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Common Functionalities used in the application:

" Click <Edit or Modify/ (&> to modify the record

®  Click <Delete / X > to delete the record

.
B Click < > or <Save> to save the record.

, & Browse...
B Click < > for attachment

> to clear the fields and start over fresh.

.
B Click on < > to close the screen
) Add New Record
®  Click <Add New> or < > to add new record

® <*> shows fields are marked as mandatory.
® <+> shows auto showbox. To select the data from auto showbox, press space bar.

® Enter the relevant characters in <Search> field shown on right top of the screen to
search the specific record.

" Click on <l=> to sort out the records. It sorts out record alphabetically or in
ascending/descending order.

®  Click on < (- )N to expand the record and to view the details. Click on< e > to
hide the details.

® Facility to move to <Previous> or <Next> page is given on right bottom of the
screen.

® Click on <Back> button to go back to previous window.

®  To select the date, click on Date field. On click, it opens the calendar from which date
is to be selected.

= Active Check if Active - Check or uncheck the checkbox to make the master data
activated or deactivated

5 ‘rh"\'f
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The terms that frequently used in the User Manual:

T—> Field Set/Panel

1B Student Fees Details

"  Field Set

Receipt Type *

Please Select v
Tot. Amount
FEE HEADS AMOUNT
= Table
Receipts Info
Show 10 v entries Searth
O = StudentName Receipt No. Amount Pay Mode
[0 © PRASHANT GAWALIJ ‘ N/DC/BADCS/ 1000 00 Cash
0@ PRASHANT GAWALIJ 11/DC/BADCS/ 1000 00 Cash
0@ PRATIK BORKAR DAMODAR B1/BEACLG/BADCS/S02 20000 00 Cheque
0@ ANMOLPALEKAR KESHAVRAD B1/BCOMDC/BA/DCS/1001 120000 oo
O @  KUNAR SINGH PRATAP B1/BCOMDC/ABADCS/1002 3500.00 oo
0@ ABHUITJOSHI B1/BBACLG/BADCS/S01 1500.00 Cash
Table
" Drop-Down List
I Student Fees Details
Receipt Type ' Please Select v

| Blease Select
Cash
Challan
|Adjustment

FEE HEADS AMOUNT

\9. Q D UJ\\D. —» Drop-Down List

WG PRINCIPAL
M.K.E.S. C:{‘ai..Lii.lGii_()F LA\;’\{
Malad (West), humbai - 400 064
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EXAMINATION MANAGEMENT SYSTEM

Examination Management module is used for overall examination related work of the college.
Basic use of this module is to maintain the complete data of examination of each sessions
conducted by college under the defined Rules. It contains Pre and Post Examination Work such
as Exam Creation, Exam Marks Patterns, Exam Time Table, Exam Registration, and Exam Roll
No. Allocation, Marks Entry by Faculty/Staff, Result Processing and printing grade cards etc.
Detail information about this module is given in this User manual.

H LOGIN

After entering specified URL in the Browser, User login form appears on the screen as shown
below.

MasterSoft Cloud

Sign In

Powerfu_l feiatutes for your = ame
institution
We provide everything you will
ever need to run an education
institution: No customization

required Forgot Passward

Figure - Login Form

I RLT COLLEGE ¢

Session: 2018-2019 Notifications = Recent Activity -

‘Working Date: 04/05/2018
counter: @ + 23/04/2018-13 30 37-121 46 94 81
Result Processing-INSERT
* 23/04/2018-13 30 17-121 46 94 81 l
Grade Alloiment-UPDATE
* 23/04/2018-13 29 48-121 46 94 B1
Grace Aliotment-UPDATE
* 23/04/2018-13 29 25-121 46 94 81
Last Login - 04/05/2018 16:47 00 Export Mark Entry-UPDATE
8 EXAMINATION * 23/04/2018-13 20 16-121 45 94 81
Login ID - COE@PES COM Lock Uniock Resull-UPDATE
@ BUS MANAGEMENT * 23/04/2018-13 28 29-121 46 94 81
Exam Mark Entry-UPDATE
About Me * 22/04/2018-13 28 28-121 46 94 B1
Exam Mark Entry-UPDATE
* 23/04/2018-13 28 19-121 46 94 B1
& counter No Exam Mark Entry-UPDATE
0 + 23/04/2018-13 28 1B-121 46 94 81
Exam Mark Entry-UPDATE
* 23/04/2018-13 28.02-121 46.94 81
@ Contact No. Exam Mark Enlry-UPDATE

& AUTHORIZATION

Bi ACADEMIC COE

Recent 10 Records Only

EJEmail ID

Figure — Main Menu On Left Side

On click of link Examination (menu shown on left side), it opens the screen as shown below,

1D/
s R L T
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I RLT COLLEGE £ (0]
B8

Counter: @

Master

¥ Recently used pages

Working Date: 04/05/2018

Transaction

Report

Figure - On click of Link ‘Examination’

1. MASTERS
2. TRANSACTIONS
3. REPORT

Master, deals with various masters such as Exam Session, Exam Creation, Exam Time Table,
Exam Grades, Room Master etc. Highest care should be taken while defining these masters.
Complete success depends on proper data entry here.

Transaction deals with Bulk Exam Registration and its locking/unlocking, Exam Registration for
backlogs, Roll No Allocation, Mark Entry & it's locking/unlocking, and Result Processing etc.

Reports deals with student related reports which includes Registration Form, Student
Registration Reports, Subject wise Student Registration Reports, Grade Card School Report,
Subject wise Mark Entry Report, Result Reports and Statistical Report etc.
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MASTER

Masters menu is used to define the entries, which will be used repetitively in the modules
wherever necessary. This minimizes the work of the User & maintains accuracy in the package.

B EXAM SESSION

This form is used to define exam session.

Link: Examination -> Master -> Common Master -> Exam Session

On click of link, it opens the screen, showing already created exam sessions.

Add New Record
Click on < > to define exam session.

Enter the Session Name, Short Name. Select the session start date and end date.

Old Session - Check the checkbox to set the session as old session if the transactions are to be
done in old session

' Add/Update Record
Session Name * MAR-18
Short Name MAR-18
Start Date * 01/03/2018 -
End Date * 31/03/2018 A
Old Session . Checkif Old Session
Active Check If Active

Figure — Exam Session

On submit, it adds the session on opening screen (which opens on click of link)

B EXAM DIVISIONS

This form is used to define exam divisions. On right side of the screen, it shows already created
exam divisions.

Link: Examination -> Master -> Common Master -> Exam Division
® Session - Select the session from drop-down list. On selection of session, it shows
already created exam divisions for the selected session.
®  Enter division name, Description. Enter starting and End range for exam dMiiﬁnR D !
mA
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Exam Divisions

Session * MAR-18 E] IShow 10 EI entries Search:
Division Name* a EDIT |= DIVISION START RANGE END RANGE
Description o @ @ e 799
= A 6.00 699

Start Range:* 700 @ B 5.00 599
End Range * 709 74 C 4.00 4.99

= = iz 0.00 399
Aclive B Check I Active

IShowing 1 to 5 of 5 enlries Previous Next

Figure — Exam Division

Copy
Click on <> if the defined divisions of selected sessions are same for other session
and so to be copied for the other session. Select ‘Session’ from drop-down. Click of

BCopy N
< >, it appears a screen as shown below.
Copy Table
New Session * Select New Session El
Figure — Selecting New Session
) . ) . ) Submit
Select the desired new session from drop-down list and click on < >, the already

defined divisions will be copied to new session.

L EXAM GRADES
This form is used to define exam grades.
Link: Examination -> Master -> Common Master -> Exam Grades

On click of link, it opens the screen , showing following fields.

B Select the session from drop-down list. On selection of session, it shows already created

exam grades for the selected session.
® Enter Grade Name, Grade Points. .. D ' :
®  Enter minimum and maximum percentage for exam grade iic PR‘NG‘?AL

MKE.S. COLLEGE_OF LAW
Malad (West), Mumbai - 400 064
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Exam Grade

Session® MAR-18 E] Min. Percent® 7000

Grade Name* o Max. Percent* 100 00

Grade Point* 700 Bl Check If Active

iShow 10 EI entries Search

EDIT | GRADE NAME GRADE POINT MIN. PERCENT MAX. PERCENT
F4 o 7.00 70.00 10000
= A 6.00 60.00 69.99
r4 B 5.00 55.00 5999
= Cc 4.00 50.00 54.99
£ 4 D 300 45.00 4999
= E 200 40.00 4499
= F 000 0.00 39.99
[ET]

Figure - Exam Grades

R Co
Click on <> if the defined grades of selected sessions are same for other session and

Co

so to be copied for the other session. Select '‘Session’ from drop-down. Click of < i, Copy >, it
appears a screen as shown below.

Copy Table

New Session Select New Session E'

B Submit
Figure — Selecting New Session
. ) . . [E) Submit

Select the desired new session from drop-down list and click on < >, the already

defined grades will be copied to new session.

B SUBJECT TYPE
This form is used to define the subject type. E.g. Electronic-Theory, Science-Theory, Science
Practical, Science-Both (If the subject is of both type, Theoretical and Practical). It will be using
while deﬂmng the subject (Link: Academic -> Pre Admission -> Subject -> Sumﬁt efg ;I
o
¢ ‘l ':,?"*”FUN
aaTgpEy - 400 064
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E.g. Chemistry is science subject and if applicable only as ‘Theoretical’ subject, then Subject
type can be selected as Science-Theory.

Link: Academic -> Pre Admission -> Subject -> Subject Type
On click of link, it opens the Subject Type form, showing already defined subject types.

) Add New Record )
Click on < > to create new record I.e. subject type. It opens the screen

showing following fields:

®  Subject Type - Enter subject type such as theory, practical etc.
®  School - It is applicable for school and not for college.

B MCQ - MCQ means Multiple Choice Question. It is applicable for school and not for
college.
® Select the subject type from the options - Theory, Practical etc

Add/Update Record

Note : * Marked Is Mandatory !

Subject Type” THEORY

School __ Check If School

Mca __| Check IfMCQ

Type @) Theory Practical Both Project
Active Check If Active

Figure — Defining Subject Type

B EXPORT EXAMS AND MARKS PATTERN

This form is used to export the exam and mark pattern from one session to another.

Link: Examination -> Master -> Common Master -> Export Exam and Marks Pattern

®  Select Source Session from which exam and mark pattern is to be exported.
B Select Basic Course, Course from respective drop-down list.
®  Select Destination Session to which exam and mark pattern to be exported

®  Click on <”> to copy exam and mark pattern.

\. R Duhe

HC PRINCIPAL
MK.ES. CQLLEGE C
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Counter: @

Source Session”

Cloud MVC User Manual - Examination(For College)

Examination > Master > Common Master > Export Exams and lAarks Pattemn

V20.4 (Release Notes) BACHLOG NOVEEER
=
Basic Course® BACHELOR OF LAW
Course” Select Course
Destnaten Sessien” Select Destination Session

I M.K.E.S.COLLEGE OF LAW a A (V]

Figure — Export Exam and Marks Pattern

B EXAM CREATION

This form is used to create the exam. It is mandatory to create the exams in sequence E.g. If
backlog exams are to be conducted before regular exam, then backlog exam must be created

before regular exam.

Link: Examination -> Master -> Common Master -> Exam Creation

®  Select Basic Course, Session, Subject Type from respective drop-down list. On selection
of subject type, it shows already created exams on right side of the screen.

®  Internal - Check the checkbox if exam is internal. Once it is saved, it will get disabled. If
unchecked, it will be treated as external.

®  Select Exam Code from drop-down list. If checkbox ‘Internal’ is checked, it shows I1, I2
in its drop-down list etc. If unchecked, it will be treated as ‘External’ and will be shown

as E1, E2 etc

B Description — Enter the description for the exam.
B Sequence No. - Enter sequence no. According to this sequence no., exam name will be

shown on right side grid.

1 fesm o -+

Helio, RINMAL

Sesuion: 20722023
Working Date: 110172823
Counter. (B

¥1.0.2 (Retease Notes)
=

Figure — Exam Creation

Report can be generated from same page.

B GRACE CATEGORY

: \Migiad (\Waoty Adiseninet o AN
This form is used to define grace categories such as NCC, Sports eté"t?rft!ér‘"‘wmc%-'Sp"e‘cra-}'s~wm

gracing can be allotted depending upon rules.

Proprietary of MasterSoft, Nagpur
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Link: Examination -> Master -> Common Master -> Grace Category

On click of link, it opens the Grace Category form, showing already defined grace categories.

Add New Record
Click on < > to create new record I.e. grace category.

®  Enter grace category.
® LD - Check the checkbox if grace category is applicable for LD I.e. Learning Disability.

® Check the checkbox if grace category is sport category. If checked, it appears a field to
select sport level

I MKESCOLLEGEOFLAW @& #

Hello, RINKAL
Session: 2022-2023
Working Date: 08/02/2023

Counter: @
v20.4 (Release Notes) Add New Record
=
Show 10+ entries Search
EDIT |: GRACE CATEGORY STATUS
Master ® DLLE ACTIVE

Transaction IShawing 110 1 of 1 entries —— n e

Report

Utiity

Figure - Grace Category Entry

B SUBJECT DEFINITION

This form is used to define the subject.
Link: Examination -> Master -> Subject -> Subject Definition

® Select Basic Course/Branch, Course/Year, Medium from respective drop-down list. On

selection of medium, it displays the list of already defined subjects for the selected
course code below the < > button.

® Part - Select part under which subject is to be included. Use of this field is depending
upon college. If it is required, then it will be defined in Academic -> Master Menu

®  Enter Subject Code, Serial Number. According to this serial no., the subject will be shown
in the list shown at the bottom of page.

" Enter Subject Name, Subject Short Name, Credits, Exam Fee, Subject Language, Subject
Type from respective drop-down list.

®  QOptional - Check the checkbox if the subject is optional. If it is unchecked, it will be
treated as compulsory.

®  Grace Applicable - Check the checkbox if the grace is applicable for the said subject

B Subject Avg. 100/2 - Check the checkbox if the average as 100/2 is to be considered for
the said subject. E.g. If student has scored 88 marks, then by concept of 100/2, 4
marks will be considered (88/2)

UC PRINCIPAL
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® Passing Head - Check the checkbox if passing head is applicable. If it is checked, then on
mark sheet, instead of 'Obtained Marks’, subject will be showing with ‘Grade’. E.g.
Physical Education type subjects

Hello, RINKAL

Session: 2022-2023 Subject Definition
Working Date: 08/02/2023
Counter: @ Note : * Marked Is Mandatory |
V204 (Release Notes) Subject Inroduce In Year® 022023 . Bamfe T
2
Basic Course/Branch * BACHELOR OF LAW v Subject Language Select Language
2 Course/Vear* BACHELOR OF LAW FIRST YEAR v SubeclType* Seiect Sutject Type
Master
University Course Select Universty Course v WP Lecture Theary Practical
Transaction Optionl
- . e [0 Check If Optienal
Unnersiy Subfect Select University Subject v - ’
Report v
. Grace Applicabie Check If Grace Applicable
s Medium ENGLISH v
g 1002 0 Check It Avg. 1002
Basic Subject Name Select Basi i
clect Basic Subject Name v o
: Passing Head () Check If Passing Head
Part / Category slaet Qiibiact D clude
egory Select Subject Part v Exclude for Exam O Check If Exciuce fo exam
Subject Code* Please Enter Subject Code Audiional Stbject [ Check If Addiional Susject
Serial No.* Arademic Evra Creqt [J Check If Is Academic Extra Credt
Add In Eamed Credit i
Subject Name* Check If Add In Eamed Credit
e 8 Check It Active
Subject Name Please Enter § \ame (Local Languag
(Local Language) Subject Status *

® New O Oid

Figure — Subject Definition Master

It Copy
Click on <> if the defined subject of selected course is same for other course and so
to be copied for the other course. Select the desired subject to be copied by click on < * >

shown at the bottom of page and then on click of < >, it opens the screen to select
New Basic Course, New Course/Year, New Medium and New Subject Code.

