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Overview: 
SMVITM Software is a desktop application having the following Features: 

a) It maintains the student Profile like USN, Name, DOB, etc. 

b) Employee profile. 

c) It helps in Keeping track of student's performance throughout his stay in the 

college. 

d) Creation of Students section, lab batches, Elective allocation, USN updating, 

Teacher Student guardian, etc. 

e) Student and Faculty subject link. 

f) Student attendance system 

g) Student Grace attendance 

h) Student Sessional Marks 

i) Student assignments 

j) Transfer of students at the end of the semester 

k) There is a Faculty feedback regarding the performance and teaching. 

l) There is online Quiz in lines with the industrial Standard. 

m) Online Faculty exam duty allocation for theory subjects. 

n) Lab allocation VTU examination. 

o) DCS duty allocation. 

p) All VTU related Invoice and Reports. 

q) Employees Attendance integrated to the Face and Punching time attendance. 

r) Online leave system 

s) Students Grievances. 

t) Student Hostel system which helps to keep track of absentees, their mess bills, 

sending of emails as and when required. 

u) Sending e-greeting for the Alumni, current students and employees 
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Roles Classifications: 

a) Employee Role 

b) Student Role 

c) Faculty Role 

d) Office/Non-Teaching Role 

e) HOD Role 

f) Principal Role 

g) Administrator Role 

Software and Hardware used: 

a) MS-SQL Server is used as Backend 

b) VB.Net is used as Front End. 

c) Crystal Report is used as reporting tools. 

d) Windows Server 2008 

e) Users PC’s (Windows XP, 8, 10, etc.) and printers. 

f) Wi-Fi and Local Area Network with …. 

g) Face and punching attendance machines are used for attendance. 

Method used: 

System Development Life Cycle (SDLC): This is one of the most common processes 

adopted to develop a project and not surprisingly, this project is following this model 

too. To be precise, waterfall model is being applied. Waterfall model is a sequential 

model process where the input of a phase actually results from the previous phase.  

 

 

 

 

 

Phase-1: Planning Phase-2: Analysis Phase-3: Design 

Phase4: Coding Phase-5: Testing (UAT) 
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Core Modules: 

a) Faculty Profile 

b) Monthly Student Attendance 

c) Student Internal Marks 

d) Student Assignments 

e) CPD Entry. 

f) Grace Attendance 

g) Student Activities 

h) Vacation Leave 

i) Permitted Hours 

j) Faculty Feedback on Student Feedback 

k) Documents like FDP, Journal, Conference, Patent and Activity form 
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Student Profile: 

Objective: In this module update and display the Students all detailed information 

Module Type: Master 

Module Used by: HOD / Employee 

Location/Link: MasterStudent 

 

Description: In student Profile update and displays all the information recorded for a 

student including personal and contact information. In this Module you can change all 

the data expect student USN Number. Enter student Name, branch from the branch 

dropdown list. Select the Current semester and section from the list. Status column 

contain 4 types of parameter such as [Active, Inactive, Detained, Passed].current 

students are in active mode. There are five specific types listed in the admission mode 

options. Based on the options provided, the category under which a student can do 

their admission would be either ["CET" “Management”,”Lateral Cet/Management”or 

"Comedk."]. 

 Enter a college fees and receipt number, receipt Date and Admission Date. To select 

the admission issue date, you would need to locate that information within the 

downloaded document. Next, you would enter the CET rank, Student claimed 

category, and allocated category as required.the three types of KEA category are 

[SNQ,Arivu, and Normal].   
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Select a [Mother Tougue ,Religion or Caste]. choose a [Gender type,Blood 

group,Nationality] of the student. Enter a [Adhar number, parent whatsapp number  

and Date of joining]. 

Enter the City where you are resident.Enter the student Academic details such as 10th 

and 12th institution name, Exam Board,Percentage of mark,and Medium.  In pre-

qualifying course enter the students previous studied class and then go to the more 

info. 

 

 

Enter the mobile locker facilities [Yes or No].Enter the hostel facilities [Yes or No]. 

Enter the subject marks [Physics, Chemistry, Maths]. Enter the personal details like 

Father Name, Mother Name, Qualification, Occupation, Annual Income and the 

Mobile Number. Enter the student Achievement, Extracurricular Activities and hobbies 

etc.. Enter students’ permanent or correspondence home address. Choose the option 

where you are sent student progress Report. Close the window go to the main page. 

Click on the button [VTU%]. 
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Enter a student USN, Select a Student scheme Type such as [CBCS or Non CBCS] it 

will display the table that Student Semester Wise aggregate Marks and also it will 

shows the row [number of Back Logs paper ] as of now. Close the window and go to 

the main page. Click on the [Detailed VTU Grade]. 

Detailed VTU Grade: 
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All Semester: 

 

[Detailed VTU Grade] will display the all semesters  subjects marks, assignment 

marks, Total attendance, grade points, credits points etc.. of the particular selected 

student. 
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Employee Profile: 

Objective: In this module Employee details are updated. 

