | 0 (0.00/15 3| 3 100.00 104| 86

19 2018 MSC/0020 Jaysree Nath 12| 8 6667 14 11 7 [100.00{39 |31/ 7949| 0 | 0/0.00/ 0 | 0|0.00/15 3| 3 100.00 104/ 80

20 [2018/MSC/0022 Ipshita Boruah 12|11 9167 14 12 6|85.71/39(39/100.00 0 | 0 /0.00/ 0 0 (0.00 15 3|3 100.00 104 99

21 2018 MSC0023| Deepak Kumar Hajong 12|19 7500 14 8 6|85.71|39(28/71.79| 0 | 0 /0.00/ 0 | 0 |0.00/15 31333310471

» Date-wise Attendance

In this section attendance of a particular student could be found by entering the
required date (i.e. the date of the particular day for which the attendance is
required). After that a report of the overall analysis of students’ attendance of a
particular date will appear.

Print and Export Date-wise
Attendance Report

Search

Department Information * Select Depanment v Session Information * Select Session v
Course Infermation * Select Course v Class Information * Select Class v
Date * da/mm/yyyy

Show Report

List
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University of Science and Technology Meghalaya
Department :- Chemistry | Course :- Master of Chemistry | Class :- 2nd Year 3rd Semester
MSC_302 MSC 301 MSC_302 MSC_305 MSC_305 MSC_305
ISIno|Rolino Name (09:01amto [(10:01am to |(11:01 am to 12:00 A (01:01 pm to (01:01 pm to
0:00 am) 1:00 am) pm) 04:00 pm)
Present (M) by Present (M) by Present (M) by Pro. Present (M) by or Present (M) by or
Not taken Not taken Not taken)
Dr. Nasifa Shahnaz | Prof. Enamul Karim | Jatindra Nath Ganguli Uttam Thapa (HOD) | Uttam Thapa (HOD)
Absent (M) by | Absent (M) by | Absent (M) by Prof. Absent (M) by or | Absent (M) by or
Not taken Not taken Not taken|
Dr. Nasifa Shahnaz | Prof. Enamul Karim | Jatindra Nath Ganguli Uttam Thapa (HOD) | Uttam Thapa (HOD)
Present (M) by | Present (M) by Present (M) by Prof. Present (M) by or Present (M) by or
Not taken Not taken Not taken|
Dr. Nasifa Shahnaz | Prof. Enamul Karim | Jatindra Nath Ganguli Uttam Thapa (HOD) | Uttam Thapa (HOD)
Absent (M) by | Absent (M) by | Absent (M) by Prot Absent (M) by or | Absent (M) by or
Not taken Not taken Not taken|
Dr. Nasifa Shahnaz | Prof. Enamul Karim | Jatindra Nath Ganguli Uttam Thapa (HOD) | Uttam Thapa (HOD)
Absent (M) by | Absent (M) by | Absent (M) by Prot Absent (M) by or | Absent (M) by or
Not taken Not taken Not taken)
Dr. Nasifa Shahnaz | Prof. Enamul Karim | Jatindra Nath Ganguli Uttam Thapa (HOD) | Uttam Thapa (HOD)
Absent (M) by | Absent (M) by Absent (M) by Prot. Absent (M) by or Absent (M) by Dr
Not taken Not taken Not taken)
Dr. Nasifa Shahnaz | Prof. Enamul Karim | Jatindra Nath Ganguli Uttam Thapa (HOD) | Uttam Thapa (HOD)
Present (M) by Present (M) by Present (M) by Prof. Present (M) by or Present (M) by or
Not taken Not taken Not taken)
Dr. Nasifa Shahnaz | Prof. Enamul Karim | Jatindra Nath Ganguli Uttam Thapa (HOD) | Uttam Thapa (HOD)
Present (M) by Present (M) by Present (M) by Prof Present (M) by or Present (M) by or
Not taken Not taken Not taken|
Dr. Nasifa Shahnaz | Prof. Enamul Karim | Jatindra Nath Ganguli Uttam Thapa (HOD) | Uttam Thapa (HOD)
Present (M) by Present (M) by Present (M) by Prof. Present (M) by or Present (M) by or
Not taken Not taken Not taken|

» Student-wise Attendance Analysis

Under this option the faculty could make an analysis of a particular student’s
attendance by entering the student information and also the date (from-to). After
that a report of the overall analysis of students’ attendance of a particular
department related to a specific date will appear.