Proprietary of MasterSoft, Nagpur - 11 JUNE 2021- Page 13/34
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Copy Table

New Basic Course Select Basic Course

New Course/Year *

New Medium * Select Medium =

New Subject Code Please Enter New Subject Code

Figure — To Copy The Subject

Select and enter the desired details from respective fields and click on < >, the
already defined subject will be copied to other course.

B SUBJECT MARK PATTERN (use this Exam/Subject Marks
Pattern)

This form is used to define the mark pattern for the subject. E.g. Subject wise minimum and
maximum marks for internal and external exam can be defined.

Link: Examination -> Master -> Subject -> Subject Mark Pattern

®  Select Session, Basic Course, Course, Subject from respective drop-down list. On
selection of course, it shows already defined mark patterns for the subject on right side
of the screen.

®  Internal Min Marks — Enter internal minimum & Maximum marks for the subject
®  External Min Marks — Enter external minimum & maximum marks for the subject.
®  External Max Marks — Enter external maximum marks for the subject.

E.g. Here, Internal min and max marks are 10 and 40 respectively. External min and
max marks are 24 and 60 respectively

—GE OF LAW
1hai - 400 064
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1 o

&

Hello, RINKAL

Session: 2022-2023
Working Date: 110172023
Councer: @)

¥2.0.2 (Release Notes)

Subject Marks Patter
Basic Course * BACH LAV NT AN n | T A

Course* R W

tecum e
Hecem Showing 119 1¢f § entnes

Sutpect

ING
~G N *%

1w
2023 o |

Figure - Subject Mark Pattern

Report can be generated from the same form.

EXAM MARK PATTERN (use this Exam/Subject Marks

Pattern)

This form is used to define the mark pattern for the exam.

Link: Examination -> Master -> Subject -> Exam Mark Pattern

Select Session, Course and Subject from respective drop-down list. On selection of
subject, it shows already defined exam mark patterns on right side of the screen

Exam Type - Select exam type from drop-down list E.g. Internal, External etc

Exam - It displays the exams according to selection of exam type in above ‘Exam Type’
field. E.g. It is showing two external exams (Fetched from Link: Examination -> Master -
> Common Master -> Exam Creation). Select exam from drop-down list

Min Marks — Enter minimum marks for the subject

Max Marks — Enter maximum marks for the subject

Divide total external min (24 marks) and max (60 marks) (as defined in Link:
Examination -> Master -> Subject -> Subject Mark Pattern) for two internal exams
which can be as per requirement i.e. max marks 60 can be divided for two exams as
30/30 or 40/20... and min marks as 12/12 or 14/10..But note that if it should not be
exceeded than minimum and maximum marks limit. If it exceeds, it displays the
message accordingly.

V. R Dube

VG PRINGIPAL

MKE.S. COLLEGE OF LAW
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I MKESCOLLEGEOFLAW & &

Hello, RINKAL
Session: 2022-2023 Examination > Master > Subject > Exam/Subject Marks Paltern a
Working Date: 08/02/2023
Cuumﬂ:@ Note : * Marked Is Mandatory |
v2.0.4 (Release Notes) Session * i
BACKLOG NOVEMBER 2022 ¥ | Subject Marks Patten l

o

Couirse * BACHELOR OF LAW - 2 v 0 o 0 0
Master

Medium * ENGLISH v Showing 110 1 of 1 entries
Transaction

Subject* PAPER |I->LAW OF CRIMES -> Cr - 4 00->THEORY
Report

| P e

vty [" ol ‘]m[{:"‘*"”}

Exam Marks Pattern

m“ MINMARKS || | MAXMARKS || PERCENTMARK || ACTIVE | | ADDINTOTAL | | CARRY FORWARD MARK

External EXTERNAL o 0 0 ul
Internal INTERNAL 0 o 0 ]
Shuinn 4 1.3 a1 1 aniriae

Figure — Exam Mark Pattern

Report can be generated from the same form.

B EXAM SLOT

This form is used to define exam slots.

Link: Examination -> Master -> Time Table -> Exam Slot

®  Exam Type - Select exam type from drop-down list. On selection of Exam Type, it shows
already defined exam slots for the selected exam type on right side of the page.

®  Slot Name - Enter slot name
" From Time & To Time - Enter Starting and ending time of exam in the respective fields

Exam Slot
Exam Type * intemnal E| how 10 EJ enlries Search
Slot Hams * e ACTION |2 SLOT NAME FROMTIME = TOTIME  STATUS
From Time * ——— = T4 UNMTEST- 10 00 AM 11.00 AM ACTIVE
howing 1to 1of 1 entries Previou n MNext
To Time 1100 AM o
Active Check If Active

o |

Figure — Exam Slot

B EXAM TIME TABLE

This form is used to create the exam time table for the particular session. Once the time table is
locked and user wants to modify the time table, it needs to unlock from Link: Examination ->
Master -> Time Table -> Lock/Unlock Time Table.

Link: Examination -> Master -> Time Table -> Exam Time Table

On click of link, it opens the screen as shown below.

AN oA
| - 400 064
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Examination-> Master-> Exam Time Table
Note : * Marked Is Mandatory |
Sesslon Please Select ~

Exarn Type * Please Select i

Basic Course *

Please Select R
Course * Please Select 4
Subject * Please Select B
Exam Date * Enter Exarn Date
Exam Time Slot * Please Select >
Active
Lock

SL-meIt_. Cancel . éépn;t ‘

Figure — Exam Time Table Form

B Select Session, Exam Type, Basic Course, Course, Subject from respective drop-down
list. Select the date and Exam Time Slot.

B Active - Check or uncheck the checkbox to make the time table activated or deactivated.
® | ock - By default, it is checked to lock the time table. Uncheck it if not to lock.

Session: 20222023 Examination-> Master-> Time Table -> Exam Time Table
Working Date: 08/02/2023
Counter: @
v2.0.4 (Release Notes) Exam Session REGULAR FEBRUARY 2023 ~ Time Tabie Creation ) Subject Group Wise ﬂ
g =3 = Exam Name *

Basic Course BACHELOR OF LAW ~ ¥

iCotmes BACHELOR CF LAW SECOND YEAR ~ 7

L)

Master Exam Type* External el —

Transaction

Report

Utiity

Figure — Exam Time Table

B LOCK/UNLOCK TIME TABLE

This form is used to lock/unlock exam time table for the particular session.

Link: Examination -> Master -> Time Table -> Lock/Unlock Time Table

®  Select Session, Exam Type, Basic Course, And Course from respective drop-down list.

®  On selection of course, it shows already defined time table with its ‘Lock/Unlock’ status
(Last Column) on right side. Locked subject will be shown with ‘Checked’ checboxes
whereas unlocked subjects will be shown with ‘Unchecked’ checkboxes

To unlock, uncheck the checkbox for the subject which are to be unlocked. \9. ‘R, D1 L P
To lock, check the checkbox for the subjects which are to be locked. e PRINCIPAL
M.K.E.S. COLLEGE OF LAW
il | - 400 064
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Click on <> to save the changes. Now, the 'Lock’ status of the subject would have
been changed to 'Unlock” and ‘Unlock’ status would have been changed to ‘Lock’.

HE ROOM

The form is used to define rooms which will be used for exams.
Link: Examination -> Master -> Time Table -> Room
On click of link, it opens the form ‘Room’, showing already defined rooms.

\). R Duks

G PRINGIPAL
M.KE.S. COLLEGE OF LAW

Malad (Wesb, Mumbai - 400 084

_=E:-.-.
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Add New Record
Click on < > to create new record I.e. room.

®  Enter Room Name which can be Alphanumeric.

®  Block No. - Enter Block No. A room can contain more than one block depending on
the number of benches.

®  Benches Capacity - Enter capacity of benches in the block

®  Sequence No. - Enter sequence no. The room will be allocated according to this
sequence no. E.g. While allocation, if capacity of first room (Sequence no 1) is over,
then it automatically starts allocation for next room (Sequence no 2) (Link:
Academic -> Transaction -> Pre Exam -> Room Allocation)

Proprietary of MasterSoft, Nagpur - 11 JUNE 2021- Page 19/34
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TRANSACTION

Transaction deals with Student Exam Registration, Roll No Allocation, Mark Entry & it's
locking/unlocking, and Result Processing etc.

Note - There is 'ORDER BY’ facility has been given in almost all transaction forms to sort the
records in ascending order. Select the desired option e.g. ‘Roll No.’, it will display the report in
‘Roll No.” wise ascending order.

PRE EXAM
E ACTIVITY SCHEDULE

This form is used to make activity pages e.g. Exam Marks Entry, Lock/Unlock Mark Entry By
Teacher etc accessible during entered date range.

Link: Examination -> Transaction -> Pre Exam -> Activity Schedule

® Select Session, Activity, Start & End Date. On saving, the activity page will be accessible
during entered date range

Session: 2022-2023 Examination > Transaction > Pre Exam > Actwity Schedule \
i
Working Date: 08/0212023 |
Counter: @ |
Note : * Marked Is Mandatory | ‘
v20.4 (Release Notes) |
: ‘ |
& 800 REGULAR FERRUARY 2023 g ot BACHELOR OF LAW SECOND YEAR v |
|
Basic Course* BACHELOR OF LAW v B Sobmit | @ Came , |
| \
SELECT |
MENU NANE FROM DATE TO DATE |
Student Exam Regitralion 31012023 g o g i 1
Exam Registrabion Unlock 31012023 @ 01042003 =)
|
| Exam Registration Backlog 012003 g o g
i Exam Mark Eniry 31012023 g 010420 g
‘ Mark Entry By Teather 1012023 2 0104203 g
|
|
i Mark Entry By Teacher Intemal Exam 3101203 B o0 &
|

Figure - Activity Schedule

B STUDENT EXAM REGISTRATION

The Bulk Exam Registration Form is used for students registration for exam.

Link: Examination -> Transaction -> Pre Exam -> Student Exam Registration \9 R D Le

NG PRIMCIPAL
MK.E.S. GOLLIGE OF LAW

\ i
/s 3 Py S AN OGS
lad {Wast), Murmoal - 400 Ul

- (=18 >

£
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Select Session, Basic Course, Course, Medium, Section from respective drop-down list.
On selection of medium, it appears list of subjects on right side as well as student list at
bottom. It shows the student list with allotted subject with ‘Reg Status’ and ‘Lock Status’.
Select the student by checking the checkbox in the first column which are to be
registered. If all the students are to be selected at a time, click on checkbox of the first
column heading ‘Select’. Uncheck the checkboxes for the students which are not to be
registered.

Click on < & Sulomt > to register the students.

Select the students by checking the checkbox in the first column. If all the students are
to be selected at a time, check the checkbox of the first column heading Select”.

Click on < > to lock the registration. After locking the registration, then only
student will be appeared for mark entry.

R Dube

¢ PRINCIPAL
Mil ;1‘33. COLLEGE OF LAW

Malad (Wast), Mumbai - 400 064
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B EXAM REGISTRATION UNLOCK

The Bulk Exam Registration Unlock Form is used to unlock and unregister the locked students.

B Select Session, Basic Course, Course, Medium, Section from respective drop-down list.
On selection of medium, it appears student list at bottom of the screen.

®  Select the students by checking the checkbox, which are to be unlocked. If all the
students are to be selected at a time, click on checkbox of the first column heading
‘Select’.

=  Keep the checkboxed as it is I.e unchecked, which are to be ‘Locked".

Hello, RINKAL
Session: 2022.2023 Examination > Transaction > Pre Exam > Exam Registration Unlock

Working Date: 08/02/2023
Counur:@ Note : * Marked Is Mandatory |

v2.0.4 (Release Notes) Session *

|
|
|
|
|
|
< ‘
|

Mecwum *

REGULAR FEBRUARY 2023 v | EencusH

o i O P
Basic Course * BACHELOR OF LAW ~  Secton Please Seiect v

Gourse * BACHELOR OF LAW SECOND YEAR »  OmarEyE Roll Number v

Studenl Details
Search

T R
] 1 AGARWAL SAKET VIVEK Lock -
=

m] 2 AGRAWAL NIKHIL GHANSHYAN Lock
0 3 AMERE SHARDUL PRASHANT Lock ~
O 4 ARUMUGAN SONIA CHINNALUTHU Lock

o 5 ASHTAPUTRE ANIRUDH VADIRAJ Loek

O 6 BHANUSHALI ANJALI MURJI Lock

Figure - Unlock the Registration

If the student is registered and locked, it doesnt allow to change student details (e.g. Subject
Updation, Roll No Updation). So to make the changes:

= Click on < . >. Now go to 'Link: Examination -> Transaction -> Pre Exam ->

Student Exam Registration’, it will change the previously ‘Locked’ status as ‘Unlocked".

® To unregister the student, < > the student and then click on

< >,

B ROOM ALLOCATION

The Room Allocation Form is used to allocate the room .

Link: Examination -> Transaction -> Pre Exam -> Exam Registration Unlock
|

Link: Examination -> Transaction -> Pre Exam -> Room Allocation

®  Select Session, Exam Date, Exam Type from respective drop-down list. On selection of
Session, it displays already allocated room on right side.

® Select course. If exam is not scheduled for entered date and course, it will not display
the course in its list.

®  Starting Block - Select the starting block. It starts allocation from this selected block.

= Qperation Type - Select the option on which basis room allocation is to be done. The
options are - Roll No. Wise Allocation, Subject Wise Allocation or Clear Allocation. Clear
Allocation means it clears all the allocations, which were already done. R ‘

T PRINCIPAL
i - OF LAW
pyggai - 400 064

s
:“(
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Figure — Room Allocation

B EXAM ROLL NO. ALLOCATION

This form is used to allot examination roll nos. to the students. The roll nos can be updated
multiple times. On updation, previously allotted roll no will be overwritten with new one.

Link: Examination -> Transaction -> Pre Exam -> Exam Roll No. Allocation

Select Session, Basic Course, Course from respective drop-down list

Copy Academic Roll No. - Check the checkbox if academic roll no. are to be used as
exam roll no. It copies only roll no. and not its prefix.

Enter prefix and starting no.

B STUDENT DETAILS UPDATE

This form is used to update student details such as Academic Roll No., Exam Roll No Prefix,
Exam Roll No. And Unique Code

Link: Examination -> Transaction -> Pre Exam -> Student Details Update

Select Session, Basic Course, Course from respective drop-down list

Select Fields from drop-down list, which is to be updated. It displays the student list
with field with its original value.