Module Type: Master 

Module Used by: HOD / Employee 

Location/Link: MasterEmployee 

 
 

Description: In this module you can change all the data expect employee no. Enter 

your name along with the middle name/last name. Enter the City where you are 

resident. Enter the mobile no., DOB, Date of Join, e-mail address. Select the branch 

from the branch dropdown list. Choose your Gender type, sub branch  and Designation 

in dropdown list. Enter your permanent home address. Update your pan aadhar and 

IFSC code and also choose the type of the employee such as Teaching or Non-

teaching. Exam duty Type is only for teaching staff, some faculty members will not be 

able to take their duties due to some personal reason. In this case, they would be 

considered as being on the [No duty] list". Only Hod, Dean and Single Faculty comes 
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under [DCS] duty list and Category of the employee such as lecturer or office. In the 

transport mode list for employees coming from the college bus, they will need to enter 

their boarding point from a dropdown list. This helps in accurately tracking and 

managing transportation logistics for employees using the college bus service. In this 

module there are 4 types of buttons such as update, delete ,exit and cancel which are 

used to perform various type operation. The [update] button is designed to update the 

employee details of a specific employee number. When you click on the update button 

and provide the necessary information or changes, it will be reflected in the employee's 

details associated with that particular employee number. The [delete] button is intended 

to delete the details of a specific employee number that has been entered. When you 

click on the delete button, it will remove the employee's information associated with 

that particular employee number. Clicking on the [exit] button will indeed exit the 

current page or close the current window. 
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Monthly Student Attendance: 

Objective: In this module student Monthly attendance details are Updated. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: TransactionStudent Marks entry->Monthly Student Attendance 

 
Description: In this module you have to enter the student monthly attendance report. 

Select the semester, branch, subject , Section, year and month from the Dropdown list. 

Click on [click to get student] button you will get the student list. Here you can enter 

the student attendance of that particular Day and month. Cumulative Days means the 

total number of classes held for a particular subject over a period of time. To edit the 

attendance of a particular student, you can use the "Control-F" button to search for that 

student's name or ID in the attendance record. This will help you quickly locate the 

student's information and make any necessary edits. Total attendance per day refers to 

the number of classes held on that particular day. 
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 If you want to edit the student attendance of a particular day Simply click on the 

specific day you want to edit, and the column will be highlighted for you to make the 

necessary changes to the student attendance. When you select a particular row, the 

[weekday] associated with that specific day will be displayed. This feature helps you 

easily identify and keep track of the day corresponding to the row you have selected. 

The [Print] button is designed to generate and print out the report of student 

attendance. The [save] button will save the report that you have entered. 
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Student Internal Marks: 

Objective: In this module student internal marks details are Updated. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: TransactionStudent Marks Entry->Course wise (theory/lab) Internal 
Marks 

 

 

Description:  In this module Enter student internal marks for a particular IA test . To 

do this, you will need to select the section, semester, subject, semester type, academic 

year, branch, and IA (Internal Assessment ex: IA1,IA2, IA3) test. Once you have 

selected these parameters, click on [Click to Get Student] button will display columns 

showing the student's name, USN (University Serial Number), and IA (Internal 

Assessment) marks. here you can enter the student's internal marks for that specific IA 

test. The maximum marks [Max Marks] for a subject is set at 20 and cannot exceed 

that limit. The highest score they can achieve is 20. The [save] button will save the data 

you have entered. The [reset] button will indeed reset the data you entered. If a student 

is absent for a particular IA test, you should [Enter the number 99] in the IA test 

column to indicate their absence. 
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Student Assignment Marks: 

Objective: In this module Student Assignment Marks details are being Updated. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction->Student Marks Entry->Assignment Marks 

 

Description: In this module you have to Enter Student Assignment Marks. For that 

select the subject, semester, section, assignment, branch, year, and semester type from 

the dropdown list. Click on the [Click to Get Student] button to retrieve the specific 

parameters of the student list. it will display columns showing the student's name, USN 

(University Serial Number), and IA (Internal Assignment) marks. Here you can enter 

the student's internal Assignment Marks for that specific IA column. The maximum 

marks  [Max Marks] for a subject is set at 20 and cannot exceed that limit. The [save] 

button will save the data you have entered. The [reset] button will indeed reset the data 

you entered. The [total student] column will display the total number of student. This 

helps provide an overview of the total student count in that particular section.  
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CPD Entry: 

Objective: In this module CPD Entry details are Updated. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction->Student marks Entry->CPD Entry 

 

 

Description: This module is used for Students CPD Entry. select the student USN 

and Internal test column. Click on the [Click to Get Data] button it  

will display columns Semester No, Student Number, Student Name, Subject code, 

Subject  

Name, grade, Max Marks,IA1,IA2,IA3 marks of selected students. 

 The parent meeting details have two parameters. The first parameter is the [parent 

meeting date], where you enter the date of the meeting that was held with the parents. 

The second parameter is the [remark of the parent], where you can input any comments 

or feedback provided by the parents during the meeting. 

 The Student meeting details have two parameters. The first parameter is the [student 

meeting date], where you enter the date of the meeting that was held with the students. 

The second parameter is the [remark of the student], where you can input any 
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comments or feedback provided by the students about the subject during the meeting. 

In the context of the [dispensary action], there are two important parameters [action 

suggestion] and [action taken] for the student. Here you have to suggest appropriate 

actions based on the discussions and outcomes of the meetings. If you want to include 

any additional remark on [Extra Remark] column. 

In [Report option] there are 2 parameters. First parameter is [CPD entry] of the student 

and another one is [Activity report] of the student .The [update] button will save the 

data you have entered. The [delete] button will delete the data you entered. 
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Grace Attendance: 

Objective: This module captures the student activities throughout his course. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: TransactionStudent Marks Entry->Grace Attendance 

 
Description: In this module you have to give the grace attendance to the student who 

have shortage of attendance.(i.e less than 85%).select the semester, subject and section 

in the list. Cutoff of the attendance is set at 85 percentage in [Attn cutoff] list.  

Click on the [Click to Get Student] button it will display columns Student USN 

Number(ST_No),  Student Name, Number of Class held(CH),Number of class 

Attended(CA), Percentage of the student attendance (ST.Attn Per), Required grace 

attendance, and New grace attendance given to the students for a particular subject. 