Print and Export Student-wise
Attendance Analytical Report

Search

Department Information * Select Department v Session Information * Select Session 4
Course Information * Select Course v Class Information * Select Class v
Student * Select Student N
Date From * dd/mm/yyyy Date To* dd/mm/yyyy

Show Report
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University of Science and Technology Meghalaya
Department :- Chemistry Course :- Master of Chemistry | Class :- 2nd Year 3rd Semester | Student :- rohit dey (2018 MSC/0001)

MSC 301 MSC_302 MSC_303 MSC_304 MSC_305 | MSC_306 | Seminar Tutorial Grand Total | Normal Total

Slno Date (Theory ) (Theory ) (Theory ) (Theory ) (Practical ) (Theory) (Seminar ) (Tutorial )
TC|TP| % |TCTP % |TC|TP| % |TCTP, % |ICTP| % |TCTP % [TCTP, % |TC/TP| % |TC|TP| % |TC|TP| %
! |2019-0%-01/ 0 (O | 000 (O |O 00O0|O|0Q|00O0|D|O|0O0O|O O 0OO0O|CQ|O|0OOO|O|00O0|0|0D|000|0|0|0000/|0|0O0.00
2 |2019-0%-02| 1 | 1 |100.00/ 0 O 000 | 1 |1/100.00/ 1 |1 |100.00[ 3 | 3|100.00 O |0 (0000 |0 | 000 |0 |0|0.00 |6 |6 |100.00 6 |6 100.00
3 |2019-0%-03| 1 | 1 |100.00/ 2 |2 100.00, 0 | 0| 0.00 (D |O | 0.00 |3 |3/100.00 O |0 (0.00[0 |0 | 000 |0 |0|0.00/|6|6|100.00 6 6 100.00
4 |2019-05-04/ 0 | 0| 000 |1 |1 10000 0 0| 000 | D|O|000|3|3|100.00 0|0 0000|0000 |0|0|0.00/|4]|4]100.00 4|4 100.00
5 |2019-09-05{ 0 | 0| 000 |O O 000|0O|0O|000C|0D 0O|00O|0|0O|000|C|0|000[0O| 0O|000|0|0|000|0|O0|000]|C)|0]|0.00
6 (2019-09-06| 2 | 2 {100.00{ 1 |1 100.00, 0| 0| 0.00 |0 |0 | 000 |0 |0 | 000 |0 | 0000 3|3|100.00[0|0| 000 |6 |6 |100.00[3 |3 |100.00
7 |2019-09-07/ 0 |0 | 000 |O |0 000 |1|1100.00/0|0|0.00 |0 |0| 000 |0 |0|000[1|1]|100.00] 1|1 |100.00/ 3 |3 |100.00 1 | L [100.00|
8§ |2019-0%-08/ 0 |0 | 0.00 (O |0 000|O|0C| 000 |0D|0O|000|0O|0O|000|C|0|0000|0|000|0|0|0.00|0|0|000|0]|0|O0.00
9 [2019-0%-09| 1 |1 {100.00{ 0 (O  0.00 | 1| 1/100.00/ 1 |1 |100.00/ 3 | 3 (100.00/ 0 | 0 (0.00/ 0 |0 | 0.00 | 0 |0 | 0.00 | 6 | 6 [100.00| € | 6 |100.00
10 |2019-09-10( 0 | 0 | 0.00 (O |O 000 |O (0| 000 |O (O | 000 |O|O| 0.00| 0 |0|0000|0|000|0|0|0.00|0|0|000|0]|0|O0.00
11 |2019-09-11| 0 | 0| 0.00 | 1 |1 100.00/ 1| 1 (100.00/ 0 |0 | 0.00 |3 | 3 |100.00| O | 0 [0.00/ O | O | 0.00 | 0 | O | 0.00 | 5 | 5(100.00] 5 | 5 |100.00|
12 |2019-09-12/ 0 |0 | 0.00 |O |O 000 | 1 |1 |100.00/ 1 |1 |100.00/2 |2 |100.00/ 0 | 0 |0.00/0 |0 | 0.00 |0 |0 | 0.00 |4 |4 10000 4|4 (100.00
13 |2019-09-13| 2 | 2 (10000/ 1 |1 10000, O |0 | 000 |D (O | 000 |O|O| 000 | 0|0 |000/ 2|2 (10000 0|0 | 000 |5 |5 (100000 3|3 (100.00
14 [2019-09-14| 0 |0 | 000 |O O 00O | 1| 1{100.00{D |0 | 000 | 0|0|000|0|0]000[2]|2[100.00 1|1 |100.00[4 |4 |100.00[ 1 |1 |100.00]
15 [2019-09-15{ 0 |0 | 0.00 |O /O ©00OO|0O|0O|000|D|0O|000|0O|0O|00O0|C|0|000[O/0O|000|0|0D|000|0O|O]|O000|OC]|O]|O0.00
16 [2019-09-16| 1 | 1 |100.00{ 0 |0 0.00 | 1| 1|100.00 1 |1 |100.00, 3 | 3 [100.00{ 0 | 0 |0.00/0 | 0| 000 | 0 |0 | 0.00 | 6 | 6 [100.00] 6 | 6 |100.00]
17 [2019-09-17| 0 | 0| 0.00 | 2 |2 100.00{ 0 | 0| 0.00 | D |0 | 0.00 | 3|3(100.00[0|0]000[0|0|000|0|0|000]|5]|5]/100.00[5]35 |100.00]
18 |2019-09-18/ 0 |0 | 0.00 |0 |O 000 |0 |0 0.00 |D|0O| 00O O|O|O0O00|O|0|000[0O|0|000|0|0|000|0|0O|00O0|C|0O|O0.00
19 |2019-09-19/ 0 |0 | 0.00 [0 |0 000 | 1|1(100.00/ 1 |1 |100.00 2 |2 |100.00/ 0 |0 [0.00{0 |0 | 000 |0 |0|0.00 |4 |4[100.00 4 |4 (100.00
20 |2019-09-20| 2 | 2 10000/ 1 |1 100.00, 0 |G| 0.00 | D (0| 0.00 | O|0O| 0.00 | 0|0 [0.00]2|2/100.00{0 |0 | 0.00 |5 |5 |100.00 3|3 (100.00
21 |2019-09-21{ 0 {0 | 0.00 |0 |0 000 | 1|1(100.00[0D 0| 000 O 0| 000 | 0|0|000f3|3/100.00(1 |1 (10000 5 |5 |100.00/ 1|1 (100.00
22 |2019-09-22{ 0 |0 | 000 O |O 000 |0O|0C|0.00|D 0|00 O|O|00O0|C)|0|000[0O|0| 000|0|0|000|0|0O|O00O0|C|0|0.00