Update
Update the field for desired student and click on < P > respective button.

Update All
If field is updated for all students, then click directly on < >

\.R Dokt

IIC PRINCIPAL
: NLLTC = LAV

S i e el e
KE &, Ul leaai

Plfg.if‘-‘i.{‘.u ML W : :
4 (Waet), Mumbai

ML:AIIMBJ 1% Visohl, il
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B GRACE CATEGORY ALLOCATION

This form is used to allot the grace category to the student.

Link: Examination -> Transaction -> Grace Category Allocation

®  Select Session, Basic Course and Course from drop-down list. On selection of course,
it displays a student list.

B Select the grace category from drop-down list (last column) which is to be allotted to
the student.

‘\\,-'r,ﬂ 2 | £ .

Malad (Wesl), Mumodi -4
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RESULT PROCESS
B SUBJECT TEACHER ALLOTMENT

This form is used to allot the teacher to subjects. This particular teacher will be allowed for
mark entry for that particular subject.

Link: Examination -> Transaction -> Result Process -> Subject Teacher Allotment

On click of the link, it opens the screen as shown below.

B Select Session, Course, Medium, Subject, Section(Optional field) from drop-down list.
On selection of subject, it shows the name of the faculties on right side, if faculty is
allotted to the selected subject.

®  Teacher - Select teacher from drop-down list to whom selected subject is to be
allotted

B EXAM MARK ENTRY

This form is used by Admin, Clerical Staff or any type of user to whom the link is assigned. The
form is used to enter the mark for any subjects that allotted to registered student. On right
side, it shows the codes for disciplinary actions, which can be used while mark entry if required.

Link: Examination -> Transaction -> Result Process -> Exam Mark Entry

®  Select Session, Basic Course, Course, Section (Optional Field), Subject, Exam Name
from respective drop-down list

®  On selection of exam name, it appears list of student with text box to enter the
marks.

®  Enter the marks for all the students

®  Enter the codes for disciplinary action if required. Note is given for the same on right
side.

Lock
®  Click on <-> button. It is mandatory to enter the marks for all the students.
Then only, mark entry can be locked.

= Fpllow the same process for all subjects

\QQDWLL

r») D " a‘t\arp‘- t} L
ILE.S. COLLZGE OF LAW
i\l‘p tad (Weas f wmbai - ‘AG‘}: (64
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Hello, RINKAL
Session: 2022-2023 Examination > Dynamic Report > Mark Entry Data
Working Date: 08/02/2023
Counter: @ Sessicn * DECEMSER 2021 REGULAR v
v2.0.4 (Release Notes)
e Basic Course * BACHELOR OF LAW v
Course | BACHELOR CF LAW SECCND YEAR v
SR -
— — N o
Master TFRer || Preveus Fiters« | | ciewr | I Saved Cowrns + | i3 Pt o D B @ &- T
Transaction Session Name Basic Course Name Course Name Studentlg Academic Roll Number Exam Roll Number First Name Middle Name LastName
-
Report DECEMBER 2021 : : BACHELOR OF LAWY 2
amp BACHELOR OF LAW SECONDYERR U 1 £32 LISHA GAURAY ACHARYA 3
&
DECEMBER 2021 X BACHELOR OF Lav/ =
REGULR BACHELOR OF LAW SECONDYEAR M 1 32 USHA GAURAY ACHARYA
B
8
DECEMEER 2021 BACHELCR OF LAW £
RGN BACHELOR OF LAW SECOND YEAR 0um 1 £32 USHA GAURAY ACHARYA L—
DECEMBER 2021 . o BACHELOR OF LAW , .
REGULAR BACHELOR OF LAW SEDVERR num 1 82 LS GAURAY ACHARYA -
2

Figure - Exam Mark Entry by Authorized Person
Report can be generated from same form

It has a facility to export the student list in Excel format and import the same after completion
or updating the mark entry.

Click on <Export to Excel> button, it exports list of student in Excel file.

Enter or update the mark entry for all the students.

Save it in Excel 97-2003 (.xls) format.

Select the same criteria and click on <Import from Excel>. It appears a buttons - <Browse>
and <Upload> button below the <Import from Excel> button.

Click on <Browse> button and select the Excel file

Click on <Upload> button, the marks will be appeared in the grid.

Click on <Submit> and <Lock> button to save and lock the mark entry.

Note - If mark entry is already done and locked, but user wants to update the marks through
Excel by using ‘Export to Excel’ facility, it can be done.

Export the Excel and update the marks as explained above.

But to import, unlock the mark entry through ‘Link - Examination -> Transaction -> Lock Unlock
Mark Entry".

B MARK ENTRY BY TEACHER

The form is used by the teacher to enter the mark for subject that allotted to particular teacher.
On right side, it shows the codes for disciplinary actions, which can be used while mark entry if
required.

Link: Examination -> Transaction -> Result Process -> Mark Entry By Teacher

®  Select Session, Basic Course, Course, Section (Optional Field), Subject, Exam Name
from respective drop-down list

®=  On Subject field, it shows only those subjects which are allotted teacher & whao is
logged in.

B On selection of Exam Name, it appears list of student with text box to enter the

marks.

- 11 JUNE 2021-
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®  Enter marks for all the students
® Enter the codes for disciplinary action if required. Note is given for the same on right
side.

Lock
®  Click on <-> button. It is mandatory to enter the marks for all the students.
Then only, mark entry can be locked.

"  Follow the same process for all subjects

Report can be generated from same form

It has a facility to export the student list in Excel format and import the same after completion
or updating the mark entry.

Click on <Export to Excel> button, it exports list of student in Excel file.
Enter or update the mark entry for all the students.
Save it in Excel 97-2003 (.xls) format.

Select the same criteria and click on <Import from Excel>. It appears a buttons - <Browse>
and <Upload> button below the <Import from Excel> button.

Click on <Browse> button and select the Excel file
Click on <Upload> button, the marks will be appeared in the grid.
Click on <Submit> and <Lock> button to save and lock the mark entry.

Note - If mark entry is already done and locked, but user wants to update the marks through
Excel by using ‘Export to Excel’ facility, it can be done.

Export the Excel and update the marks as explained above.

But to import, unlock the mark entry through ‘Link - Examination -> Transaction -> Lock Unlock
Mark Entry’

Proprietary of MasterSoft, Nagpur - 11 JUNE 2021- Page 27/34
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B | OCK UNLOCK MARK ENTRY

The form is used to lock/unlock mark entry.
Link: Examination -> Transaction -> Result Process -> Lock Unlock Mark Entry

On click of the link, it opens the screen as shown below.

® Select Session, Subject Type, Basic Course, Course, Section (Optional Field), Exam
Name from respective drop-down list

® On selection of course, it displays the subject list on right side.

® Exam Name - Select exam name from drop-down list. If it is not selected, it will
lock/unlock the subjects for all exams.

B To 'Lock’ the subject, check the checkbox for desired subject

® To 'Unlock’, uncheck the checkbox for desired subject. If all the subjects are to be

checked or unchecked at a time, Check or uncheck the checkbox of first column
heading ‘Select".

Submit
B Click on < a >

jooooooed

Figure — Lock Unlock Mark Entry

Now, user can go to 'Link: Examination -> Transaction -> Exam Mark Entry’ OR ‘Link:
Examination -> Transaction -> Mark Entry By Teacher’

Update the marks.

Lock
Click on <-> button, which is given on both the forms

Or
Go to Link: Examination -> Transaction -> Result Process -> Lock Unlock Mark Entry

furnbal - 400 064
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B EXPORT MARK ENTRY

The form is used by administrator to export mark entry (in database tables). Unless and until
mark entry is exported, there will no reflections on report, grade card etc.

It is very important process which works in back-end. It is not only one time process, but to be
processed every time, whenever there are changes in marks.

Link: Examination -> Transaction -> Result Process -> Export Mark Entry

B Select Session, Basic Course, Course, Section (Optional Field), and Student from
respective drop-down list

®  Student - Select student from drop-down list if required. Or else, it will export mark
for all students.

B TEACHER GRACING

This is the special feature which is used by teacher to give the gracing marks. This gracing
marks will be directly added to original obtained marks. This type of gracing will not be shown

by any marking (E.g. *) on grade card.
Link: Examination -> Transaction -> Result Process -> Teacher Gracing

= Select Session, Basic Course, Course, Section (Optional Field), Subject, Exam Type,
from respective drop-down list.
®  Marks From and To - Enter the mark range.

®  On click of <m>, it displays the list of students who obtained marks in this
range and needs teacher gracing possibly. It shows required gracing marks in

column ‘Gracing”.

Select the student by checking the checkbox in the first column to whom gracing is to
be given. If all the students are to be selected at a time, check the checkbox of the first
column heading.

&) Submit
®  (Click on < >,
®" Go to Link: Examination -> Transaction -> Export Mark Entry to export the mark entry
and to get the reflection.

R Doe

i rﬁsrya;
]

[} =

K ES COLLEGE OF LAW
Ma'lad (NMast), Mumbai - 400 064
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B GRACE ALLOTMENT

The form is used to allot the grace to pass the student in exams. This grace allotment is
different from Link - ‘Examination -> Transaction -> Grace Category Allocation’ which is used
only to allot grace category such as NCC, Sports etc.

Link: Examination -> Transaction -> Result Process -> Grace Allotment

®  Select Session, Basic Course, Course, Section (Optional Field), Category from
respective drop-down list.

B Student - As the field is optional, do not select the student esp. when grace allotment
is to be done for very first time. In such scenario, grace will be allotted for all
students.

B If grace allotment is done and there is change in marks for particular student, then to
update the grace, select that particular student. In this case, grace will be allotted
only for that particular student, instead of processing for all students unnecessarily.

= Apply Combine Passing Rules - Check the checkbox to apply combine passing rule. In
combine passing rule, student will have to score not only total passing marks 40, but also to
clear both, internal and external exam separately.

B GRADE ALLOTMENT

The form is used to allot the grade to the student.

Link: Examination -> Transaction -> Result Process -> Grade Allotment

®m  Select Session, Basic Course, Course, and Section (Optional Field) from respective
drop-down list.

®  Student - As the field is optional, do not select the student esp. when grade
allotment is to be done for very first time. In such scenario, grade will be allotted for
all students.

= If grade allotment is done and there is change in marks for particular student, then
to update the grade, select that particular student. In this case, grade will be
updated only for that particular student, instead of processing for all students

unnecessarily.

g = e e e s
Malad (Wast) dumbai - 400 064

e
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B RESULT PROCESSING

The form is used to process the result of all the students or a single student. Before processing
the result, mark entry and its locking is mandatory. On processing the result, it automatically
locks the result.

Link: Examination -> Transaction -> Result Process -> Result Processing

® Select Session, Basic Course, Course, Section (Optional Field), Category, Faculty
Type, and Result Date from respective drop-down list

® Students - Selection of student is optional. If student is selected from the list, then
the result will be processed for the selected student only. Or else, it will be processed
for all students.

Session; 2072-2023
Working Date: 1120172023
Counter: @

v1.0.7 (Retaans Hotes)

Parks Proceasng

Figure — Result Processing

RABC B @ 7ty g - e \
MK.ES. COLLIGE OF LAW

woai - 400 064
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B LOCK UNLOCK RESULT

As result is already locked after result processing, this Lock / Unlock Result form is used to
unlock the result first, and then to lock the result.

Link: Examination -> Transaction -> Result Process -> Lock / Unlock Result
On click of the link, it opens the screen as shown below.

® Select Session, Basic Course, Course, Section (Optional Field) from respective drop-

down list
®  Check the checkbox for the student, whose result is to be locked / unlocked. If entire
students are to be selected at a time, check the checkbox of first column heading.

Unlock

" (Click < > to unlock the result.
8 Lock

B (Click <-> to lock the result.

0
MIES. € LAW
Malzid (West), Mumbai - 400 064
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REPORT

Reports Menu deals with student related reports which includes Student Registration Reports,
Subject wise Student Registration Reports, Grade Card School Report, Subject wise Mark Entry
Report etc.

Note - There is 'ORDER BY’ facility has been given in almost all reports to sort the records in
ascending order. Select the desired option E.g. ‘Date’, it will display the report in ‘Date’ wise
ascending order.

PRE EXAM REPORTS
B REGISTRATION FORM

This form is used to generate the student registration form. It automatically fetches student
details and in rest of the field, student has to fill up the data accordingly. After signing of the
form, student will submit the form.

Link: Examination -> Report -> Pre Exam Reports -> Registration Form

B STUDENT REGISTRATION REPORT

This form is used to generate the student registration report.

The option ‘Registered/Not Registered” has been also given to generate the report for
registered/not registered students. The report can be generated according to ‘Lock Status’ also.

Link: Examination -> Report -> Pre Exam Report -> Student Registration Report
It shows the details - Student ID, Roll No., Student Name, Subject and Lock Status

B SUBJECT WISE STUDENT REGISTRATION REPORT

This form is used to generate subject wise student registration report.

The option ‘Student List/MIS Report’ has been also given to generate the student list or MIS
report.

Report can be generated for single subject, or for all subjects at a time. To generate for all
subject, do not select the subject.

Link: Examination -> Report -> Pre Exam -> Subject wise Student Registration Report
In Student List, it shows the details - Roll No, Name of Student, Gender and Subject.

In MIS report, it shows the details - Subject Code, Subject, No. Of Male/Female Students and
their Total.

B EXAM WISE STUDENT REGISTRATION REPORT
This form is used to generate exam wise student registration report.

Link: Examination -> Report -> Pre Exam -> Exam wise Student Registration Report

It shows the details - Roll No, Name of the Student, and Subject

H ROOM ALLOCATION REPORT
This form is used to generate room allocation report.
Link: Examination -> Report -> Pre Exam -> Room Allocation Report

It shows the details - Name of the Supervisor, Block No., Room No., Date & Time, Subject

Name, Exam Roll No. and Total No of Student. \0 R

(“ PRi N"‘HFN
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B HALL TICKET

This form is used to generate hall ticket. Hall Ticket can be generated for single student, or for
all students at a time. To generate for all students, do not select the student.

Link: Examination -> Report -> Pre Exam -> Hall Ticket

B BLANK REPORT

This form is used to print the blank report for - Assessment, Internal Assessment, Practical
Assessment Sheet, and Assignment Sheet. User can fill up the data manually as per
requirement.

Link: Examination -> Report -> Pre Exam Report -> Result Report
RESULT REPORT
B RESULT REPORT

This form is used to generate various types of result report such as - Class Topper, Subject
Topper, Subject Group wise Topper, Exam Resolution Report.

Link: Examination -> Report -> Result Report -> Result Report
‘Declaration Report’ means result declaration report, which shows student wise Pass/Fail status.

‘Exam Resolution Report’ shows subject wise student counts who are eligible for teacher gracing
and how many gracing marks are required? (Column *-1..-5..-10" shows the gracing marks

required).

B BACKLOG RESULT REPORT

This form is used to generate backlog result report by using various option such as - Backlog
Students Registration Report, Backlog Course wise Report, Backlog Subject wise Report,
Backlog Subject wise MIS Report, and Backlog Caste wise MIS Report etc.