The [Save] button will save the data you have entered. The [Print] button is designed to 

generate and print out the report of student grace attendance.  
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Student Activities: 

Objective: In this module captures the student activities throughout his course. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: TransactionStudent Marks Entry->Student Activities 

 
Description: In this module you have to capture the student activities throughout the 

year. Select the branch and student in dropdown list. Enter the year in text 

box.[Activity info] contains 2 parameters one is [Activity Head] and [Student Activity 

Description]. 

The [Activity Head] should contain the name or title of the activity conducted by the 

students of a specific academic year. The [Student Activity Description] parameter 

should provide a detailed description of the activity carried out by the students. The 

maximum points for a activity is set at 20.the [Total Activities] and [Points] label 

shows total number of activities done by a student in an academic year and the points 

they received for each activity. [Update] button saves the information you entered. 

[Report option] that generates an activity report showing the activities completed by a 

student and the marks they obtained in each activity throughout an academic year. 



 

Faculty User Manual Ver1.0              Date: March, 2024 Page 19 of 31 
 

 The module that includes a table displaying the activity description, total points, total 

activity, and maximum points of a specific student selected for different academic 

years. This module seems to provide detailed information about the student's 

performance in various activities across different academic years. 
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 Vacation Leave: 

Objective: In this Module Faculty can enter their vacation leave dates. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Vacation Leave 

 
Description: In this module you can input the dates of your vacation leave as required. 

Select the start date and end date for your vacation, [VL days] feature that displays the 

number of vacation leave days you have available . [No of weeks] displays total 

number of weeks that faculty members have applied for leave. Warning message that 

may appear on the screen that the faculty has entered IA marks and assignment marks 

before proceeding with the vacation leave application. In vacation leave (VL) option, 

there are five types of parameters available [ i.e Weekly, Daywise, Mannual, Fixed and 

LOP]. In the [weekly option], faculty members can apply for leave for a total number 

of weeks [ex. 2 weeks]. On the other hand, in the day wise option, faculty members 

can apply for leave within a specific range of days.  
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For example: faculty members can select up to 12 vacation leave days within a 

specified range of dates. Once you have selected 12 vacation leave days within the 

specified range, a message will appear indicating that the vacation leave quota for the 

user has been reached. Check the leave dates before saving, since HOD may confirm 

the leave immediately, once confirmed, the leave transaction can only be changed with 

a memo to the principal. In the vacation leave system, an alternate employee is 

required only for the Head of Department (HOD) and the Principal positions. [process 

leave] button display the column such as Leave Date, Leave Type, Altr Emp and VL. 

The [Save] button will save the data you have entered.  
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Permitted Hours: 

Objective: This module is used for the student activities throughout his course. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Permitted Hours 

 

Description: Every month employees have the option to take 2 one hour permission 
each. 

Select the date for which the permission is required. Select the session 
(Morning/Afternoon). Enter from time and to time. Enter the permission reason.  

Press  button. 

On the right hand side grid you can see all the permission taken. You can delete the 
permission before HOD approves by double clicking the Approval status. 
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Faculty Feedback on Student Feedback: 

Objective: In this Module where faculty members provide feedback to students based 
on the student feedback  

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction->Faculty Feedback on Student Feedback 

 
Description: In this Module where faculty members provide feedback to students 

based on the feedback received from the students themselves. Select the Faculty 

subject in Dropdown list. Choose the feedback type. There are two types of feedback 

given by students, formative feedback (given after the first IA test) and summative 

feedback (given at the end of the semester). Select a feedback type and retrieve data in 

a table format that includes questions about the subject or faculty, subject code, 

percentage of the feedback that the faculty gained in the subject, and faculty feedback 

on student feedback columns. 

In Feedback print option there are 2 types faculty and subject report.in faculty report it 

will display the feedback about the faculty of particular subject and subject report 

displays the feedback regarding to the subject. 
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Document Approval: 

Objective: Whenever the employees attend any FDP or publish any 
Journal/Conference/Patent/Activity, the details are entered by the employee and then 
approved by the HOD. They can also upload the Document PDF file. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Documents Journal 

 

Description: 

The HOD can view the Journal details and download it in this module. 

By clicking on the branch name, the faculty name, year of publishing and by pressing 
tab, HOD can get all the details of Journal published for that year. 

By double clicking on the RHS form data which houses the faculty name, HOD can get 
the journal details published by that faculty. 

The details of the journal include paper title, journal name, Volume, issue, Page No, 
ISBN no, Doc ID, Students and his college, who have contributed for this paper, 
coauthors for this paper. 

The journal paper can be uploaded in the field “File Upload” by the author. 
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The journal status once created can be “Open” and once submitted can be made 

“Close” by the author. All these details are not editable for the HOD. 

HOD has options to see his/her document in “Current Doc”. 

HOD can also view all the documents submitted by him/her in that year by clicking 
“Yearly Doc”. 

HOD can also view “All years Doc” submitted by him/her. 

HOD can also view “All Employees Yearly Doc”, ”Individual Employee”, ”Download 

Current Doc”,” Excel Download” and “Date Wise” download, which are the 
documents related to other employees. 

If the HOD wants to download the entire journal PDF’s of a particular employee 

he/she can double click on the RHS below form data. 
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Location/Link: Transaction Documents Conference 

 

Description: 

The HOD can view the Conference details and download it in this module. 

By clicking on the branch name, the faculty name, year of publishing and by pressing 
tab, HOD can get all the details of paper published in the conference for that year. 

By double clicking on the RHS form data which houses the faculty name, HOD can get 
the conference details attended by that faculty. 

The details of the journal include paper title, conference name, Organized by, ISBN no, 
Doc ID, User Ref No, Students and his college, who have contributed for this paper, 
coauthors for this paper. 

The conference paper can be uploaded in the field “File Upload” by the author. 

The journal status once created can be “Open” and once submitted can be made 

“Close” by the author.  