» Attendance Upload Analysis

Under this option the faculty could check whether the attendance is being
uploaded or not. After pressing on show report there occurs two list one of which
is that of Attendance Taking Breakup Day and other one is that of Upload
Breakup day

Print and Export Attendance Upload
Analytical Report

Search
Department Information * Select Department v Session Information * Select Session ¥
Year * Select Year v Month * Select Month v
Show Report
List
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University of Science and Technology Meghalaya

Attendance Taking Breakup Day wise of Chemistry Department

Day
6 7 3 9 10 |11 |12 |13 |14 | 15|16 | 17 | 18 |19 | 20 | 21 | 22 | 23 | 24 | 25
PATPATPATPATPATPATPATPATPATPATPATPATPATPATPATPATPATPATPA

Slne.  Name Type Mobile 1 2 |53
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-
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Attendance Upload Breakup Day wise of Chemistry Department
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» Class-wise Routine

By entering the details required user could access a particular routine when
faculty needs.
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Print and Export Classwise Routine

Search
Department Information * Select Department v Session Information * Select Session v
Course Infarmation * Select Course v Class Information * Select Class v
Show Report
List

Select Font Size v m

List

University of Science and Technology Meghalaya

Unveifing ‘Excellence

Department :- Chemistry | Course :- Master of Chemistry | Class :- 2nd Year 3rd Semester

Days of Weeks|
SundayMonday [Tuesday Wednesday Thursday Friday Saturday|

Time

» Teacher-wise Routine

By entering the details required user could access a particular routine what faculty
needs.
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Print and Export Teacherwise Routine

Search
Department Information * Select Department y Session Information * Select Session v
Teacher Information ~ Select Teacher a4
Show Report
List

Select Font Size v

University of Science and Technology Meghalaya

Department :- Chemistry | Teacher :- Prof. Enamul Karim (M 9436100644)

Days of Weeks
Sunday Monday Tuesday Wednesday Thursday Friday Saturday|

Time

» Department wise class taken

By entering the details required user could access report of the department.
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Print and Export Department wise
Class Taken
Search
Department Information * Select Department v Session Information * Select Session v
Course Information * Select Course v Class Information * Select Class v
Date From * ddimm/yyyy Date To * dd/mm/yyyy
Show Report
List

> Free Teacher list

By entering the details required user could access report of the Teacher List.

Print and Export vacant teacher list

Search
Session & Week-Day ~ Select Session v Select Weekday

Time Information * T

Show Report

List

Select Font Size y

o+ Search
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This field consists of a particular option which is Student Search.

» Student Search

Under this option the faculty could access or could find a student by entering the
student roll no.

Search

Student Full Rollno *

Show Report

Result

Mobile Application

User Can Login by Entering their Pin
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Chalk Board

Cp
e

After Login, choose the preferred date for taking
attendance and tap on view Routine
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e Hello, Pemo Application 2 (D

Server Time : I1:55:17 AM
< October 2019 >
A w
| 2 3 4 L
b 7 ¥ 7 10 I 12
13 14 15 16 17 18 19
20 2) 22 23 24 25 24

6 28 21 30 31

-9

View Routine Upload here

View Report

Select Routine timing of the class and tap on Subject
name
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< Report

Todays List

Period Class Subject Present

Bachelor 0f

- Education , B.Ed. - 10! (Foundations
09:00 am -

lst Year lst 0Ff Education) by Demo 0
11:00 am 2 ? A

Semester Application 2

(Sec-A)

After taping on Subject, you can view the student
name of a particular subject
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€ Student Lict (Total -50)