Link: Examination -> Report -> Result Report -> Backlog Result Report

B GRADE CARD

This form is used to generate grade cards and tabulation register.

Link: Examination -> Report -> Result Report -> Grade Card

B SUBJECT WISE REPORT

This form is used to generate subject wise failure and absent report.
Link: Examination -> Report -> Result Report -> Subject wise Failure Report

STATISTICAL REPORT
B STATISTICAL REPORT

This form is used to generate various types of statistical report such as - Class wise Result,
Caste wise Result, Subject Wise Result, and Minority wise Result etc.

Link: Examination -> Report -> Statistical Report -> Statistical Report
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ACADEMIC MANAGEMENT SYSTEM

Academic Management module is used by Academic Sections from schools and colleges,
Basic use of this module is for recording of Academic, Personal, Fees, Attendance, and
Marks information of students.

“* LOGIN

After entering specified URL in the Browser, User login form appears on the screen

as shown below.

MasterSoft Cloud

i Sign In

% easy to use for your  Gathes it
hreshvedo; Y | Rinksl GNKCC COM
nad

I 1o engage teachers and  Colloct
Ho expertise requied to throug
ly accomphah a task.

T

Terms of Usa

Berver = 2

Figure — Login form

“* MAIN MENU
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Figure — Main Menu on Successful Login

On click of link ACADEMIC (shown on left side), it expands the academic menu as shown

below.
uyﬁl&c@ﬁ?
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O MKESCOLLEGEOFLAW & A
Hello, RINKAL

Session: 20222023

Working Date: 01/02/2023

Counter: @

Master

Pre Admission
Transaction
Student Reports
Tally Integration
Fees Reports
Society Reports
Setting

Graphical Roport

JD Reports

©
v2.04 (Release Notes) u
o

Figure — On click of Link ‘Academic’
In main menu, following are the sub menus:

MASTERS

PRE-ADMISSION

TRANSACTION

STUDENT REPORT

TALLY INTEGRATION

FEES REPORT

SOCIETY REPORTS

. SETTINGS

Masters — In master menu, User can define various Master Entries required throughout
the module such as Academic Data — Academic Session, Payment Type, Student Type,
Common Master - Caste Category, Sub Caste, Gender, Religion, area and Bank Details
etc.

®NOUA W

Pre Admission deals with the sub menus such as Courses - Year, Semester, Fee
Heads, Cash Book, Cashbook rights; Fees - Basic Course, Course Updation, Fee Heads,
Standard Fees, Subject Fees, and Installment Fees etc.

Transaction deals with — Registration & Merit List, Collect Fees — Student Admission,
Fees Collection, Receipt Reconciliation, Outstanding Fees; Other Fees, Receipt -
Admission Cancellation, Receipt Cancellation, Course Type Change, Fee Type Change;
and Data entry - Student Information, Student Subject Updation, Roll /no. Updation etc.

Students Reports - It deals with student related reports. User can generate reports
such as Admission - Prospectus & Registration Sales Summary, Student Admission
Report; Certificate Reports - Attempt, Bonafide Student TC; MIS Reports, Student
Graphical Report etc.

Fees Report - This is used to generate various fees related report which includes daily
collection register which shall be printed on day to day basis. It also includes reports
such as Receipt Cancellation Report, Admission Cancelled Report and Outstanding Fees
Report etc. Along with this, it is used to generate Miscellaneous Fees Collection Register,
Fees Write-Off report etc.

Society Reports - This is used to generate report, which will be using by society user.
It includes - Fee Collection Report, Admission MIS Report.

g R. Dubs
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Settings - This menu is used for settings the values that assigned to an application. It
includes various forms such as Configuration — to configure the settings, Reset
Password; Year/End Semester Promotions, User Profile etc.

MASTER

Masters menu is used to define the entries, which will be used repetitively in the
modules wherever necessary. This minimizes the work of the User & maintains accuracy
in the package. The different options are shown in following image.

% ACADEMIC SESSION

This form is used to define academic session details.
Link: Academic -> Master -> Academic Data -> Academic Session

This form includes:

B  Session Name - Enter the session name

= Short Name - Enter the short name.

®  Start Date - Select the start date.

®  End Date - Enter the End date.

®  Active - Check or uncheck the checkbox to make the session activated or
deactivated

B QOld Session - Check the checkbox if previous session data (Student Information,
Outstanding Fees) is to be fetched in current session.

I MKE.S.COLLEGE OF LAW a L U}

Hello, RINKAL
Session: 2022-2023 Academic Session
Working Date: 04/02/2023
Counter: @ Note : * Marked Is Mandatory |
v2.0.4 (Release Notes) 2
Session Name 2020.2021 Show 10 v entres Search
=
Short Name * 2020.2021 ACTION i SESSION NAME START DATE
Start Date * DOm0 e & COLLEGE DEFAULT SESSION 29/06/2020 |
20/06/202 =] &3
Master & 2020-2021 20/06/2020 =

Erd Date* 3010672021

o

Pre Admission * END DATE 30/06/2021

Active
Transaction Check ihfictve rg 20192020 01/0312019

Old Session @ Check if Old Session rd 2021-2022 28/06/2021

Student Reports

m T _J & 2022.2023 01/07/2022
Tally Integration [ R

Figure - Session Creation Master
** PAYMENT TYPE

This form is used to define payment types.

Link: Academic -> Master -> Academic Data -> Payment Type On click of link, it opens
the screen as shown below, showing already defined types of Payment.

Payment Type
Show 10 v entries Search 4"
Action l: Payment Type Description Status
4 FULL PAY FULL PAYMENT ACTIVE
[Showing 1 to 1 of 1 entries - N
Page no. 5
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Figure — On Click of Link

. Add New Record
Click on < > to create new record I.e. payment type. It opens the

screen

showing following fields:

Payment Type - Enter the name of payment type.
Description - Enter the description for payment type.

Active - Check or uncheck the checkbox to make payment type activated or

deactivated.

Add/Update Record

Note : * Marked Is Mandatory |

Payment Type* FULL PAY
Description* FULL PAYMENT

(0 Check If RTE

Check If Active

Figure — Payment Type Master

% STUDENT TYPE

This fo

rm is used to define student types.

Link: Academic -> Master -> Academic Data -> Student Type
On click of link, it opens the screen as shown below, showing already defined student

types.

Student Type

Add New Record

IShow 10 E]entries

Search

M.K.E.S. COLLEGE OF LAW
Malad (West), Mumbai - 400 064

Action [ Student Type Status
= REGULAR ACTIVE
= EX STUDENT ACTIVE
= BACKLOG ACTIVE
Showing 1 to 3 of 3 entries Previous Next
N—
. [
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Figure — On Click of Link

_ Add New Record
Click on < > to create new record I.e. student type. It opens the

screen showing following fields:

®  Student Type - Enter the student type.
B Active - Check or uncheck the checkbox to make student type activated or
deactivated.

Add/Update Record

Note : * Marked Is Mandatory !

Student Type* Home University

Active Check If Active

Figure — Student Type Master

“* FACULTY

This form is used to define the faculties.
Link: Academic -> Pre Admission -> Course -> Faculty

On click of link, it opens the screen as shown below, showing already defined faculties.

Faculty
Add New Record
IShow 10 v entries Search
ACTION |: FACULTY STATUS
& LAW ACTIVE
IShowing 1 to 1 of 1 entries Previous n Next

Figure — On Click of Link

0.2 Dok |
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Add New Record
Click on < > to create new record I.e. Faculty. It opens the screen

showing following fields:

® Faculty / Stream - Enter the name of faculty / Stream.

" Active - Check or uncheck the checkbox to make the faculty activated or
deactivated.

Add/Update Record

Faculty / Stream * LAW

Active Check If Active

Figure - Faculty Master
% CASTE CATEGORY

This form is used to define caste category type.
Link: Academic -> Master -> Common Master -> Caste Category

On click of link, it opens the screen as shown below, showing already defined caste
categories.

Add New Record

Show 10 v entries Search
ACTION |: CASTE CATEGORY DESCRIPTION CODE SERIAL NO.

= NT NT NT 0
= NTB VIMUKTA JATI AND NOMADIC TRIBES B NTB 4
&= NTC VIMUKTA JATI AND NOMADIC TRIBES C NTC 5
r4 NTD VIMUKTA JATI AND NOMADIC TRIBES D NTD 6
= OoBC OTHER BACKWARD CLASS OBC 7
= OPEN OPEN OPEN 9
r s SBC SPECIAL BACKWARD CLASS SBC 8
= SC SCHEDULE CLASS SC 1
= ST SCHEDULE TRIBE ST 2
= VJINT VIMUKTA JATI IDENOTIFIED TRIBES VINT 3

[Showing 1 to 10 of 10 entries rev J

Figure — On Click of Link

R Dub
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Add New Record
Click on < > to create new record I.e. caste category. It opens the

screen showing following fields:

® (Caste Category - Enter the caste category name.
®  Description - Enter the description of caste category.
® Code - Enter the code for caste category.

** TITLE

This form is used to define Title.
Link: Academic -> Master -> Common Master -> Title

On click of link, it opens the screen as shown below, showing already defined Title.

Title
Add New Record
Show 10 E] entries Search
ACTION | TITLE STATUS
[£4 MR ACTIVE
rs MRS ACTIVE
& MISS ACTIVE
4 MASTER ACTIVE
IShowing 1 to 4 of 4 entries Previous -
T —-——

Figure — On Click of Link

Add New Record )
Click on < > to create new record IL.e. Title. It opens the screen

showing following fields:

B Title - Enter the title such as Mr. Mrs. etc.
B Active — Check or uncheck the checkbox to make title activated or deactivated

\J. R Dube
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Add/Update Record

Title * Dr

Active Check If Active

W
B Submit B @ 4
e =

Figure - Title Master
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“* GENDER

This form is used to define Gender.

Link: Academic -> Master -> Common Master -> Gender

On click of link, it opens the screen as shown below, showing already defined gender.

Gender

[Show 10 B entries

ACTION = GENDER
rg FEMALE
g MALE
r g OTHER

iShowing 1 to 3 of 3 enlries

STATUS

ACTIVE

ACTIVE

ACTIVE

Figure — On Click of Link

Add New Record
Click on < > to create new record I.e. gender. It opens the screen

showing following fields:

®  Gender - Enter the gender.
®  Active - Check or uncheck the checkbox to make gender activated or deactivated

Add/Update Record

Gender *

Active

s ID PROOF

MALE

B3 check If Active

Figure - Gender Master

This form is used to enter various types of ID proof.

Link: Academic -> Master -> Common Master -> ID Proof

Search

Previous Hext

On click of link, it opens the screen as shown below, showing already defined ID proofs.

ug E%N@tr%f'
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Id Proof

IShow 10 E| entries Search
ID PROOF NAME 1= ACTIVE STATUS ACTION
AADHAR CARD ACTIVE =
LICENSE ACTIVE =
[Showing 1 to 2 of 2 entries Previous Hext

Figure — On Click of Link

Add New Record
Click on < > to create new record I.e.ID proof. It opens the screen

showing following fields:

®= ID Proof Name - Enter the ID proof type.
" Active - Check or uncheck the checkbox to make ID proof activated or
deactivated

Add/Update Record

ID Proof Name * PAMN Card

Active Check If Active

| =
d i

Figure - ID Proof Master
s BANK

This form is used to define the banks.
Link: Academic -> Master -> Bank Details -> Bank
On click of link, it opens the screen as shown below, showing already defined banks.

Bank

Add New Record

Show 10 E] entries Search —’

ACTION 1= BANK CODE BANK NAME STATUS
@ PNB PUNJAB NATIONAL BANK ACTIVE
[ sBl STATE BANK OF INDIA ACTIVE

Showing 1 to 2 of 2 entries Previous - Next

Figure — On Click of Link
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. Add New Record
Click on < > to create new record I.e. Bank. It opens the screen

showing following fields:

®  Bank code- Enter the Bank code.

B Bank name - Enter the Bank name.

®  Bank Address - Enter Bank address

= Active - Check or uncheck the checkbox to make bank activated or deactivated

Add/Update Record

Bank Code* BOI

Bank Name*® Bank of India

Bank Address Baijaj Nagar

Active Check If Active

Figure - Bank Master

“* BANK ACCOUNT

This form is used to define the bank account. On right side, it shows the list of account
no. but according to the selection of bank.

Link: Academic -> Master -> Bank Details-> Bank Account

Bank Account

Bank Name * Please select Bank Name E|

Account No * Please enter acc

Aclive

Figure — On Click of Link
This form includes:

®  Bank name - Select bank name from drop-down list.
B Account No. — Enter bank account no.
B Active — Check or uncheck the checkbox to make the bank account activated or

\.R Dube
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“* FEE HEAD

This form is used to define fee head under the particular receipt book. Maximum 40
heads can be defined under particular receipt book.

Link: Academic -> Pre Admission -> Course -> Fee Head

Good amount of homework is required before User defines fees head. User has to
properly write down all the possible fees head in cash book & sequence in which it shall
appear in receipt given to students & all other reports. Also decide short fees name,
which will appear in all the report such as DCR - Daily Collection register, Student ledger,
Demand register etc. Get it approved from principal. Now, perform following procedure
to define fees heads of a cashbook. When User clicks on fee heads sub menu, the screen
showing following fields will appear.

On click of link, it opens the screen showing following field:

B Receipt Book - Select receipt book from drop-down list. On selection, it displays
the list of already created fee head under the selected receipt book on its right
side.

® Head Description - Enter the description of fee head

®  Short Name - Enter short name for fee head

®  Other Fee Head - If the defined fee head is to be considered in other fees also,
check the checkbox. Else, uncheck.

®  Installment Head - If fee under the defined fee head is to be allowed in
installment, check the checkbox. Else, uncheck.

®  Caution Money - If the defined fee head is for caution money, check the
checkbox. Else, uncheck.

B Excess Fee - If the defined fee head is for excess fee, check the checkbox. Else,

uncheck. Only single fee head can be defined as excess fee. So, after defining the
fee head for excess fee, it gets disabled next time. Refer the following figure.

®" Sr. No. - Enter serial no. According to this serial no., fee head will be shown on
right side grid of the same page. Also, this fee head will be shown on generated
receipt according to this serial no.

®  Bank Name - Select bank name from drop-down list.

®  Bank A/c No. - Select bank a/c from drop-down list. The fee head will be linked
to this bank account no.

®  Active — Check or uncheck the checkbox to make the fee head is activated or
deactivated.

Recaipt Book * BACHELOR OF LEGAL SCIEHNCE ~ Show 12~ entnes Sasrch
Hoad Description * Fea ACTION 1\ SERIAL NO SHORT NAME DESCRIPTION l
@ 1 TUIMON FEES TUMON FEES
CEVELOPMENT FEE  DEVELOPMENT FEES
Ehaskliother Fee tesd 3 UBRARY FEES LIBRARY FEES
Check I Instalmant Fee Hoad - 2 GYMKHANA FEES GYMKHANA FEES
Chack If Caubon Money @ 5 OTHER FEES OTHER FEES

Check if Excess Fee G s EXTRACURRICULAR

o 7 MAGATINE
IDENTITY CARD

9 GROUP INSURANCE

> 10 STUCENT WELFARE  STUDENT WELFARE FUNI

Shovang 110 10 of 20 satries - Kl

=

Figure — Fee Head Master
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“* BASIC COURSE

This form is used to define basic course.
Link: Academic -> Pre Admission -> Fees -> Basic Course

On click of link, it opens the screen as shown below, showing already defined basic
courses.