Additionally the conference type (National or International),SMVITM coauthors can 
be entered for this conference and paper. 

All these details are not editable for the HOD and only entered by the faculty. 

HOD has options to see his/her document in “Current Doc”. 
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HOD can also view all the documents submitted by him/her in that year by clicking 
“Yearly Doc”. 

HOD can also view “All years Doc” submitted by him/her. 

HOD can also view “All Employees Yearly Doc”, ”Individual Employee”, ”Download 

Current Doc”, ”Excel Download” and “Date Wise” download, which are the 

documents related to other employees. 

If the HOD wants to download the entire journal PDF’s of a particular employee 

he/she can double click on the RHS below form data. 
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Location/Link: Transaction Documents FDP 

 

Description: 

The HOD can view the FDP details and download it in this module. 

By clicking on the branch name, the faculty name, year of publishing and by pressing 
tab, HOD can get all the details of Journal published for that year. 

By double clicking on the RHS form data which houses the faculty name, HOD can get 
the FDP details attended by that faculty. 

The details of the FDP include Organized By, To and From Dates, Ref No, Doc ID. 

 The certificate can be uploaded in the field “Certificate Upload” by the author. 

The FDP status once created can be “Open” and once submitted can be made “Close” 

by the author.  

Additionally the conference type (National or International), FDP mode(Can be online 
or Offline) are entered. 

All these details are not editable for the HOD. 

HOD has options to see his/her document in “Current Doc”. 

HOD can also view all the documents submitted by him/her in that year by clicking 
“Yearly Doc”. 
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HOD can also view “All years Doc” submitted by him/her. 

HOD can also view “All Employees Yearly Doc”, ”Individual Employee”, ”Download 

Current Doc”, ”Excel Download” and “Date Wise”, download, which are the 

documents related to other employees. 

If the HOD wants to download all the conference PDF’s of a particular employee 

he/she can double click on the RHS below form data. 
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Location/Link: Transaction Documents Activity Form 

 

Description: 

An activity request form is generated if there is an event which the college is 
conducting and an approval in terms of expenses is required from HOD. There can  be 
activities which do not require the permission  of HOD also. 

An activity request form is filled with details of branch, faculty name, Academic year 
and tab is pressed to get the details of activities done by that faculty. 

By double clicking on the activity in the RHS form data, the activity details are 
displayed with name of activity, target audience, date of activity and Expected 
Expenditures. 

Financial support from the institute can be entered in the textbox given. 

Also the PDF related to the activity can be uploaded using the “Browse” and “Upload” 

button. 

HOD has options to see his/her document in “Current Doc”. 

HOD can also view all the documents submitted by him/her in that year by clicking 
“Yearly Doc”. 

HOD can also view “All Employees Yearly Doc”, ”Download Doc” and “Date Wise” 

download of document. 
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The form is either submitted to HOD for approval or can be there as an internal 
document. 



` 
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SMVITM Software is a desktop application having the following Features: 

a) It maintains the student Profile like USN, Name, DOB, etc. 

b) Employee profile. 

c) It helps in Keeping track of student's performance throughout his stay in the 

college. 

d) Creation of Students section, lab batches, Elective allocation, USN updating, 

Teacher Student guardian, etc. 

e) Student and Faculty subject link. 

f) Student attendance system 

g) Student Grace attendance 

h) Student Sessional Marks 

i) Student assignments 

j) Transfer of students at the end of the semester 

k) There is a Faculty feedback regarding the performance and teaching. 

l) There is online Quiz in lines with the industrial Standard. 

m) Online Faculty exam duty allocation for theory subjects. 

n) Lab allocation VTU examination. 

o) DCS duty allocation. 

p) All VTU related Invoice and Reports. 

q) Employees Attendance integrated to the Face and Punching time attendance. 

r) Online leave system 

s) Students Grievances. 

t) Student Hostel system which helps to keep track of absentees, their mess bills, 

sending of emails as and when required. 

u) Sending e-greeting for the Alumni, current students and employees 



` 
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a) Employee Role 

b) Student Role 

c) HOD Role 

d) Office Role 

e) Principal Role 

f) Administrator Role 

a) MS-SQL Server is used as Backend 

b) VB.Net is used as Front End. 

c) Crystal Report is used as reporting tools. 

d) Windows Server 2008 

e) Users PC’s (Windows XP, 8, 10, etc.) and printers. 

f) Wi-Fi and Local Area Network with …. 

g) Face and punching attendance machines are used for attendance. 

 

System Development Life Cycle (SDLC): This is one of the most common processes 

adopted to develop a project and not surprisingly, this project is following this model 

too. To be precise, waterfall model is being applied. Waterfall model is a sequential 

model process where the input of a phase actually results from the previous phase.  

 
 

 

 

Phase-1: Planning Phase-2: Analysis Phase-3: Design 

Phase4: Coding Phase-5: Testing (UAT) 
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a) Employee Profile 

b) Course Details 

c) Student Monthly Attendance 

d) CPD Entry 

e) Student Activities 

f) Student Grace Attendance 

g) Student Internals Marks 

h) Student Assignments 

i) Student Grievance. 

j) Transfer of Students 

k) Faculty Subject Relation 

l) Creation of Student Section 

m) Student Lab Batch 

n) Student Roll No 

o) Student USN 

p)  Faculty Course Link 

q)  Elective Link 

r) Teacher Guardian Link 

s) Online Leave System 

t) Leave Approval 

u) Help Desk Approval 

v) HOD Feedback on Faculty Feedback 

w) Document Approval 

x) Student SGPA Update 

y) Change of Branch 

z)  Faculty Feedback on Student Feedback 

aa)  Documents Like Journal, FDP, Conference, Patent, Activities 

Note: Use Tab Button to go to the next Field/object in the entire screen 
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Objective: In this module HOD details are updated. 