® Nikili H. Hoky

- 90)9/8.E4/000)

® Selene Massar Nongbri
- )019/8.E4/0002

@ Niranjan Kumar Das
- 9019/8.E4/0003

® Evangelyne Shadap
- )019/8.E4/0004

® Kitateule Kuame
- )0)9/8.E4/0005

® Juliana Nongkhlaw
- 90)9/8.E4/0006

® Dipika Debbarma
&  90)9/8.E4/0007

® Sangita Das
&= 2019/8.E4/000%

® Gloria Challam
- 90)9/8.E4/0009

® Lastmery Swiam
-  2019/8.E4/0010

® Susmita Debbarma
& 2019/8.E4/001]

® Unity Lamare
=  2019/8.E4/0012

® lahunlin Kharlor
- 2019/8.E4/0013

If a particular student has attended the class then user needs
to click on the name of the student and thus attendance will
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be taken. If a particular student has not attended the class
then the user does not need to click.

€ Student List (Total -50) / +—

® Nikili H. Hoky
- )0)9/6.Ed/000)

® Selene Massar Nongbri
& )0|9/8.E4/0002

® Niranjan Kumar Das
- 2019/8.E4/0003

® Evangelyne Shadap
- )019/8.E4/0004

® Kitateule Kuame
& 9019/8.E4/0005

® Juliana Nongkhlaw
- 2011/8.E4/0006

® Dipika Debbarma
- 2011/8.E4/0007

® Sangita Das
- 7019/8.Ed/0008

® Glora Challam
&= 2019/%.E4/0009

® Lastmery Swam
- 2011/8.E4/0010

® Susmita Debbarma
- 9019/8.E4/001]

® Umty Lamare
- 2019/8.Ed/00)2

@ lahunlin Kharlor
- 2011/8.Ed/0013
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If the user by mistake gives attendance to a particular student who

has not attended the class then the user needs to click on the
particular student again and thus this picture viewed below will
appear and then the user needs to click on the YES option and thus
the mistake will be corrected.

"_\ Attendance Remove

Do you really want to undo this process?

CANCEL YES
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After everything being done the user needs to click on v this

option which is appears on the top Header. The Below viewed
notification will appear on the screen and then the user needs to
click on the YES option.

,‘\ Attendance Process Complete

Do you really want to complete this

attendance process?

CANCEL YES
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After selecting tick mark this page will be blocked.
Then the user needs to press the back button for
obtaining the main menu.

Student List (Total -50) =H O

o Nikili H. Hoky &

@ Selene Massar Nongbri (3

201%/%.Ed/0002

@ Niranjan Kumar Das @

201%/6.E4/000%

@ Evangelyne Shadap @

.....

® Kitateule Kuame @

2019/8.E4/0005

@ Juliana Nongkhlaw @
2019/6.E4/0006
Dipika Debbarma @
2017/%.Ed/0007

@ Sangita Dag @]
2019/6.E4/0008

@ Glona Challam @
201%/8.E4/000%

@ Lastmery Suiam @
201%/8.€£d4/0010

@ Susmita Debbarma @
2019/%.E4/001]

@ Unmity Lamare @

2011/%.Ed4/0012

@ ahunlin Kharlor @

201%/B E4/0017%
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From main menu user needs to tap on Upload here
option and then the below given picture will appear
and then the user needs to press on Upload.

Click here to upload

<

0/ 50
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Information will be uploading......

’ Please wait.., uploading
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Here you can check upload details, and again press
back button for the main menu.

50 / 50
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From the main menu user needs to tap on View
Report option and then the below given picture will
appear and then the user needs to press on Date wise
Attendance Analysis.

j DateWise Attendance Analysis

j DateWise Attendance Upload

j DateWise Attendance Upload Click
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Date wise attendance analysis will

( Datewise Attendance Analysis

27-10-201%

Period Class Subject

Bachelor 0f

: Education , B.Ed. - 101 (Foundations
PISRAN = ok Sunr ok 08 Edimition) by D

) ear 1§ e 1] emo
1:00 am : r T ucation y mo

Semester Application 2

(Sec-A)

appear in this way.

Status

Hold :- 0
Not
uploaded :-
0

Uploaded :-
50

Present - 5
Absent :-
45
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Date wise attendance upload

Date wise attendance upload Click:
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It will particularly show the number of times the wuser has wuploaded the data.




Page |1

i ot University of Science & Technology, Meghalaya

ONLINE ADMISSION SYSTEM
UNIVERSITY OF SCIENCE & TECHNOLOGY,
MEGHALAYA

Steps for online Admission
in Digital Management System (DMS)



e University of Science & Technology, Meghalaya
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le of Content

(.