Basic Course

Add New Record
[Show 10 v enlries Search
ACTION |: BASIC COURSE NAME SERIAL NO STATUS
= BACHELOR OF LEGAL SCIENCE 1 ACTIVE
g BACHELOR OF LAW 2 ACTIVE
iShowing 1 1o 2 of 2 entries Previous n Next

Figure — On Click of Link

. Add New Record .
Click on < > to create new record I.e. basic course. It opens the

screen showing following fields:

®  Faculty - Select faculty from drop-down list

= Degree - Select degree from drop-down list

B Receipt Book - Select receipt book from drop-down list. Now onwards, next
transactions that related to this basic course will be done under the selected
receipt book.

= Basic Course — Enter name of basic course.

B Course Level - Select course level from drop-down list E.g. under graduate, post
graduate

®  Select Major - Select major from drop down list if applicable

®  Sr. No. — Enter serial no. According to this serial no., basic course will be shown
on opening screen (on click of link). Also, this basic course will be shown
according to this sr. no. in the drop-down of respective field. E.g. Link: Academic
-> Transaction -> Collect Fees -> Student Admission -> Field ‘Basic Course’ on
left-top

B  Active - Check or uncheck the checkbox to make basic course is activated or
deactivated.

I/C PRINCIPAL
M.K.E.S. COLLEGE OF LAW

Malad (West), Mumbai - 400 064
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Update Record

Course/Year Name ~ BACHELOR OF LEGAL SCIENCE FIRST YEAR

Short Name ~ BOLS SEM 1

Max Seats o

Next Course/Year BACHELOR OF LEGAL SCIENCE SECOND YEAF ~
University Course Select University Course ~
Last Admission Date 54/08/2021 =53
Course Start Date Enter Course Start Date =53]
Course End Date Enter Course End Date =}

Fee Course Check If Fee Course

Figure — Basic Course Master

¢ COURSE CREATION

This form is used to create the courses.
Link: Academic -> Pre Admission -> Fees -> Course Creation

On click of link, it opens the screen as shown below.

Course Creation

Note : * Marked Is Mandatory !

Basic Course * Select Basic Course B
Duration * Please Enler Duration

CoursePattern * Select Course Pattern B
FeePattern * Select Fee Pattern B
Active B check I Active

Figure — On Click of Link

- R Dube
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This form includes:

B Basic Course - Select basic course from drop-down list. On selection of basic
course, it displays the list of created course on its right side, if it is already
created.

®  Duration - Enter duration of the course

®  Course Pattern — Select course pattern from drop-down list. According to the
duration and course pattern, it creates the courses. It can be seen on its right-
side grid after saving the record. Then, it also updates the course in Link:
Academic -> Pre Admission -> Fees -> Course Updation

®  Fee Pattern - Select fee pattern from drop-down list.

B Active - Check or uncheck the checkbox to make the courses activated or
deactivated.

Course Creation

Note : " Marked Is Mandatory |

Basic Course Select Basic Course v COURSE NAME STATUS
Duration * Pleast ter Dut

CoursePattern * YEAR WISE v

FeePattern YEAR WISE ¥

Active Check If Active

Figure — Course Creation Master

Course Creation

Note : " Marked Is Mandatory |
Basic Course © BACHELOR OF LEGAL SCIENCE - COURSE NAME STATUS
Duration * S BACHELOR OF LEGAL SCIENCE - 10 ACTIVE
BACHELOR OF LEGAL SCIENCE - 2 ACTIVE
CoursePalttern ~ YEAR WISE -
BACHELOR OF LEGAL SCIENCE - 4 ACTIVE
FeePatiern YEAR WISE b BACHELOR OF LEGAL SCIENCE - 6 ACTIVE
Active BACHELOR OF LEGAL SCIENCE - & ACTIVE

Check If Active
BACHELOR OF LEGAL SCIENCE FIFTH YEAR ACTIVE

BACHELOR OF LEGAL SCIENCE FIRST YEAR ACTIVE

BACHELOR OF LEGAL SCIENCE FOURTH ACTIVE
YEAR
BACHELOR OF LEGAL SCIENCE SECOND ACTIVE
YEAR

BACHELOR OF LEGAL SCIENCE THIRD YEAR ACTIVE

Figure — On Selection Of Basic Course, Created Course Can Be Seen On Right
Side (But After Saving Record)

VR Duby
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s COURSE UPDATION

This form is used to update the courses.

Link: Academic -> Pre Admission -> Fees -> Course Updation

On click of the link, it opens the screen as shown below.

Course Updation

Basic Course *

Select Basic Course

Figure — Course Updation Form

This form includes:

®  Rasic Course — Select basic course from drop-down list. It displays the created
courses accordingly (i.e. according to the duration & course pattern for selected
basic course (Link: Academic -> Pre Admission -> Fees -> Course Creation).

Course Updation

Basic Course *

BACHELOR OF LEGAL SCIENCE v

[Show 10 ~ entries

ACTION |H

rs

=z

rs

g

s

74

r 4

74

[r 4

=

COURSE / YEAR

BACHELCR OF LEGAL SCIENCE FIRST YEAR
BACHELCR OF LEGAL SCIENCE - 2

BACHELCR OF LEGAL SCIENCE SECOND YEAR
BACHELOR OF LEGAL SCIENCE - 4

BACHELOR OF LEGAL SCIENCE THIRD YEAR
BACHELOR CF LEGAL SCIENCE -6

BACHELOR OF LEGAL SCIENCE FOURTH YEAR
BACHELOR OF LEGAL SCIENCE - 8

BACHELOR OF LEGAL SCIENCE FIFTH YEAR

BACHELOR OF LEGAL SCIENCE - 10

IShowing 1 to 10 of 10 entries

Search

SHORT NAME

BOLS SEM 1

BOLS SEM 2

BOLS SEM 3

BOLS SEM 4

BOLS SEM 5

BOLS SEM 6

BOLS SEM 7

BOLS SEM 8

BOLS SEM 9

BOLS SEM 10

Figure — Showing Created Course

®  (Click on < > of the desired course. It opens the screen and fetches its details in
the respective fields.
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Update Record

CourselYear Name =
Short Name =

rMax Seats

Next Course/Year
University Course
Last Admission Date
Course Start Date
Course End Date

Fee Course

BACHELOR OF LEGAL SCIENCE FIRST YEAR

BOLS SEM 1

(o]

BACHELOR OF LEGAL SCIENCE SECOND YEAF ~

Select University Course ~
24/08/2021 ==
Enter Course Start Date B
Enter Cout Enc ate

Check If Fee Course

Figure - On Click of <. >

Course/Year Name - It is automatically fetched (on click of </-" > of the desired
course)

Short Name - It is automatically fetched e.

ADM Seats - Enter no. of admission seats.

Next Course/Year - Select next course/year from drop-down list.
Last Admission Date - Enter last date of admission.

Course Start Date - Enter start date of course.

Course End Date - Enter end date of course.

Fee Course - By default, it is checked as fee is applicable for the course. Uncheck
it if fee is not applicable

Update Record

Course/sYear Name =
Short Name =

rMax Seats

Next Course/rear
University Course
Last Admission Date
Course Start Date
Course End Date

Fee Course

BACHELOR OF LEGAL SCIENCE FIRST YEAR

BOLS SEM 1

120
BACHELOR OF LEGAL SCIENCE SECOND YEAF ~
Select University Course -~
04/02/2023 =3
16/02/2023 o]
18/02/2023 ::::]

Check If Fee Course

Figure — Updating Course
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+* STANDARD FEE
This form is used to define standard fee for courses. Before using this form, user has to
define courses, fee types, & standard fee titles in each cash books.

Good amount of homework is required before defining of standard fee. User has to enter
the exact applicable fee amounts in each fees head for the selected fee type. Get it
checked & approved from concerned authorities.

Link: Academic -> Pre Admission -> Fees -> Standard Fee

Standard Fee

Note : * Marked Is Mandatory !
Seeslon.” Please Select

H =
Basic Course Select Basic Course

Course/Standard *

Fee Type~* Select FeeType

Student Type *

[ B B B B

Select Student Type

Is Active

“'j;{?«ﬂ-* ]| 2 Canc |

Figure — Standard Fee Form

This form includes:

®  Session - Select session from drop-down list

®  Basic Course - Select basic course from drop-down list.

®  Course / Standard - Select course / standard from drop-down list

= Fee Type - Select fee type from drop-down list.

=  Student Type - Select student type from drop-down list. On selection of Course,
Fee Type and then Student Type, it appears fee details on right side of the
screen. Enter the fee details.

m  Active - Check or uncheck the checkbox to make the standard fee activated or
deactivated.

\-R Dube
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Standard Fee

Note : * Marked Is Manaatory |

Session * 2022-2023

Total Fees : 18897

Basic Course * BACHELOR OF LEGAL SCIENCE v
FEE HEAD AMOQUNT
Course/Standard * BACHELOR OF LEGAL SCIENCE FIRSTYE ~
c FLEGAL SCIENCE f TUITION FEES 5
16333
Fee Type * I3 ~
FULL PAYMENT DEVELOPMENT FEES 1667
Student Type * HOM! IVERSITY
OME UNIVERSIT ¥ LIBRARY FEES 0
15 Active

GYMKHANA FEES 0

OTHER FEES

EXTRACURRICULARACTIVITIES 0

IMAGAZINE

Figure - Standard Fee Master

“+ SUBJECT TYPE

This form is used to define the subject type. E.g. Electronic-Theory, Science-Theory,
Science Practical, Science-Both (If the subject is of both type, Theoretical and Practical).

It will be using while defining the subject (Link: Academic -> Pre Admission -> Subject -

> Subject Definition) E.g. Chemistry is science subject and if applicable only as
‘Theoretical’ subject, then Subject type can be selected as Science-Theory.

Link: Academic -> Pre Admission -> Subject -> Subject Type

On click of link, it opens the Subject Type form, showing already defined subject types.

Add New Record
Click on < > to create new record L.e. subject type. It opens the

screen showing following fields:

= Subject Type - Enter subject type such as theory, practical etc.

®" School - Check the checkbox ‘Check If School” for the said subject types, if
applicable for school. On checking this checkbox (and NOT checking the next
checkbox ‘MCQ’), the subjects type will be available as ‘Scholastic’ in CBSE
Pattern. Subject defined under ‘Scholastic’ will be seen in 'CBSE Exam ->

Transaction -> Scholastic Mark Entry’.
This checkbox is not applicable for college.

" MCQ - Means Multiple Choice Question. Along with above checkbox ‘School” with
‘Checked’ Status, if this checkbox ‘MCQ’ is checked, the subject type will be MCQ
subject. In addition, same subjects type will be available as ‘Co-scholastic’ in
CBSE Pattern. Subject defined under ‘Co-scholastic” will be seen in ‘CBSE Exam -

> Transaction -> Co-scholastic Mark Entry’.

This checkbox is not applicable for college

®  Select the subject type from the options - Theory, Practical etc

\ R Dobe
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Add/Update Record

Note : * Marked Is Mandatory !

Subject Type*

THEORY
School __ Check If School
McQ __ Check IfMCQ
Type @) Theory Practical Both
Active Check If Active

Project

==}

Figure — Subject Type

“* SUBJECT DEFINITION

This form is used to define the subject.

Link: Academic -> Pre Admission -> Subject -> Subject Definition

Select Basic Course/Branch, Course/Year, Medium from respective drop-down list.

On selection of medium, it displays the list of already defined subjects for the
selected course code below the < > button.

Enter Subject Code, Serial Number. According to this serial no., the subject will
be shown in the list shown at the bottom of page.

Enter Subject Name, Subject Short Name, Credits, Exam Fee, Subject Language,
Subject Type from respective drop-down list.

Optional - Check the checkbox if the subject is optional. If it is unchecked, it will
be treated as compulsory.

Grace Applicable - Check the checkbox if the grace is applicable for the said
subject

Subject Avg. 100/2 - Check the checkbox if the average as 100/2 is to be
considered for the said subject. E.g. If student has scored 88 marks, then by
concept of 100/2, 44 marks will be considered (88/2)

Passing Head - Check the checkbox if passing head is applicable. If it is checked,
then on mark sheet, instead of ‘Obtained Marks’, subject will be showing with
‘Grade’. E.g. Physical Education type subjects

Dube
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Figure — Subject Definition Master

% SUBJECT GROUPING

This form is used to define the group of subject.
Link: Academic -> Pre Admission -> Subject -> Subject Grouping

®  Select Course Code, Medium from drop-down list. On selection of medium, it
displays the list of already defined subject groups for the selected course code.

Add New Record
B (Click on <

> button, it opens the screen as shown below.

Add/Update Record

Group Name *
Maximum Subject * 3

Academic Year Select Session

Compulsory Subjects
SUBJECT
PART CODE SUBJECTS
NA PAPER | ENGLISH - |
NA PAPER Il ECONOMICS

NA PAPER Il LOGIC -1

~

Total Subject *

Adm Max Seats

Optional Subjects

All

SUBJECT
PART CODE

NA PAPER Il

NA PAPER Il

NA PAPER |

2 Check If Active

SUBJECTS

LEGAL WRITING & LEGAL
LANGUAGE

POLITICAL SCIENCE - |

HISTORY

SEQ.
NO.

Add New Record
Figure — On Click of < >

(R Doy

C PRINCIPAL

M.K.E.S. COLLEGE OF LAW

Page no. 23

Malad (West), Mumbai - 400 064



®  Group Name - Enter group name.
®  Maximum Subject - By default, it displays the no. of compulsory subjects and
reflects according to selection of optional subjects.

= Total Subject - By default, it displays total no. of subjects that defined in ‘Link:
Academic -> Pre Admission -> Subject -> Subject Definition’ for selected course.

Add/Update Record

Group Name * PLE Total Subject * 3
Maximum Subject * 3 Adm Max Seats
Academic Year 2021.2022 . Check If Active
Compulsory Subjects Optional Subjects
SUBJECT 0
= SUBJECT SEQ.
EARL €Ol SHEJECES Al pART CODE  SUBJECTS NO.

NA PAPER Il POLITICAL SCIENCE Ill

NA PAPERIl  LOGICII

NA PAPER | ENGLISH I

Figure — Subject Grouping

_ (& Submit _
On click of < >, it adds the group on opening screen, which opens on click of

link.
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TRANSACTION

Using this menu, user can accept various fees from students such as
prospectus/registration fees, admission fees etc. User can cancel a receipt or admission
and reprint also.

Note: Student admission process can be started in following ways:

1. Registration -> Merit List -> Student Admission. Skip ‘Merit List" if not required
and go directly to Student Admission.

2. Student Admission can also be done directly i.e. by skipping Prospectus,
Registration, Merit List etc.

** REGISTRATION

This form is used for registration of student. Registration can be done either on the basis
of prospectus or directly.