Module Type: Master 

Module Used by: HOD/All Employees 

Location/Link: MasterEmployee 

 

Description: In this module you can change all the data except Employee no.  

Enter your name along with the middle name/last name. 

Enter the City where you are resident.  

Enter the mobile no., DOB, Date of Join, e-mail address.  

Select the branch from the branch dropdown list.  

Pick the branch from the drop down list.  

Select the gender type, sub Branch from the drop down list.  

Enter the designation from the drop down list.  

The employee if part of a coordination activity, one needs to check the appropriate 
coordinator. 

Permanent address and Correspondence address can be updated for the employee. 
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Teaching type can be selected as „Teaching‟ or „Non-Teaching‟. 

Transport Mode can be selected as “College Bus” or “Private”. 

Also what kind of Exam duty the employee is attached to is entered here.Select from 
“Faculty duty” or “No Duty” or “DCS duty” from the choices. 

Click the employee status as “Permanent” or “Probationary” 

Click the appropriate employee status as “Permanent” or “Probationary”. 

Employee category can be clicked as either Lecturer or Office Staff. 

The form also displays the PAN,A/C Number,IFSC code of the employee. 

After the appropriate selection is done then the “Update” button is clicked. 

If an employee information needs to be deleted then “Delete “button can be pressed. 

If we want to fetch the information for an employee then Emp No is entered and 
“Query”button is clicked. 
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Objective: In this module Course Details are updated. 

Module Type: Master 

Module Used by: HOD/Application Administrator 

Location/Link: MasterCourse 

 

Description: 

This module has the details of different Courses related to the respective branches.  

When we enter the subject code for the particular branch and press tab, it results in the 
description of the respective subject which are: 

Subject name: Name of the subject. 

Subject Type : One can  be selected out of these different values.S for Semester, I for 
Internal,E for Elective,O for Open Elective,L for Lab,C for Common,P for Project 
Internship. 

Semester: Semester it is taught in. 

Integrated Lab: Ticked means the theory subject has an integrated lab as well. 
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It also lists VTU theory marks, internal marks (which consists of IA mark, assignment 
marks, seminar marks). It also lists the number of theory exams and labs, scheme that 
are present in the particular semester. 

Common branch and semester: For the subject which is common to the entire semester 
a code is given. 

Convert To: If the VTU says the internal marks are to be considered as a different ratio 
of the total internal marks then this field is used. Eg: The Internal marks is 20 for each 
of the 3 IA‟s but the VTU says it will be 15 rather than 20, then this ratio is considered. 

Also the form lists if the subject status is active or inactive. 

One can Update the values or Delete the record or Query to fetch the data for different 
fields in this form by selecting the particular subject code. 
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Objective: In this module Student attendance is being updated. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: TransactionStudent Marks EntryMonthly Attendance

Description: 

It lists the monthly attendance details of the student, displayed on a day to day basis.  

On clicking the semester, subject, section, year and month for the attendance detail and 
once we say “Click to get student”, we get the attendance details for the month.  

Cumulative days will display the cumulative days of classes conducted till the end of 
previous month.Eg:Here 25 cumulative days are accounted for till 31st of January. 

It lists the days on which the attendance is taken and lists if the particular student is 
present on that day or not. (The first row in the form data displays this) 

It also calculates the attendance percentage of the particular student for the particular 
month.Cum Class->Calculates the number of classes in the month and 

Cum Attn->Signifies the class attended by student 
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Attn%-> Displays the attendance percentage for this month. 

Cumulative days as discussed above list the sum of number of day‟s classes are 

conducted. 

Once Attendance details of the student is entered the “Save” button is pressed to 
complete the transaction. 
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Objective: In this module correspondence of the students/parents meeting and 
suggestion are being updated. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: TransactionStudent Marks EntryCPD 

 

Description: 

This module lists the issues faced by student in the particular subject and IA test.This 
suggests why the student has received less marks in the IA and the course correction 
done to improve the student IA marks. It also lists the parents comment on the issue 
and also captures the remedial action suggested and remedial action taken for the 
student. 

The HOD can click on the Student ID and the internal exam for which these details are 
sought. Then click on “Click to get data” to get the form data and different fields 
populated. 

The parent and student meeting date is obtained and the action taken and action 
suggested are displayed. 

 Any update on action taken or action suggested can be entered and Update button is 
clicked. 

The form data displays the student and his marks in different subjects in different IA‟s. 
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Objective: In this module captures the student activities throughout their course. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Student Marks EntryStudent Activity 

Description: 

The students have to take part in extra circular activities during the course duration. 
They will be given a stipulated number of points for doing a particular activity.HOD‟s 

of  first year will conduct these activities and TG‟s will conduct these in other year‟s. 

Click on branch and student and year from the drop down for which we would like to 
know student activities.  

Then the form is populated with details of the activity. On the R.H.S the form data can 
be double clicked to modify the activity.
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Objective: This module captures the student grace attendance given for the current 
semester. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Student Marks EntryGrace Attendance 

Description: This module captures the attendance percentage of the student in the 
particular course and the required grace attendance for him or her to get the cut off 
attendance for that course. 

Click on semester, subject, section you want the grace attendance details for. 

Attendance CutOff % captures the cutoff attendance percentage that is required to pass. 

Click on “Click to get Student”, to get the list of students and their attendance 
percentage.  

It also lists the required grace attendance for the student to reach the cutoff attendance 
percentage. 

It also displays Grace Attendance given in the column New Grace Attn. 

Click on “Save” to save the transaction or “Exit” to exit the module.
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Objective: In this module student internal Marks are being updated. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Student Marks EntryCourse wise (Theory/Lab) internal 
Marks 

Description: 

Here we capture the internal assessment marks of the student for the corresponding 
course for different IA‟s. 