—_—

Dashboard

Registration

® Course Details

® Personal Details
® Address Details

® Education Details
®" Document Upload


javascript:linkit(0);
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Link : http://admission.ustm.org.in/

University of Science and Technology, Meghalaya
2019-20 Admission
Student Online Admission Form

Course Details

Course Information

Select the course for which you want to apply and proceed to the next step.
Personal Details

| Download Course Notice || Download Form fillup steps || Form Reprint

Address Details Program Applied For (*Required)

Select Program Type

Education Details
Select Priority One Program (*Required) Select Priority Two Program (*Required)

Select Program Select Program

Document Upload



http://admission.ustm.org.in/

Course Details .
Personal Information

Please enter your personal information and proceed to the next step.

Personal Details

Address Details

Education Details

Document Upload

Course Details

Personal Details

Address Details

Education Details

Document Upload

Student Name (*Required)

Student Name

ENTER STUDENT NAME

*Required

Mobile no (SMS will be sent in this mobile

no;

Enter 10 digit mobile no

Gender (*Required)

Select Gender

Caste (*Required)

Select Caste

PWD (*Required)

Select PWD Status

AADHAAR Number (if available)

AADHAAR Number

Enter AADHAAR Number

Email (*Required)

Emall

Enter Email

*Required

Date of Birth

dd/mm/yyyy

Guardian Name (*Required)

Guardian Name

ENTER GUARDIAN NAME

Religion (*Required)

Select Religion

Computer Skill (*Required)

Select Computer Skill

PAN (if available)
PAN

Enter PAN

Address Information

Please enter your address information and proceed to the next step.

Present Address

Street, Block, Area (*Required)

Street, Block, Area

Enter Street, Block, Area Name

Post Office (*Required)

Post Office

Enter Post Office

State (*Required)
Select State

Postal PIN (*Required)
Postal PIN

Enter Postal PIN

Vill/Town/City (*Required)
Vill/Town/City

Enter Vill/Town/City

Police Station (*Required)

Police Station

Enter Police Station

*Required (District)

Select District

Is your Permanent Address same as your Present Address?

Darmanant Addrace




University of Science and Technology, Meghalaya

2019-20 Admission

Student Online Admission Form

Course Details
2 Personal Details
3 Address Details

4 Education Details

G Document Upload

Education Information

Please enter your qualification information and proceed to the next step.

10th Details

Board/University

Board/University

Enter Board/University Name

Year of Passing

Year of Passing

Enter Year of Passing

Subject Names

Subject Names

Enter Subject Names

Percentage

Percentage

Enter Percentage

12th Details

Board/University

Board/University

Enter Board/University Name

Subject Names

Subject Names

Enter Subject Names

University of Science and Technology, Meghalaya
2019-20 Admission

Student Online Admission Form

Course Details

Personal Details

Address Details

Education Details

Document Upload

*Required

Candidate Photo (JPG only max 100KB size

480 X 640)
Choose File | No file chosen

*Required

Identity Proof (Voter ID / AADHAAR / PAN /
Any other Document) {JPG only max 500KB)

Choose File | No file chosen

#if available
PAN Card (JPG only max 500KB)

Choose File | No file chosen

Document Upload

Please upload all the needed document and submit.

*Required

*Required

#if not UR

Candidate S

160 X 560)

| Qhoosej—"irlg No file chosen

nature (JPG only max 50KB size

Address Proof (Voter ID / AADHAAR / Any

other Document) (JPG only max 500KB)

j Qhoose File | No file chosen

Caste Certificate (JPG only max 500KB)
| Choose File | No file chosen
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<= University of Science & Technology, Meghalaya

HR MANAGEMENT SYSTEM
UNIVERSITY OF SCIENCE & TECHNOLOGY,
MEGHALAYA

Steps for HR Management
in Digital Management System (DMS)
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Tabl

e of Content

Introduction

Login Process

Department

" Add Department
= Department

Employee
® Add Employee
" Employee List
" Employee Award

Employee
® Manage Attendance

® Attendance Report
® Attendance Upload

Application List

Leave Management

® Leave Category
® Leave Structure

Payroll Management


javascript:linkit('1/1/2');
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® Manage Salary Details
® Employee Salary List
® Make Payment
® Make Bulk Payment
® Generate Pay slip
® Salary Amount Category
® Leave Management
® Loan Management

Expense Management

" Add Expense
® Expense Report

Notice Board

® Add Notice
® Manage Notice

Report

® Salary Paid Report

" Employee List

® Data Upload Report

® Loan Report

® Salary Payment Report
® Increment Report

® PF Report

® Bank Report
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« HR MANAGEMENT:

This collection mainly concerns to that of the records of staff
relating to leave, salary etc. It consists of the information of each
and every staff about their work. It records the information such
that the user could access it at any point of time.

In order to run this collection certain steps are to be
followed such as-

1)under the Admin Panel, click on EMPLOYEE

2)Under employee click on Add Employee in order to add an
employee.

3)Then click on Employee List in order to access the list of
employees.