Link: Academic -> Transaction -> Registration and Merit List -> Registration

Panel ‘Student Details’:

= Course/Year/Standard - Select course/year/standard name from drop-down
list. On selection of course name, it automatically fetches the registration
amount accordingly (fetched from Link: Academic -> Pre Admission ->
Course -> Cash Book)

"  Enter Student Name - To select student, enter relevant characters. It
displays the list accordingly (Fetched from Link: Academic -> Transaction ->
Registration and Merit List -> Prospectus). Select the desired student. It
fetches student details in its respective fields of panel ‘Student Details”.

Skip the selection of student if direct registration is to be done. In this case, enter the
details in the following fields as explained.

= Title - Select title from drop-down list.

®  Enter Last Name/Surname, First Name, Middle Name of student

= Select the gender, Caste Category, Religion from drop-down list

®  Enter Mother Name and Father Name

= Form No. — Enter the form no. which may be attached with prospectus
®  Provisional ADM No. - Enter provisional admission no.

®  Enter Address, Email ID, Mobile no.

®  DoB - Enter date of birth

Panel ‘Payment’: It is to be done for both type of registration i.e. prospectus based or
direct registration

"  Amount - It is automatically fetched. Change if required.

" PpPayment Mode - Select payment mode from drop-down list. If payment
mode is cheque or demand draft (DD), it appears a field set on its right side
to enter the cheque or demand draft details.

®=  Remark - Enter the remark if any.

Once the registration of a student on the basis of prospectus is done, student will be
disappeared from the drop-down list of field ‘Student List".

s EDIT REGISTRATION

This form is used to edit the registration details of student as well as to register the new
student. Along with this, it also allows prospectus-based registration.

Registration details can be edited if registration is done (Link: Academic -> Transaction -

> Registration and Merit List -> Registration).
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Link: Academic -> Transaction -> Registration and Merit List -> Edit Registration

On click of link, it opens the screen as shown below.

Insen/Update Registration
Note : * Marked Is Mandatory !
& Student Details
Course *

Registration Type *

Enter Student Name

Title *

Last Name/Sirmame *

First Name

Middle Hame

Gender *

Caste Category

Religion

T Payment
Amount
Payment Mode

Remark

Select Course B Mother Name L
@ MNew Update Father Mame
h Q Form No
Select Title E| Prowisional ADM No
Address
E rst M
e:ha Email Id

¢

Select Gender Mobile No P &

5
8

Select Caste Category

Select Religion

L4 0 Q0

Flease Select E]

Figure — Edit Registration Form

This form includes:
Panel ‘Student Details’:

Course - Select course name from drop-down list. On selection of course
name, it automatically fetches the amount accordingly (fetched from Link:
Academic -> Transaction -> Registration and Merit List -> Cash Book)
Registration Type - Select the desired option New or Update. If ‘Update’ is
selected, it shows the list of students in the respective field (next field ‘Enter
Input’), whose registration is done (Link: Academic -> Transaction ->
Registration and Merit List -> Registration).

Search By - Search the student by any of the criteria i.e. by Registration Id,
Student Name. E.qg. if criteria ‘Name' is selected, enter the at least 3 relevant
characters in the following field ‘Enter Input’. It displays the list accordingly.
Select the desired student. It fetches the student details in the respective
fields. Along with this, it also fetches registration details in the following
panel ‘Registration Details’.

ue élghg%kf
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Figure — Showing Details on Selection Of Student

Note : * Marked Is Mandatory !
& Student Details

Courss'? BACHELOR OF LEGAL SCIENCE FIRSTYEAR  ~  Mother Nama

Registration Type * O New + Updale Father Name SUDHAKAR

Search By " Registration Id ~ Form No 152

Enter Input * Enter Reqistration Id Provisional ADM No

Tide * MISS v Address
| Last Nama/Sumame " MANDAVKAR
|

Email Id I
: First Name VAISHNAVI " Enter Email e g xyz@domainname com =
il Student Maobile No
Middle Name SUDHAKAR
DoB
‘ Gender FEMALE = Enter Date of Birth B
| Last School/College
Please select Last School/College! ~
Caata.Categary Select Caste Category v G Mgy
- Parent Mobile No
Religion Select Religion ~v

| On click of < >, it displays the message about successful registration on left-

top.
** DEMAND UPDATION

Once standard fee is defined, it automatically applies the demand to the student while
| student admission (Link: Academic -> Transaction -> Collect Fees -> Student
Admission).

If student had already paid the fees according to previously applicable standard fee, but
there is rise in fees, then to collect the difference in amount, Demand will have be
updated form will be used.

Once the demand is updated, the difference will be collected through Link: Academic ->
Transaction -> Collect Fees -> Outstanding Fees

If student had already paid the fees according to previously applicable standard fee, but
there is deduction in fees, then to pay the difference in amount, it doesn't need to
update the demand.

It will be refunded through Link: Academic -> Transaction -> Collect Fees -> Fees
Refund

Link: Academic -> Transaction -> Collect Fees -> Demand Updation
On click of link, it opens Demand Updation form showing following fields:

1. Select Session, Course/Year/Standard from drop-down list.

2. Search By - Search the student by any of the criteria i.e. by Student Id, Name, or
User Defined Field. E.qg. if criteria ‘Name’ is selected, enter the relevant characters
in the following field ‘Enter Input’. It displays the list accordingly. Select the
desired student, it appears the student details - Name, Fee Type, Student Type
on left bottom and fees details on right-top.

3. With the help of option ‘User Defined Field’ in ‘Search By’ field, user can search the
student on the basis of fields such as Enrollment No., Mobile No.

Now, change the demand by updating the desired fee heads of top right panel ‘Fees
Details’. E.g. Change ‘Tuition Fee' head amount. It reflects ‘Total Fees’ accordingly.

\)-R Dube
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Demand Updation
Note : * Marked Is Mandatory |
Session* 2022.2023
Total Fees : 18897
Basic Cauiza™ BACHELOR OF LEGAL SCIENCE v
FEE HEAD AMOUNT
Course/Year/Standard * BACHELOR OF LEGAL SCIENCE FIRST YEAR v DEVELOPMENT EEES T N
Search Student LIBRARY FEES 0 ]
Sl B GYMKHANAFEES D
eIy Student Nama -
OTHER FEES |:n
Enter Input * MANDAVKAR VAISHNAVI SUDHAKAR ~> 4291408
EXTRACURRICULAR ACTIVITIES 7|
MAGAZINE 0
Student Name MANDAVKAR VAISHNAVI SUDHAKAR-->4291408 IDENTITY CARD 0
Fee Type FULL PAYMENT GROUP INSURANCE
Student Type HOME UNIVERSITY STUDENT WELFARE FUND [“—J
Admission Date 30111/2022 UTILITY FEES [0 i |
Remark
s

Figure — Updating Demand in ‘Tuition Fee’ Head

It also reflects the amount in Link: Academic -> Transaction -> Collect Fees ->
Outstanding Fees.

“* FEES COLLECTION

This form is used to collect the fees from the student.
Link: Academic -> Transaction -> Collect Fees -> Fees Collection
On click of link, it opens screen showing following fields:

4. Search Criteria - Search the student by any of the criteria i.e. by Student Id,
Name, or Serial No. E.g. if criteria ‘Name’ is selected, enter the relevant
characters in the following field. It displays the list accordingly. Select the desired
student, it fetches the student details in the respective fields.

5. Along with this, it also fetches fees details in the fields of the panel ‘Student Fees
Details" shown on the right side of the screen. If any of the fee head is set as
‘Installment’, it reflects the field ‘Total’” according to the installment amount. In
this case, this ‘Total’ and ‘Bal Fees’ (shown on left middle) may be mismatched.

6. It also includes the subject fee in ‘Bal Fee’ if subject fee is applicable for the
student.

7. Enter or select the data in remaining fields - Remarks, Payment Option, Payment
ID

Panel ‘Payment Details’:

Select payment mode. If ‘Cheque’ or ‘Demand Draft (DD)’ is selected, it appears a panel
with fields to enter cheque or demand draft details. Enter the details accordingly.

Add
Click on < >, it adds the details in the adjacent panel ‘Payment Details’, which is

shown on right bottom. At the same time, it also reflects the field ‘Amount’ on left-
middle.

In the same transaction, it allows to use another payment mode along with already

selected payment mode.
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If full payment is done, it doesn’t need to adjust the amount in respective fee head, but
part payment is done, then adjust the amount manually in the fee head accordingly
(right side). Enter ‘0’ (Zero) in the fee heads whichever not applicable.

Select ‘Receipt Type’ either ‘Cash’, or ‘Challan’ from the drop-down of field ‘Receipt Type’
from same panel (On right top)

L

# MKESCOLLEGEQFLAW &
cademic->Transachion->Collect Fees| Feses Colec
Cat:
et dent Fess Detals

Search Criteria* - Stdentld i Namz L) ) UserFiad ReceiptType *
Student* Entat student name Q

Total
Course

Head Daseription Amount
Full Name 2

3 nlatie
Fee Type
Student Typs
Mabilz No. BalFess
Pzid (Concession /Adjustzd Fee Amount *
Student Remark
4

Payment Datais
Adm Through Plazsa Se'zct v Fayment
Payment Option Plazza Sl v Pay. Mode Chg/0D No/Tran id ¢hg/DDran Date Amount  Remove
Payment 1D
Faymen

Figure - Fee Collection

Submit

Click on <>. If receipt type as ‘Cash’ is selected, it generates admission
receipt. If ‘Challan’ is selected, it generates the challan. It sends the SMS on respective
mobile no.

Now, the challan will be printed and will be given to student. Student will pay the fees in
the respective bank and will get one of the challan copies. This copy will be shown to the
concerned authority from the college. Then, reconciliation against the challan will be
done through Link: Academic -> Transaction -> Collect Fees -> Receipt Reconciliation
and afterward student’s admission will be confirmed. Receipt Reconciliation is explained
in details on the upcoming pages.

Once the fee is collected, though partially, student will be disappeared from this form
and remaining amount (outstanding/installment) will be collected through Link:
Academic -> Transaction -> Fee Collection -> Outstanding Fees, which is explained in
details on the upcoming pages.

Installment Fee Collections for Schools:

IR Dot
"C PR!NClPAL Page no. 29

M.K.E.S. COLLEGE OF LAW
Malad (West), Mumbai - 400 064




Overall fee collection procedure for school is as same as college which is explained above
in the same ‘Fee Collection Content’. Only the difference may be there - in the amount in
the Fee Head that set as 'Installment Fee’ through Link: Academic -> Pre Admission ->
Other Fees Definition —> Installment Fee. By default, it displays the installment amount
for that particular month. But the previous installment is pending, then it adds the
previous installment in next month.

“* OUTSTANDING FEE

This form is used to collect outstanding fees from the student.

If first fee collection is partial and by challan, then ‘Receipt Reconciliation’ is mandatory
(Link: Academic -> Transaction -> Fee Collection -> Receipt Reconciliation). Unless and
until the receipt is reconciled, it will be neither available for outstanding fee collection
nor in DCR. ‘Receipt Reconciliation’ is explained in the upcoming pages.

Link: Academic -> Transaction -> Collect Fees -> Outstanding Fees

On click of link, it opens Outstanding Fees form showing following fields:

®  Select Basic Course/Branch/Standard, Course/Year/Standard from respective
drop-down list.

=  Search Criteria - Search the student by any of the criteria i.e. by Student Id,
Name, or User Field E.g. if criteria ‘Name’ is selected, enter the relevant
characters in the following field. It displays the list accordingly. Select the desired
student by click of mouse. It fetches the student details in the respective fields.
With the help of option ‘User Field’, user can search the student on the basis of
fields such as such as Enrollment No., Mobile No.

On left side — Field ‘Paid Fees’ - it shows the already paid fees.

On right side panel ‘Student Fees Details’ - It also shows the reflection in the respective
fee heads.

Panel ‘Payment”:

Select ‘Receipt Mode’ either *Cash’, or ‘Challan’ from the drop-down of the field ‘Receipt
Mode’ from same panel.

Select payment mode. If ‘Cheque’ or ‘Demand Draft (DD)’ is selected, it appears a panel
with fields to enter cheque or demand draft details. Enter the details accordingly.

Add

Click on <->, it adds the details in the adjacent panel ‘Payment Details’, which is
shown on right bottom. At the same time, it also reflects the field ‘Payable Fees’ on left-
middle.

In the same transaction, it allows to use another payment mode along with already
selected payment mode.

If full payment is done, it doesn’t need to adjust the amount in respective fee head, but
part payment is done, then adjust the amount manually in the fee heads accordingly
(right side). Enter 0’ (Zero) in the fee heads whichever not applicable.

\.R Dube
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Figure - Outstanding Fee Collection

Submit

Click on <>. If receipt type as ‘Cash’ is selected, it generates admission
receipt. If ‘Challan’ is selected, it generates the challan. It sends the SMS on respective
mobile no.

Now, the challan will be printed and will be given to student. Student will pay the fees in
the respective bank and will get one of the challan copies. This copy will be shown to the
concerned authority from the college. Then, reconciliation against the challan will be
done through Link: Academic -> Transaction -> Collect Fees -> Receipt Reconciliation
and afterward student’s admission will be confirmed. Receipt Reconciliation is explained
in details on the upcoming pages.

If the fee is collected partially, remaining amount (outstanding/installment) will be
collected through the this same form.

Installment Fee Collections for Schools:

Overall fee collection procedure for school is as same as college which is explained above
in the same ‘Fee Collection Content’. Only the difference may be there - in the amount in
the Fee Head that set as ‘Installment Fee’ through Link: Academic -> Pre Admission ->
Other Fees Definition —> Installment Fee. By default, it displays the installment amount
for that particular month. But the previous installment is pending, then it adds the
previous installment in next month.

\): R- Dube.
UC PRINGIPAL

M.K.E.S. COLLEGE OF LAW
Malad (West), Mumbai - 400 064

Page no. 31



“* ADMISSION CANCELLATION

This form is used to cancel the admission and to re-admit the student. On cancellation, it
cancels the admission only and not the receipt. Also, the student will not be available for
next transactions E.g. Link: Academic -> Receipt -> Course Change. The fees against
the cancellation of admission can be refunded through the respective form. In case of
admission cancellation, there is no effect on DCR.

Link: Academic -> Transaction -> Receipt -> Admission Cancellation

On click of link, it opens Admission Cancellation form showing following fields:

Select Session, Course Code from respective drop-down list

Search by - Select the desired 'Search By’ criteria from drop-down list. E.g.
Student Name.

Enter Input - Enter the relevant characters, it shows the list of student

accordingly. Select desired student. Also, < > button turns into

Cancel Admissi
R If the student has taken provisional admission, it will be

< >,
shown as < SrmEE ARl e >. With the help of option ‘User Field’, user can

search the student on the basis of fields such as Enrollment No., Mobile No.

Enter Reason

Clear All Receipts - Check the checkbox if all the receipts are to be cleared. The
logic is if the student paid the Rs. 2000/- fees out of Rs. 10000/- total fees and
cancelled the admission. If checkbox is unchecked, then on Re-admission,
student will have to pay remaining fees Rs. 8000/-. But if checked, then student
will have to pay total fees Rs. 10000/-. So, check or uncheck the checkbox
accordingly.