Click on the semester, subject from the drop down list and the section and IA. 

When we click “Click to get Student” we get the list of students with their IA marks. 

 If we want to update the IA marks then we can click on the marks, enter the marks and 
click on “save” button. 

The fields like Semester Type, Academic Year, Branch, Section and Total Student is 
auto populated.
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Objective: In this module student Assignment Marks are being updated. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Student Marks EntryAssignment Marks

 

Description: 

As stated this module captures the assignment marks for the respective student in a 
particular semester. 

Click on the semester and from the drop down list pick the subject of interest and also 
select the section.  

Click on “Click to get Student” button to get the details of the student in the form data. 

Then in the form click on INTER_ASSIGNMENT column to enter the assignment 
marks. 

Press “Reset “button to clear the form data. 

 Press “Save” button after the marks are entered. 
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Objective: In this module student Grievance is addressed. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Student Grievance 

Description: 

This module is for the faculty to assign a grievance against a particular grievance 
category and address this issue to the HOD.The grievance description tells about the 
exact nature of grievance. 

Click on the “Grievance Category” and the “Grievance Type”.  

If the Grievance is related to HOD then ”Grievance to” is selected as HOD and then 
the Grievance description is entered.  

Once submitted, this goes to HOD and marked to the faculty to whom this grievance is 
related to. 
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Objective: In this module is being used to transfer student from the current semester to 
the next semester. 

Module Type: Transaction 

Module Used by: HOD/Super User 

Location/Link: Transaction Student Transfer from Odd to Even 

 

Description: 

This activity of transferring students from one semester to another semester is done by 
HOD and by using this screen. 

Click on branch and semester to which the students are to be transferred.  

Pick the section and then click Transfer.  

This will transfer the students from current semester to the next semester. 
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Objective: This module is being used to allocate each teaching staff with their 
respective subjects. 

Module Type: Transaction 

Module Used by: HOD/Super User 

Location/Link: Transaction HODFaculty – Subject Link 

 

Description: 

This screen is used by the HOD to link a faculty to a subject of a particular semester. 

Select the branch and faculty to whom the subject needs to be linked after selecting the 
subject and semester.  

The link is done by clicking on “Click to Link” button. 

In the resulting output in form data click the branch and section to be allocated and 
also if this faculty is coordinator or not and batches that are linked to this subject 
code.Eg:If the subject is a lab then if this faculty is assigned to all the three batches of 
the subject then B1,B2,B3 is clicked. 

To see the list of sections and subjects related to a particular faculty click on “Fac 

Subjects” 

Click “Save” button to save the transaction. 
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Click “Reset “button to reset the transaction. 

Objective: This module is being used to allocate section for each student. 

Module Type: Transaction 

Module Used by: HOD/Super User 

Location/Link: Transaction HOD Student Section Link 

 

Description: 

This module is used by the HOD to allocate students from a particular semester to a 
particular section. 

 Click on the semester and the student total and enter the number of students in each 
semester. 

Once we click on “Re process” the students are automatically assigned to the sections. 

 If we want to update the section of a particular student then in the form data we can 
update the section to which a student belongs to. 

If a section for a student is changed then the attendance for the student needs to be 
reentered. 

Press the “Save “button to save the transaction. 
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Objective: This module is being used to allocate Lab batches for each student. 

Module Type: Transaction 

Module Used by: HOD/Super User 

Location/Link: Transaction HOD Student Lab Batch Link 

Description: 

This screen is used to link a particular student to a particular batch. 

E.g.: Say there are 60 students in a section, 3 batches are created with 20 students each 
and the individual student is assigned to this individual batch ID 1, 2, 3. 

Click on the semester and section of the student. 

Create the number of batches this section would have and enter the starting USN and 
ending USN for whom this lab batch is allocated.  

Click on “Reprocess” to automatically assign a batch to a student. 

Click on the “Save” button to save this transaction.
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Objective: This module is being used to allocate roll number for each student. This is 
done since we have no USN for the first semester and third semester lateral entry. 

Module Type: Transaction 

Module Used by: HOD/Super User 

Location/Link: Transaction HOD Student - RollNo Link 

Description: 

As the screen name signifies this is used to link roll number to a particular student

Click on the semester and section to which we want to assign roll numbers. 

 Enter the starting and ending USN numbers we want to update the roll numbers. 

When “Re-Process” button is clicked then roll numbers are automatically assigned to 
students. 

 Click on “Save “button to save this transaction.
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Objective: This module is being used in first and third semester (Lateral entry). 
Students USN are usually given by the VTU at the end of First Semester before the 
VTU Examination. 

Module Type: Transaction 

Module Used by: HOD/Super User 

Location/Link: Transaction HOD Student USN Link 

 

Description: 

This module is used to allocate USN‟s to the student at the end of first semester. 

The student application number got at the beginning of the semester will be replaced 
by the USN in this module. 

Enter the branch name, semester and section along with starting USN and ending USN 
no‟s.  

Once we click the button “Re Process” the USN‟s are automatically assigned to 

students. 

Click on “Reset” to reset the transaction. 

Click the “Save” button to save the transaction. 
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Objective: This module is being used to link every student with their respective 
elective subjects. 

Module Type: Transaction 

Module Used by: HOD/Super User 

Location/Link: Transaction HOD Student – Elective Link 

Description: 

This module is used to link a particular student with his elective subject in that 
semester. 

Click on Branch, Semester and Section and pick the default elective 1 and 2. 

Total students having this elective combination is displayed in the field Total Student. 

When “Click to Link” button is clicked the system automatically links these number of 
students with the respective Elective. 