4)Again under the Admin Panel, click on PAYROLL MANAGEMENT

5)Under the payroll management various options such as Salary
details, Employee salary list, Leave Management, Loan
Management, Payslip, etc are available. In the above-mentioned
option, some branch options foe the following are found which are
to be filled up according to the needs of the user.
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Link: http://payroll.ustm.org.in/

To sign-in to the HR Management System the user needs to
1)Enter Username
2)Enter Password

And thus, user would be able to access the home-screen of the HR Management
System.

DEPARTMENT



http://payroll.ustm.org.in/
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Under the Admin Panel the user could see the department option where they could access
the options as ADD DEPARTMENT and DEPARTMENT LIST.

ADD DEPARTMENT

Admin Panel e USTM HR SYSTEM

&

0f set

Add Department *

Add Designations *

Under the admin panel comes the option DEPARTMENT where the Add Department is
present. In order to add department the user needs to fill up the fields namely-

1)Add Department
2)Add Designations
And then click on save option to add the respective department.

(There is also an option named as Add More where the user can enter any other extra
information as per need.)

DEPARTMENT LIST



APPLIED BIOLOGY

HOD & ASST. PROFESSOR

TEACHING ASSISTANT

BOTANY

DEAN 8 PROFESSOR

—_—

EEIEES

@ €t | & Dolte

Under the Department List option the user could access the information as per need from

the required Department. The user can also Edit and Delete as per need.

EMPLOYEE

March 2020

TUE

Under the admin panel the user could access the Employee option where they can get

WM Holiday mmOnleave >
THU FRI SAT
6
1 13
1 20 1

p—
o |

Select Year'

o

options such as ADD EMPLOYEE,EMPLOYEE LIST and EMPLOYEE AWARD.

ADD EMPLOYEE

rsonal Detaiis Contact Det.

First Name Present Address Resume
Last Name Offer
City Letter
Date of Birth Joining
= Country Letter
Gender Contract
Mobile Paper
Maratial Status 10 Prof
Phone
Father's Name Other
Email Document

ails Employee Documents

I ation
Select e Initital Salary

Select fie Last Increment Date
Sel e Last Increment Amount

Mode of Payment

Bank Information

Bank Name
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In the ADD EMPLOYEE options the user needs to fill certain criteria as per shown in the
above picture. For example- the personal details (first and last name, DOB, etc.), the
contact details, the employee documents, the salary information, etc. After finishing the
user needs to click on save option in order to add an employee.

EMPLOYEE LIST

Employee List B a
v Records per page Search

CBO-0007A  Abdul Latif CPS-8, Operational Staff > Bus Driver 9401993695 IRy m |

CBO-0009A  Islam Uddin CPS-8, Operational Staff > Peon 8136076564 [N 3

CBO-0010A  Mikon Dey CPS-B. Operational Staff > Security 9954378173

CB0-00128  Bapon Laskar CPS-B, Operational Staff > Bus Deiver 9577497810 Y

CBO-00138  Joya Suklabaidya CPS-B, Operational Staff > Office Attendant 7896825877 I3

CBO-0019D  Khalil Ahmed CPS-B, Operational Staff > Security 6900853458

CBO-0022E  Hiren Roy CPS-B, Operational Staff > Cleaner 9435770626 [N

CBO-0024F  Foyez Al CPS$-8, Operational Staff > Bus Driver sos7r70208 O 3

In this option named as EMPLOYEE LIST the user could access the information of the
employees.

EMPLOYEE AWARD



Employee Employee Award

Add New Award to Employee

Select Designation *
Employee *

Award Name / Title *
Gift hem

Award Amount

Select Month * -

If any award is to be given to any of the employee in the department. Then the option
Employee Award is needed to be used and certain fields are to be filled-up. After being
done the user needs to click on SAVE option in order to save the information.

ATTENDANCE

Under the ADMIN PANEL the user could find the options such as MANAGE ATTENDANCE,
ATTENDANCE REPORT and ATTENDANCE UPLOAD.

MANAGE ATTENDANCE

In the Manage Attendance option user could manage any criteria related to the
attendance of the students.

ATTENDANCE REPORT
Admin Panel o UsT™

Department Name*

Month & Year * a

With the help of this option user could access the attendance report by providing the
Department Name and the month & year. Then the user needs to select the Search option.
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ATTENDANCE UPLOAD

Altendance ~ Aftendance

Upload CSV file

With the help of this option any third party could lay their hands on the management of
attendance with the help of any other software or. After that the accessor needs to click on
UPLOAD option.

Admin Panel B us™

Apphcation Lis
List of All Applications

1 v Records per page Search

LEAVE MANAGEMENT

Under the ADMIN PANEL, the user could access an option named as LEAVE MANAGEMENT
under which two options named as LEAVE CATREGORY and LEAVE STRUCTURE are present.

LEAVE CATEGORY
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Admin Panel

Leave Management - Leave Category
Add Leave Category

Leave Category

Category Type *

Leave Category List

In the LEAVE CATEGORY the user can put in information related to the leave of any
employee.