Cancel Admission
Click on < >, it cancels the admission of selected student

Admission Cancellation
Mote : * Marked Is Mandatory *
Session ~ 2022-2023 ~
Basic Course * BACHELOR OF LAW ~
Gourse’™ BACHELOR OF LAW FIRST YEAR ~
Search By ~ Student Name i
Enter Input = AMKITA RAKESHKUMAR SINGH -->
Reason TRAMSFER
~

Admission Date 14 Dec 2022
Fee Type FULL PAYMENT
Student Type HOME UNIVERSITY
Status ADMISSION

1 Cancelled Admission

[} Clear All Receipis

;

Figure - Admission Cancellation
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Now to re-admit, select the same student as explained above. It turns

. .
> button into < >, If canceled admission was

Pro ReAdmission
>

<

provisional, then it will be shown as <
The options ‘Cancelled Admission’ and ‘Clear All Receipts’ will be disabled.

ReAdmission

Click on < >, it readmits the selected student
Admission Cancellation
Mote : = Marked Is Mandatory !
Session s 20222023 -
Basic Course BACHELOR OF LAWY ~
Course * BACHELOR OF LAV FIRST YEAR ~
Search By * Student Name ~
Enter Input ~ ANKITA RAKESHKUMAR SINGH --=
Reason Please enter Admission Cancel/Readmission reason
57

Admission Date 14 Dec 2022
Fee Type FULL PAYMENT
Student Type HOME UNIVERSITY
Status ADMISSION

Cancelled Admission

Clear All Receipls

Figure — Readmission of Student

% OUTSTANDING FEES REMINDER

This form is used to send the outstanding fees reminder, which will be sending through
Email or SMS

Link: Academic -> Transaction -> Data Entry -> Outstanding Fees Reminder

On click of link, it opens Outstanding Fees Reminder form showing following fields:

Select Session, Receipt Book, Basic Course/Branch, Course/Year, Last Date from
respective drop-down list

Category Type - Select desired category type. Option ‘All Student’ - It considers
both type of categories - Provisionally Admitted and Admission Confirmed
Students; Admitted Students - Considers who has paid the fees and, thereby
confirmed the admission; and Provisionally Admitted - Considers the student who
only taken the admission and not paid any fees.

Click on <l >, it displays student list on right side according to the
selection of Category Type'. By default, all students are selected by checking the
checkbox. Uncheck the students to whom reminder is not be sent.

S -
Click on < Mkttt to send SMS and < ekl for Email.
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Outstanding Fees Reminder

Note : * Marked Is Mandatory 1

Session *

Receipt Boak

Basic Course/Branch =

CourselYear *

Last Date *

Category Type =

2022-2023

BACHELOR OF LAWS

BACHELOR OF LAW

BACHELOR OF LAW FIRST YEAR

04/02/2023

O All Students

® Admitted Students
(O Provisionally Admitted

i Send Email

Balance SMS Count

Search

. T

. (V] VEGAD HIRAL JIGNESH
SINGH NEHA VINAY

v GUPTA SHILPA JAYPRAKASH

=] ROY DHARMENDRA KAMESHWER

BHANUSHALI NIKITA JAYESH
] BOHRA HEENA SHANTILAL
SHAH LABDHI MEHUL
RAWAT SACHIN HIRASINGH

Showing 1 1o 23 of 23 entries

8291643084

9920129077

9323734250

7021065893

8162091404

9869528825

7028551745

9769264647

Figure — Outstanding Fees Reminder
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DATA ENTRY

Data Entry menu used to enter full details of students such as academic details, personal
details, last exams details, subjects offered details, certificates & documents received
and special achievements details etc.

% STUDENT INFORMATION

This form is used to update the student information. Unless and until the admission is
confirmed, student will not be appeared in this form.

Link: Academic -> Transaction -> Data Entry -> Student Information
On click of the link, it opens student information form with following fields.

B Select Academic Session, Course/Year/Standard from drop-down list
®  Course - Select course from drop-down list

®  Search By - Select the desired option in ‘Search By’ criteria. E.g. Name. Enter the
relevant characters in the next field. It shows the list of students in the same field
accordingly. Select the desired student.

"= With the help of option ‘User Field’ in ‘Search By’ field, user can search the
student on the basis of fields such as Enrollment No., Mobile No.

‘Student Details’ panel has various links to enter Personal Details, Address Details,
Academic Details, Photo & Signature Details, and Document Details. Click on desired
link.

Click on &ACADEMIC DETAILS | it displays the student academic details. Select the
concession if applicable.

Click onQpERSONAL DETA”‘S, it automatically fetches some of details such as Last
Name/Surname, First Name, and Email ID etc. Enter the other personal details such as
Religion, Mother Tongue, ID Proof, Passport & Visa details in the respective field.

Click on ADDRESS DETA”‘S; enter or select the data from respective drop-down of
‘Permanent Address’ & ‘Temporary Address’ panel. If temporary address is as same as
permanent address, then after entering the ‘Permanent Address’, check the checkbox of
<Same as Permanent Address>.

: & Browse...
Click on Eal PHOTO AND SIGNATURE DETA“‘S. Click on < >, go to desired

location, and select the file. Follow the same procedure for signature also.

Click on 2 DOCUMENTS DETAILS  Read the instructions given in red font on middle of the
page. This form is used to maintain the documents in softcopy. To upload the scanned
document, click on < R PN e >, go to desired location, and select the document.
Enter No. of Original, no. of Xerox, Document No. in respective fields. It generates the
document receipt no. after saving the record. It is also linked with ‘Link: Academic ->
Transaction -> Data Entry -> Student Document Receipt’ i.e. if any changes done in this
form, it will reflect in ‘Link: Academic -> Transaction -> Data Entry -> Student
Document Receipt’ also.

# EXAMINATION DETAILS

Click on to enter exam details

Click on & SUBJECT DETAILS
for the selected session.

to enter subject details, which are allotted to the student

- R Dube
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Note : * Marked Is Mandatory |

Q Search Student

Academic Session® 2022-2023 ~ Search By ) Sludent Id ® Name ) RollNo (O User
Defined
Basle Gourse™ BACHELOR OF LEGALSCIENCE > gper input
IMANDAVKAR VAISHNAVI SUDHAKAR->SUDHAK
Courssfyear!Standard BACHELOR OF LEGAL SCIENCE v

& Student Detail

MANDAVKAR VAISHNAVI SUDHAKAR-->SUDHAKAR BALKRISHNA MANDAVKAR -> 52 --> -->4291408

& ACADEMIC DETAILS © PERSONAL DETAILS # ADDRESS DETAILS
Eal PHOTO AND SIGNATURE DETAILS & DOCUMENTS DETAILS # EXAMINATION DETAILS
& SUBJECT DETAILS ¥ FEES DETAILS

Figure — Student Information Form

% STUDENT SUBJECT UPDATION

This form is used to change the subject that allotted to the students.
Link: Academic -> Transaction -> Data Entry -> Student Subject Updation

On click of the link, it opens Student Subject Updation form with following fields:

B Select Session, Course, Medium from drop-down list. Select section if to be
filtered on the basis of section.

B The checkboxes of optional subject will be enabled. Check the checkboxes of
optional subjects which are to be assigned to students. Compulsory subjects
will be assigned by default whose checkboxes will be disabled.

®  Check the checkboxes of students to whom selected subjects are to be
assigned. If all the students are to be selected on single click, check the
checkbox of first column-heading.

Student Subject Updation
Mot : * Marked I3 Mandatory
Session * 2022.2023 b Subjects
Courservear/Standard * A =GAL SCIENCE FIRST YEAR ~
e Setect Part Code Subjects
Maim:= ENGLISH ~ PAPER | ENGLISH - |
PAFER Il ECONOMICS
Sectian Select Section ~
PAPER Il LOGIC -1
Ordat By * Studentld -
PAPER | HISTORY
[ Submit & Raplace mm ;e PAPER Il POLITICAL SCIENCE - 1
PAPER I LEGAL WRITING & LEGAL
LANGUAGE -
Students
Search:
Select Student Id Name Reg NoJ/Roll No. Subjects
4291392 SAKSHI JAGDISHCHANDRA JOSHI s
4291393 DOHRUVI CHANDRAKANT GANDHI n
4291394 SAGAR GANESH RAO 75
4291395 VIDHI MAYUR THADESHWAR 107
e s -

Figure - Updating Student Subject

\- R Duba
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To remove the any of the optional subject from assigned subject, select student by
checking checkbox. Check the checkbox of the subject which is to be unchanged. Do not
check the checkbox of the subject which is to be removed.

Malad Kandivali Education Society's
M.K.E.S.COLLEGE OF LAW
BHAVISHYA BHARAT CAMPUS,S.V.ROAD, MALAD (WEST), MUMBAI- 400064
Student Allotted Subjects
Session : 2022-2023 Medium : ENGLISPL
Course Name : BACHELOR OF LAW SECOND YEAR
Sr.No. | Stud.Id. |Student Name Gender Reg/Roll No. Subjects

1| 4311194 |SAKET VIVEK AGARWAL MALE 1 PAPER 1, PAPER L1, PAPER 111, PAPER IV, PAPER V
SEEMA

2| 3640635 |NIKHIL GHANSHYAM MALE 2 PAPER 1, PAPER LI, PAPER 111, PAPER IV, PAPER V
AGRAWAL LAXM] GHANSHYAM
AGRAWAL

3| 3640633 |SHARDUL PRASHANT AMBRE MALE 3 PAPER 1, PAPER I, PAPER L1I, PAPER IV, PAPER V
PRIYANKA PRASHANT AMBRE

4| 3619473 |/SONIA CHINNAMUTHU FEMALE ] PAPER 1, PAPER 11, PAPER L1I, PAPER [V, PAPER V
ARUMUGAM JANAK]

5| 3631530 [ANIRUDH VADIRA) MALE 5 PAPER 1, PAPER 11, PAPER 111, PAPER IV, PAPER V
ASHTAPUTRE VIBHA

6| 3640667 [/ANIJALL MUR]I BHANUSHALL FEMALE 6 PAPER 1, PAPER 11, PAPER I1I, PAPER IV, PAPER V
JAVER

7| 3618249 [MAYUR ASHVANIKUMAR MALE ? PAPER 1, PAPER 11, PAPER III, PAPER IV, PAPER V
BHUVA LEELAVATI

8| 3631500 |/DRISHTI BOKARIA FEMALE 8 PAPER 1, PAPER 11, PAPER III, PAPER IV, PAPER V
SAMRIDHI

9| 3640634 [/SONAKSHI KAUSHAL FEMALE 9 PAPER 1, PAPER 11, PAPER 111, PAPER 1V, PAPER V
CHAUBEY REETA

10| 3631532 [/BHUMIKA KAMLESH FEMALE 10 PAPER 1, PAPER 11, PAPER 111, PAPER 1V, PAPER V

CHAUHAN VARSHA

Figure — Subject Allotted To Student

% ROLL NO. UPDATION

This form is used to allot the roll nos. to the students.
Link: Academic -> Transaction -> Data Entry -> Roll No. Updation

On click of the link, it opens Roll No Updation form with following fields:

®  Select Session, Basic Course/Branch, Course/Year from drop-down list. Rest
of the fields are optional.

® Enter prefix and starting no.

= Click on <t > it will displays the list of students on right side of the

screen.

= On <>, it shows the generated roll nos. in the column ‘Roll No.” of
the table shown on right side of the screen.

A0k,
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Roll No Updation

2 ..,,.‘-,}‘-‘

. 0
cqpms®

Medium : ENGLISH

Lourse : BACHELOR OF LAW SECOND YEAR

Note : " Marked Is Mandatory |
Session * -
2022-2023 ¥, W/ Stud. 1d Student Name Roll No ADM. Date  Status
Basic Course/Branch * BACHELOR OF LAW - [m] 431194 SAKET VIVEK 1 12/12/2022  Unlock
AGARWAL
CoursefYear® BACHELOR OF LAW SECOND YEAR ~ » 3640635  NIKHIL 2 081272022  Unlock
GHANSHYAM
Meadium ENGLISH - AGRAWAL
Sadi 0 3640633  SHARDUL 3 08/1272022  Unlock
ection Select Section ~ PRASHANT AMBRE
Gender R - (] 3619473  SONIA 4 03122022 Unlock
ect Gendel CHINNAMUTHU
Subject ARUMUGAM
ubjec Select Subject ~
O 3631530  ANIRUDH VADIRAJ 5 08122022 Unlock
Prefix Ee ASHTAPUTRE
(=) 3640667  ANJALI MURJI 6 121122022 Unlock
Start Range * Enter Start Range BHANUSHALI
G By o = - aeimmin  hEavAe G ebeAmanh i
Figure — Showing Generated Roll no
KL Malad Kandivali Education Society's

M.K.E.S.COLLEGE OF LAW

BHAVISHYA BHARAT CAMPUS,S.V.ROAD, MALAD (WEST), MUMBAI- 400064
Student Roll Number

Session : 2022-2023

Sr.No. Stud.Id. | Student Name Roll No. Adm.Date
1 4311194 | SAKET VIVEK AGARWAL 12/12/2022
2 3640635 | NIKHIL GHANSHYAM AGRAWAL 2 08/12/2022
3 3640633 | SHARDUL PRASHANT AMBRE 3 08/12/2022
4 3619473 | SONIA CHINNAMUTHU ARUMUGAM 4 03/12/2022
5 3631530 | ANIRUDH VADIRAJ ASHTAPUTRE 5 08/12/2022
6 3640667 | ANJALI MURJI BHANUSHALI 6 12/12/2022
7 3618249 | MAYUR ASHVANIKUMAR BHUVA 7 10/12/2022
8 3631500 | DRISHTI BOKARIA 8 10/12/2022
9 3640634 | SONAKSHI KAUSHAL CHAUBEY 9 12/12/2022 L.

10 3631532 | BHUMIKA KAMLESH CHAUHAN 10 10/12/2022
11 3640655 | BHUPENDRA INDRABHAN CHAUHAN 11 10/12/2022
12 3631502 | CHIRAG ARVINDBHAI CHAUHAN 12 09/12/2022
13 3640610 | PARTH DEVYASH CHAURASIA 13 09/12/2022
14 3619464 | PRIYADARSHINI MILAN CHEDDA 14 10/12/2022
15 3619469 | VIDHI ATUL CHHADVA 15 16/12/2022
16 3631506 | PALAK MANISH CHHEDA 16 08/12/2022
17 3646145 | PRIYANKA NARESHBHAI CHITRODA 17 08/12/2022
18 3619472 | RAVIRA] RAMNAYAN CHOURASIYA 18 08/12/2022
19 3640649 | SWETA VIKASH DADHEECH 19 15/12/2022

Figure — Roll no. Updation Report

\|- R Dube
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¢ BULK UPDATION

This form is used to update the details of students in bulk.