To assign a new elective to a particular student click on Default Elective 1 and Elective 
2 in the form data and assign the appropriate Electives. 

Click on “Unlink Elective” to unlink the elective to the student. 

Click on “Save” to save the linking. 
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Objective: This module helps in allocating each Faculty with certain students. They 
are fully responsible for these students. 

Module Type: Transaction 

Module Used by: HOD/Super User 

Location/Link: Transaction HOD Student – FA/TG 

Description: 

This screen is used to link a faculty as Teacher Guardian for a set of students. 

Click and select the branch and semester and student section. 

Pick the teacher guardian who is going to be assigned for the set of students.  

Click on “Click to set Student” to map the FacName to the students in the form. 

CurAdvisor lists the current teacher guardian. 

Click on StAdvisor checkbox to complete the link between student and the new teacher 
guardian. 

Click on “Save” button to save the transaction.
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Objective: Leave transaction module is a workflow. The employees will submit their 
leave. After the submission of leave this will appear to the HOD for approval. HOD 
can approve or reject the leave. Once approved by the HOD, this leave will appear for 
the principal for the final approval. 

Module Type: Transaction 

Module Used by: HOD 

Location/Link: Transaction HOD Leave Approval 

Description: 

Leave Approval tab is used by the HOD to accept or reject the leave. One can see 
HOD leave rejection reason details in this view. 

Once HOD Clicks “Click to get leave approval” all the employees who have applied 

for leave will be displayed 

Then in the data form, in case of leave rejection, the checkbox “Reject Tick” is ticked 

and the reason for HOD rejection is entered. If the leave is rejected the leave would be 
deleted from the system. 

If the leave is approved “Confirm Tick” is ticked. 

If the course file is present then “Course File” is ticked. 
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If the permission is taken before applying the leave then “Permission Taken” is ticked. 

If the leave is applied after the leave is taken and permission is not taken then this 
checkbox would be unchecked.
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Objective: Every semester there are 2 students‟ feedbacks. One feedback at the 

beginning of the semester and the other is at the end of the semester.  

Module Type: Transaction 

Module Used by: HOD 

Location/Link: Transaction HOD HOD feedback on Faculty feedback  

 

Description: 

This module is used to give HOD feedback on a particular subject against faculty 
feedback. 

 Essentially it captures the faculty feedback on student feedback and the HOD 
feedback on the faculty feedback. 

HOD can click on the faculty whose feedback is needed. 

Then, faculty subject is clicked and then “Retrieve” button is pressed to retrieve the 

results.  

Then HOD gives the feedback on faculty feedback.  

And then the transaction is saved by clicking on the “Save” button. 
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Objective: Whenever the employees attend any FDP or publish any 
Journal/Conference/Patent/Activity, the details are entered by the employee and then 
approved by the HOD. They can also upload the Document PDF file. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: Transaction Documents Journal 

 

Description: 

The HOD can view the Journal details and download it in this module. 

By clicking on the branch name, the faculty name, year of publishing and by pressing 
tab, HOD can get all the details of Journal published for that year. 

By double clicking on the RHS form data which houses the faculty name, HOD can get 
the journal details published by that faculty. 

The details of the journal include paper title, journal name,Volume,Issue,Page 
No,ISBN no,Doc ID, Students and his college, who have contributed for this paper, 
coauthors for this paper. 

The journal paper can be uploaded in the field “File Upload” by the author. 
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The journal status once created can be “Open” and once submitted can be made 

“Close” by the author. All these details are not editable for the HOD. 

HOD has options to see his/her document in “Current Doc”. 

HOD can also view all the documents submitted by him/her in that year by clicking 
“Yearly Doc”. 

HOD can also view “All years Doc” submitted by him/her. 

HOD can also view “All Employees Yearly Doc”,”Individual Employee”,”Download 

Current Doc”,”Excel Download” and “DateWise” download,which are the documents 

related to other employees. 

If the HOD wants to download all the journal PDF‟s of a particular employee he/she 
can double click on the RHS below form data. 
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Location/Link: Transaction Documents Conference 

 

Description: 

The HOD can view the Conference details and download it in this module. 

By clicking on the branch name, the faculty name, year of publishing and by pressing 
tab, HOD can get all the details of paper published in the conference for that year. 

By double clicking on the RHS form data which houses the faculty name, HOD can get 
the conference details attended by that faculty. 

The details of the journal include paper title, conference name, Organized by,ISBN 
no,Doc ID, User Ref No, Students and his college, who have contributed for this paper, 
coauthors for this paper. 

The conference paper can be uploaded in the field “File Upload” by the author. 

The journal status once created can be “Open” and once submitted can be made 

“Close” by the author.  

Additionally the conference type(National or International),SMVITM coauthors can be 
entered for this conference and paper. 

All these details are not editable for the HOD and only entered by the faculty. 

HOD has options to see his/her document in “Current Doc”. 
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HOD can also view all the documents submitted by him/her in that year by clicking 
“Yearly Doc”. 

HOD can also view “All years Doc” submitted by him/her. 

HOD can also view “All Employees Yearly Doc”,”Individual Employee”,”Download 

Current Doc”,”Excel Download” and “Date Wise” download, which are the documents 
related to other employees. 

If the HOD wants to download all the journal PDF‟s of a particular employee he/she 

can double click on the RHS below form data. 
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Location/Link: Transaction Documents FDP 

 

Description: 

The HOD can view the FDP details and download it in this module. 

By clicking on the branch name, the faculty name, year of publishing and by pressing 
tab, HOD can get all the details of Journal published for that year. 

By double clicking on the RHS form data which houses the faculty name, HOD can get 
the FDP details attended by that faculty. 

The details of the FDP include Organized By, To and From Dates, Ref No, Doc ID. 

 The certificate can be uploaded in the field “Certificate Upload” by the author. 