LEAVE STRUCTURE

-
Admin Panel u usm™ & 2 Admin-

o

Leave Management Leave Structure
Search By year and category

Select Designation "

Category *

Year * 2020 v
Add Leave Structure After Leave Absent Salary Cut Deatils
Leave Days 2 Cut Days *

In Days *

Under this option
PAYROLL MANAGEMENT

Under this option the user could access many files such as MANAGE SALARY DETAILS,
EMPLOYEE SALARY LIST, MAKE PAYMENT, MAKE BULK PAYMENT, OPERATE PAYSLIP,SALARY
AMOUNT CATEGORY, LEAVE MANAGEMENT and LOAN MANAGEMENT.
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MANAGE SALARY DETAILS

Employee * Select Employee v

Type*
Previous Current Absent/YR
Year Year in days

Feedback({%) Faedback(%)

Grade * 8 (Average Increment Remarks *

Type
m 200K Sty Dt

Extra Allowances (Rs ) ESi (%) ESI(Rs.) January January (Rs.) Basic Salary

5000 (%) 4000
Increment (Rs ) Transporttation (Rs ) Minimum Allowance

In this option the salary of the details of the salary of any employee is required to be
entered.

EMPLOYEE SALARY LIST

+ Records per page Search

CBO-0001A  Namita Das Permanent  Rs Rs Rs Rs Rs 414000 Rs 000 [} E3
3,000.00 90000  4,900.00 360.00

CBO-0002A  Abdul Hakim Permanent  Rs . Rs Rs Rs Rs 7.08000 Rs.000 [} EZ3
3500.0 4,800.00 8.300.00 420.00

CBO-0007A  Abdul Latif Permanent  Rs = Rs Rs Rs Rs 608000 Rs 000 [ 2
3.500.00 3.500.00 7.000.00 420.00

m Uddin Permanent  Rs Rs Rs 464000 Rs 0.00 E3

3.000.00 5.800 00

CBO0010A  Milon Day Permanent Rs . Rs Rs Rs Rs 414000 Rs 000 [} @
3.000.00 23000 5.300.00 360.00

CBO-00128  Bapon Laskar Permanent  Rs . Rs Rs Rs Rs 0.00 m
3500.00 2,500.00 6.000.00

C€B0-00138  Joya Suklabaicya Permanent  Rs Rs Rs Rs Rs 494000 Rs 000 [] @
3,000.00 230000 5.300.00 360,00 P

CBO0019D  Khalil Ahmed Permanent  Rs Rs Rs Rs Rs 514000 Rs 000 m
3.000.00 250000 5,500 00 360.00

Here user could access details of the salary list of any employee.



Page |13

MAKE PAYMENT

Select Designation * ASST. PROF
Employee *

Select Month * 2020-01 a

e ¥

Basic Salary (=) v Records per page Search
Total Allowance (+)
5 April-2019 23-May-19 30748 30748 0 g
Aliowance Overtima (+) January-2020 26-Feb-20 35460 35460 0 \j ]
—
In order to make payment the following details need to be filled-up.
MAKE BULK PAYMENT

Search by *
Select Sesect Designation v Department Select Department v Premise
Designation
Select Month * -

In order to make bulk payment this option under the payroll management needs to be
used.

LOAN MANGEMENT



Search Teacher

Employee *

1] iii m 1] e b

In order to make entry for Loan this option is to be used.

EXPENSE MANAGEMENT

Under the ADMIN PANEL the user could access the option named as Expense
Management where it consists of two options named as ADD EXPENSE and EXPENSE
REPORT.

Using these two options the user could make entries of the expenses made and also make
a report of it as per need.

m
=

NOTICE BOARD
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Under the ADMIN PANEL the user can access options such as ADD NOTICE and MANAGE
NOTICE.

ADD NOTICE

(dmin Panel

Publication Status * Published ¥ UnPublished

Title *

Short Description *

Long Description * @ @ @ . - ™ QB = Q2 B Source

With the help of ADD NOTICE the user can add any notice required.

MANAGE NOTICE

With the help of the option MANAGE NOTICE one could manage the information
displayed on the notice board.
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REPORT

Under the Report option one could access the report of the fields named as- SALARY PAID
REPORT, EMPLOYEE LISRT, DATA UPLOAD REPORT, LOAN REPORT, SALARY PAYMENT
REPORT, INCREMENT REPORT, PF REPORT and BANK REPORT.