Link: Academic -> Transaction -> Data Entry -> Bulk Updation

On click of the link, it opens Bulk Updation form with following fields:

B Select Session, Basic Course, Course , Medium and Section from drop-down

list

" Fields - Select fields that to be updated in bulk. On selection of field, it
displays the list of students at the bottom of the screen along with column.
This column is named and appeared according to selection of field. E.g. if field
to update is selected as ‘Date of Birth’, column will be named as ‘Date Of
Birth” and show the calendar on click of field. If ‘Medium’ is selected, it will be

named ‘Medium’ and appeared with drop-down to select medium.

" Select the student by checking checkbox in the first column. If all the students
are to be selected at a time, check the checkbox of the first column. Select or
enter the data in the last column for respective student.

" Apply to All - Select all the students by checking checkbox in the first column.
If data is common for all students and so wants to apply for all E.g. Medium,
then change the data i.e. ‘Medium’ for the first student. Check the checkbox
of ‘Apply to All" which is shown on right-middle of the screen. It updates the
data automatically for all students. If required, uncheck the checkbox for

those students to which selected data i.e. ‘Medium’ is not applicable.

Academic->Transaction->Data Entry->Bulk Updation

RollNumber

Student Count - 164

Note:™ Mark Is Mandatory |
Sassion* 2022-2023 W
Basic Course " BACHELOR OF LAW ol
Course BACHELCR OF LAW SECOND YEAR w
Admission Status * Admitted Students N
Order By b

Fields

Medium

Section

Gender

PRN NUMBER

Select Medium

Select Section

Selact Gender

[ Apply To All

L) Select All STUDENT NAME

ARUMUGAM--->3619473

ASHTAPIITRF..->3631530

ROLL NO.

[ SAKET VIVEK AGARWAL-VIVEK-—~>4311194 1

NIKHIL GHANSHYAM AGRAWAL-GHANSHYAM SHYAMLAL 2
AGRAWAL--->3640635

(] SHARDUL PRASHANT AMBRE-PRASHANT YASHWANT AMBRE — 3
>3640633
SONIA CHINNAMUTHU ARUMUGAM-CHINNAMUTHU ARJUN 4

ANIRUDH VADIRAJ ASHTAPUTRE-VADIRAJ ANANTRAO 5

PRN NUMBER

LLBO521

LLB1062

LLB1063

LLB1064

LLB1065

Figure — Bulk Updation
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STUDENTS REPORT

Students Reports deals with student related reports. User can generate reports such as
Student Admission Report, Provisional Admission Report; certificate Reports — Migration,
Bonafide etc, Student TC, MIS Reports — Basic Course wise/Course wise/Religion
wise/Caste Category wise/Concession wise, and student ID card printing etc.

Note - There is 'ORDER BY’ facility has been given in almost all reports to sort the
records in ascending order. Select the desired option E.g. ‘Date’, it will display the report
in ‘Date’ wise ascending order.

The option '‘With/Without Cancelled’ has also been given to generate the report with
admission cancelled or without admission cancelled. Cancelled admission is denoted by
‘#" and regarding this, note has been given at the bottom of report.

ADMISSION
¢  PROVISIONAL ADMISSION REPORT

This form is used to generate provisional admission report.
Link: Academic -> Students Report -> Admission -> Provisional Admission Report

X STUDENT ADMISSION REPORT

This form is used to generate the student admission report. To generate the report,
selection of ‘Session’ and ‘From and To Date’ is mandatory. To generate the specific
record, select or enter the data in the respective fields as per requirement.

The option 'With/Without Cancelled’ has also been given to generate the report by
considering the cancelled admission or without considering cancelled admission.
Cancelled admission is denoted by '#’ and note regarding this has been given at the
bottom of report.

Link: Academic -> Students Report -> Admission -> Student Admission Report

s  PROSPECTUS AND REGISTRATION SALE SUMMARY

This form is used to generate the Prospectus and Registration Sale Summary.

Link: Academic -> Students Report -> Admission -> Prospectus and Registration Sale
Summary

*% COURSE AND FEE TYPE CHANGE REPORT

This form is used to generate report for course change and fee type change.
Link: Academic -> Students Report -> Admission -> Course and Fee Type Change
Report

% COURSE WISE STRENGTH REPORT

This form is used to generate course wise strength report.
Link: Academic -> Students Report -> Admission -> Course wise Strength Report

% ADMISSION POSITION REPORT

This form is used to generate admission position report on the basis of various criteria
such as Medium wise, Caste Category Wise, Fee Type Wise, Subject Wise etc. Different
formats has been given to generate the report

Link: Academic -> Students Report -> Admission -> Admission Position Report
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% STUDENT DETAILS EXPORT

This form is used to generate student details report, which will be exported in Excel
Link: Academic -> Students Report -> Admission -> Student Details Export

CERTIFICATE

% STUDENT ICARD

This form is used to print student ID Card.
Link: Academic -> Students Report -> Certificate -> Student Id Card

% STUDENT TC

This form is used to generate transfer certificate (TC) of the student. TC can be
generated only after the cancellation of student admission (Link - Academic ->
Transaction -> Receipt -> Admission Cancellation). TC can be generated in various
formats - Senior / Junior, With/without Institute Name, Original / Duplicate etc

After generation of transfer certificate, then only migration certificate can be generated.
Link: Academic -> Students Report -> Certificate -> Student TC

TC can be generated for Particular Student, Bulk Students, and External Students by
using respective option.

For option ‘Particular Student’ - Select the student by using any of the option from
field ‘Search By'. Enter the relevant characters in next field ‘Search Text'. It displays the
list accordingly. Select the desired student. With the help of option ‘User Defined
Column’, user can search the student on the basis of fields such as Enrollment No.,
Mobile No. Enter or select the data in all the mandatory fields as well as in optional fields
as per requirement.

To regenerate the TC for particular student, select - session, course, and search the

particular student. It fetches the details in its respective field. Click on <&
regenerate the TC.

For option ‘Bulk Student’ - Select the students by checking the checkboxes for whom
TC is to be generated. If all the students are to be selected at a time, check the
checkbox of the 1st column. Enter or select the data in all the mandatory fields as well
as in optional fields as per requirement.

To regenerate the TC for particular student whose TC was generated through the option

‘Bulk Student’, select the option ‘Particular Student’. Select session, course, and search
YWD

the particular student. It fetches the details in its respective fields. Click on <
to regenerate the TC.

For option ‘External Student’ - Enter the student details in the respective fields which
are essential for TC such as Title, First Name, Middle Name, Last Name, Birth Place,
Conduct, Progress, Leaving Date, Result etc. If it is required to re-generate the TC for
external student, click on <> button for the desired external student. It fetches its

details in respective fields. Then, click on <%=

s*  ATTEMPT CERTIFICATE REPORT

This form is used to generate attempt certificate. The certificate can be generated
‘With/Without Header’ to print the certificate on a paper with/without header

s,

Link: Academic -> Students Report -> Certificate -> Attempt Certificate
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Enter or select the data in all the mandatory fields.

In ‘Search By’ field, search the student by any of the criteria i.e. by Student ID, Student
Name, or User Field. E.qg. if criteria ‘Name' is selected, enter the relevant characters in
the following field. It displays the list accordingly. Select the desired student. With the
help of option ‘User Field’, user can search the student on the basis of fields such as
Enrollment No., Mobile No.

% NOC CERTIFICATE REPORT

This form is used to generate NOC certificate (No Objection Certificate). The certificate
can be generated ‘With/Without Header' to print the certificate on a paper with/without
header

Link: Academic -> Students Report -> Certificate -> NOC Certificate
Enter or select the data in all the mandatory fields.

In ‘Search By’ field, search the student by any of the criteria i.e. by Student ID, Student
Name, or User Field. E.g. if criteria ‘Name’ is selected, enter the relevant characters in
the following field. It displays the list accordingly. Select the desired student. With the
help of option ‘User Field’, user can search the student on the basis of fields such as
Enrollment No., Mobile No.

%  DOB CERTIFICATE REPORT

This form is used to generate DOB certificate (Date of Birth Certificate). The certificate
can be generated ‘With/Without Header’ to print the certificate on a paper with/without
header

Link: Academic -> Students Report -> Certificate -> DOB Certificate
Enter or select the data in all the mandatory fields.

In '‘Search By’ field, search the student by any of the criteria i.e. by Student ID, Student
Name, or User Field. E.g. if criteria 'Name’ is selected, enter the relevant characters in
the following field. It displays the list accordingly. Select the desired student. With the
help of option ‘User Field’, user can search the student on the basis of fields such as
Enrollment No., Mobile No.

X BONAFIDE CERTIFICATE

This form is used to generate bonafide certificate.
Link: Academic -> Students Report -> Certificate -> Bonafide Certificate

In 'Search By’ field, search the student by any of the criteria i.e. by Student ID, Student
Name, or User Defined Field’. E.g. if criteria ‘Name’ is selected, enter the relevant
characters in the following field. It displays the list accordingly. Select the desired
student. With the help of option ‘User Defined Field’, user can search the student on the
basis of fields such as Enrollment No., Mobile No.

MIS
s STUDENT MIS

This form is used to generate student MIS (Management Information System) report to
analyse the various types of information such as Basic Course Wise Admission, Course
Wise Admission, Religion wise Admission, Caste Category Wise Admission etc. The option
‘With/Without Cancelled’ has also been given to generate the report by considering
cancelled admission or without considering cancelled admission.

Link: Academic -> Students Report -> MIS -> Student MIS

V). R Dobe
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% SUBJECT WISE REPORT

This form is used to generate subject wise admissions report.

Link: Academic -> Students Report -> MIS -> Subject Wise Report Enter or
select the data in all the mandatory fields. If subject is not selected, it generates report
for all subjects.

FEES REPORT

This menu is used to generate various fees related report which includes daily collection
register which shall be printed on day to day basis. It also includes reports such as
cancellation receipt report, admission cancelled report and outstanding fees report etc.
Along with this, it is used to generate Miscellaneous Fees Collection Register, Fees Write-
Off report etc.

Note - There is 'ORDER BY’ facility has been given in almost all reports to sort the
records in ascending order. Select the desired option E.g. ‘Date’, it will display the report
in ‘Date’ wise ascending order.

% CHALLAN COLLECTION

This report shows challan details, which includes - Student Name, Mobile No., Course,
Transaction Date & Time along with Amount and Challan Status - Reconciled or Not
Reconciled. The report can be exported to Excel format.

Link: Academic -> Fees Reports -> Fees Report -> Challan Collection

% STUDENT LEDGER

This form is used to generate student ledger which summarizes the student details along
with its financial transactions.

Link: Academic -> Fees Report -> Fees Report -> Student Ledger

In ‘Search By’ field, search the student by any of the criteria i.e. by Student ID, Student
Name, or User Field. E.qg. if criteria ‘Name’ is selected, enter the relevant characters in
the following field. It displays the list accordingly. Select the desired student. With the
help of option ‘User Field’, user can search the student on the basis of fields such as
Enrollment No., Mobile No.

1n financial details, it has separate panel to show Admission Fee and Other Fee Detail.
For both types of fees, it shows Total Fees, Paid Fees & Balance Fees.

In Student Details, it shows Student Name, Mobile Number, Email, Student Type,
Current Fee Type, Current Class etc along with student’s current course subjects.

** BANK REPORT

It allows the user to view all the banking transactions for the selected session and date
range. Report can be generated for single or multiple banks.

Link: Academic -> Fees Report -> Fees Report -> Bank Report

Select the data in all the mandatory fields. Check the checkbox of the bank for which
report is to be generated. If all the Banks are to be selected at a time, check the
checkbox of first column heading.

The report shows the details such as - Student Name and ID, Receipt No., Cheque

Details and Amount.

I/IC PRINCIPAL
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% RECEIPT CANCELLATION REPORT

This report is used to generate receipt cancellation report. It can also be generated User
wise, I.e. user who had cancelled the receipts, particular session wise and date range.

Link: Academic -> Fees Report -> Fees Report -> Receipt Cancellation Report

Select the data in all the mandatory fields. Select the desired user by checking the
respective checkbox. It will generate the cancellation report for the selected user who
had cancelled the receipts. If all the users are to be selected on single click, check the
checkbox of first column heading

The report shows the details - Session, Roll No., Student Name, Course Name, Receipt
No. and Amount.

% ADMISSION CANCELLATION REPORT

This report is used to generate the report for admission that canceled during the entered
date range. The report can be generated by applying the filtration such as - Receipt
Book, Course etc

Link: Academic -> Fees Report -> Fees Report -> Admission Cancellation Report

The report shows the details - Student Name & ID, Course, Fee Type, Student Type,
Student Category, Admission Date, and Admission Cancellation Date etc.

% OUTSTANDING FEES REPORT

This report is used to check outstanding fees for the selected Session, Receipt Book,
Report Type - Short / Detailed. Report can be filtered on - Course, Fee type, Medium and
Section.

Link: Academic -> Fees Report -> Fees Report -> Outstanding Fees Report

The option '‘With/Without Cancelled Students’ has been given to generate the report by
considering ccancelled admissions or without considering cancelled admissions.

The Report shows the details such as - Session, Receipt Book Name, Student Name,
Student ID and Roll No., Caste Category, and Fees Details - Total Fees, Paid Fees and
Balance Fees.

The report can be exported in Excel format also.

o DEMAND OUTSTANDING FEES REPORT

This report is used to generate outstanding demand report for the selected Session and
Receipt Book. With mandatory field, report can be generated by selection criteria such as
Course, Fee Type, Medium, Section etc. Short and Detailed Report can be generated
through this form.

Link: Academic -> Fees Report -> Fees Report -> Demand Outstanding Fees Report

The Report shows the details such as - Session, Receipt Book Name, Student Name,
Student ID and Roll No., Caste Category, and Fees Details - Total Fees, Paid Fees and
Balance Fees.

* PAYMENT GATEWAY TRANSACTION REPORT

This report is used to generate student wise payment gateway transaction report, which
shows the details such as Student Name, Date & Time, Cash Book, Transaction Status as
Captured or Failed and Amount.

Link: Academic -> Fees Report -> Fees Report -> Payment Gateway Transaction Report
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SOCIETY REPORT
¢ FEE COLLECTION REPORT

This form is used by society user to view various fee collection report. It generates the
report in graphical manner. The Fee Collection reports that can be generated are - Fee
Type wise, Cash Book Wise, Basic Course / Branch wise Fees Collection and Payment

Type wise.

Link: Academic -> Society Reports -> Society Report -> Fee Collection Report

To generate report, select session. Institute name is automatically fetched according the
user who is logged in.

Fees Dashsoard

nnnnnnnnn 5 E T CoLLERE oF LAW @ Sessien* 2024.2022 o ‘r = j:[

Fee Type Cash Book

W BCTL0R OF Laws [ BACHELCR OF LIGAL SCHINTE

Basic Course Payment Type

Figure — Fee Collection Report

s ADMISSION MIS REPORT

This form is used by society user to view student strength report. It generates the report
in graphical manner. The student strength reports that can be generated are - Fee Type
wise, Gender Wise, Basic Course / Branch - Gender wise and Religion wise.

Link: Academic -> Society Reports -> Society Report -> Admission MIS Report

To generate report, select session. Institute name is automatically fetched according the
user who is logged in.
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Figure — Admission MIS Report
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