‘5 Report

=» Salary Paid Report

=» Employee list

=» Data Upload Report

=» Loan Report

=» Salary Payment Report

=» Increment Report

=» PF Report

=» Bank Report

PF REPORT
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-« University of Science & Technology, Meghalaya

ACCOUNT & FINANCE MIANAGEMENT
UNIVERSITY OF SCIENCE & TECHNOLOGY,
MEGHALAYA

Steps for Account & Finance
in Digital Management System (DIVIS)

i University of Science & Technology, Meghalaya
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Introduction
Login Process
About Homepage

Student

® Student Hostel Assign
= Student Transport Assign
= Student Transfer

Receive

® Single Receive
® Bulk Receive

Refund

® Refund
® Refund Category

Fee Structure

® New Admission Fee

® Re-admission Fee

® Monthly Academic Fee
® Monthly Additional Fee
® Hostel Fee

® Monthly Hostel Fee

® Transport Fee

® Monthly Transport Fee
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Accounting

Payment
Payment Category

Report

Student List

Student Not Assigned List
Print Student Card

Day Sheet Report

Day Sheet Details Report
Due Report

Ledger Report

Money Receipt Report

Settings

User Settings
General Settings
SMS Settings
Language Settings
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Link: http://accounts.ustm.org.in/

o ACCOUNTS AND FINANCE:

This collection manages the accounts and finance. It concerns with the details of
the fee due and fee cleared by each and every student that means it keeps note
of the student fee details. From this collection a user could easily access the details
of any student whose fee is due or whose fee is already cleared. The above
information included all about the account management after this account
management the implementation of the various procedures is possible through
the help of finance. The finance policy helps in the areas such as Session creation,
department creation, etc.

Under this collection certain steps are to be followed in order to make entry
and access the details-

1. Under MASTER section certain areas such as Session Creation,

Department Creation, School Creation, Subject Creation, Course
Creation, etc. are available.

Under ACCOUNTS section certain options such as Student fee collection
entry, Student due display, Monthly fee collection details, Hostel fee
collection, Transport fee collection etc are available. From the following
options reports of the various fields mentioned are available.

If a person pays a cheque then with the help of Cheque/Draft receive
entry and Cheque bounce alternative entry any issues related to cheques
can be solved and the particular options mentioned are available in the
ACCOUNTS section.

Under ACCOUNTS section another option named REPORTS is available
through which report of the information required is received as per need.

Process: -


http://accounts.ustm.org.in/
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Accounts Management System
University of Science and Technology, Meghalaya

In order to log-in to the ACCOUNT MANAGEMENT SYSTEM the user needs to ENTER E-MAIL and
PASSWORD. And then click on LOGIN option.

DASHBOARD

® Account Dashboard

March 2020

As per the picture above the home-page of the ACCOUNT MANAGEMENT SYSTEM appears.
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STUDENT

Under the student section the user can access options such as ADMIT STUDENT, STUDENT
INFORMATION, NEW-CLASS ASSIGN, STUDENT PROMOTION, STUDENT HOSTEL ASSIGN,
STUDENT TRANSPORT ASSIGN, STUDENT TRANSFER and STUDENT MARKSHEET.

® Account Dashboard

March 2020

DEPARTMENT

Under this option user could get options such as MANAGE DEPARTMENT and MANAGE SECTIONS.
Using them the user could manage any information relating to department and sections.

March 2020
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RECEIVE

Under this option user can get into options such as SINGLE RECEIVE and BULK RECEIVE where they
could represent information relating to a single receive or a bulk receive.

SINGLE RECEIVE

Under single receive user could access option named as FEE PAYMENT where all the required fields to
make an entry of a fee payment is to be entered.

® Manage Invoice/receive

2
|

Under the Single Receive option user could another option named as INVOICE/PAYMENT LIST where all
the list of payment of the whole day could be accessed as per need.

® Manage Invoice/receive

Under the SINGLE RECEIVE option user can find MISCELLANEOUS PAYMENTYV LIST where list of
all the miscellaneous payment can be accessed.



@ Manage Invoice/receive

REFUND
Under the option the user could get few options named as REFUND and REFUND CATEGORY.

1

@ Manage Refund

REFUND CATEGORY

Under this option the user can find the refund category list and can also add any kind of refund category.

@ Manage Refund Category

FEE STRUCTURE
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Under this option the user can get options like NEW ADMISSION FEE, RE-ADMISSION FEE,
MONTHLY ACADEMIC FEE, MONTHLY ADDITIONAL FEE, HOSTEL FEE, MONTHLY HOSTEL
FEE, TRANSPORT FEE and MONTHLY TRANSPORT FEE.

ACCOUNTING
Under this option the user could access two options named as PAYMENT and PAYMENT CATEGORY.

1 ' \
® Payment

PRINT AND EXPORT

Under this category the user could access fields such as STUDENT LIST, STUDENT NOT ASSIGNED
LIST, ALL STUDENT LIST, PRINT STUDENT CARD, DAY SHEET REPORT, DAY SHEET DETAILS
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REPORT, DUE REPORT, PRINT LEDGER REPORT, PRINT MONEY RECEIPT REPORT,
EXPECTATION OF THE MONTH, COLLECTING OF THE MONTH. Using these options user can print
or information relating to the above-mentioned fields.

PRINT DUE REPORT

By filling up the required fields as per need in the option the user can access the total due report.

1.

® Print Due Report