The FDP status once created can be “Open” and once submitted can be made “Close” 

by the author.  

Additionally the conference type (National or International),FDP mode(Can be online 
or Offline) are entered. 

All these details are not editable for the HOD. 

HOD has options to see his/her document in “Current Doc”. 

HOD can also view all the documents submitted by him/her in that year by clicking 
“Yearly Doc”. 
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HOD can also view “All years Doc” submitted by him/her. 

HOD can also view “All Employees Yearly Doc”,”Individual Employee”,”Download 

Current Doc”,”Excel Download” and “DateWise” download,which are the documents 

related to other employees. 

If the HOD wants to download all the conference PDF‟s of a particular employee 

he/she can double click on the RHS below form data. 
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Location/Link: Transaction Documents Activity Form 

 

Description: 

An activity request form is generated if there is an event which the college is 
conducting and an approval in terms of expenses is required from HOD.There can  be 
activities which do not require the permission  of HOD also. 

An activity request form is filled with details of branch, faculty name, Academic year 
and tab is pressed to get the details of activities done by that faculty. 

By double clicking om the activity in the RHS form data, the activity details are 
displayed with name of activity, target audience, date of activity and Expected 
Expenditures. 

Financial support from the institute can be entered in the textbox given. 

Also the pdf related to the activity can be uploaded using the “Browse” and “Upload” 

button. 

HOD has options to see his/her document in “Current Doc”. 

HOD can also view all the documents submitted by him/her in that year by clicking 
“Yearly Doc”. 

HOD can also view “All Employees Yearly Doc”, ”Download Doc” and “Date Wise” 

download of document. 
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The form is either submitted to HOD for approval or can be there as an internal 
document.
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Objective: SGPA is calculated when the VTU marks are uploaded. Sometimes under 
certain circumstances we may need to recalculate the SGPA. 

Module Type: Transaction 

Module Used by: HOD 

Location/Link: Transaction HOD Student updates (SGPA) 

Description: 

Under certain circumstances the SGPA would be wrongly assigned in Student Master. 
To correct this we are having this screen, in which we can update SGPA. 

Click on the branch of interest, Current semester, Section, Semester for which SGPA is 
required (which can be different from the current semester). 

Once we click on “Get Data” we get the list of students within that section. 

When we click on Pass(Tick) column and say “Update” ,the SGPA is recalculated for 
that student.
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Objective: First the student gives feedback for the each subject and for each lecturer. 
Faculty will give feedback on the student feedback. 

Module Type: Transaction 

Module Used by: Lecturer/HOD

Location/Link: Transaction Faculty Feedback on Student Feedback 

Description: 

This screen is used to give faculties feedback on student‟s feedback about different 
teaching parameters. It is given against each subject. 

There are 2 student feedback per semester. 

1) Formative feedback: After 1st IA 
2) Summative feedback:After 3rd IA 

 The faculty subject is selected and the feedback type (Formative-after 1st IA or 
Summative-After the completion of 3rd IA) is selected. 

Choose the required feedback type. Against the feedback on each parameter given by 

student and against each category of performance the faculty feedback is given
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SMVITM Software is a desktop application having the following Features: 

a) It maintains the student Profile like USN, Name, DOB, etc. 

b) Employee profile. 

c) It helps in Keeping track of student's performance throughout his stay in the 

college. 

d) Creation of Students section, lab batches, Elective allocation, USN updating, 

Teacher Student guardian, etc. 

e) Student and Faculty subject link. 

f) Student attendance system 

g) Student Grace attendance 

h) Student Sessional Marks 

i) Student assignments 

j) Transfer of students at the end of the semester 

k) There is a Faculty feedback regarding the performance and teaching. 

l) There is online Quiz in lines with the industrial Standard. 

m) Online Faculty exam duty allocation for theory subjects. 

n) Lab allocation VTU examination. 

o) DCS duty allocation. 

p) All VTU related Invoice and Reports. 

q) Employees Attendance integrated to the Face and Punching time attendance. 

r) Online leave system 

s) Students Grievances. 

t) Student Hostel system which helps to keep track of absentees, their mess bills, 

sending of emails as and when required. 

u) Sending e-greeting for the Alumni, current students and employees 



 

Office User manual Ver1.0              Date: March, 2024 Page 3 of 49 
 

a) Employee Login 

b) Student Login 

c) Faculty Login 

d) HOD Login 

e) Principal Login 

f) Administrator Login 

a) MS-SQL Server is used as Backend 

b) VB.Net is used as Front End. 

c) Crystal Report is used as reporting tools. 

d) Windows Server 2008 

e) Users PC’s (Windows XP, 8, 10, etc.) and printers. 

f) Wi-Fi and Local Area Network with …. 

g) Face and punching attendance machines are used for attendance. 

 

System Development Life Cycle (SDLC): This is one of the most common processes 

adopted to develop a project and not surprisingly, this project is following this model 

too. To be precise, waterfall model is being applied. Waterfall model is a sequential 

model process where the input of a phase actually results from the previous phase.  

 
 

 

 

Phase-1: Planning Phase-2: Analysis Phase-3: Design 

Phase4: Coding Phase-5: Testing (UAT) 
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a) Employee Profile 

b) Student Profile 

c) VTU Examination Dates 

d) Fees/Examination Remuneration Fees 

e) Leave Master 

f) Leave Approval 

g) Yearly Holidays 

h) Room Master 

i) Lab Examination Allocation 

j) Faculty Exam Date Selection 

k) Manual Exam Date Allocation 

l) Exam Duty Date Exchange 

m) VTU Exam Date Change 

n) Reliever Exam Duty 

o) DCS  Exam Date Selection 

p) DCS manual Allocation 

q) Dispatch Entry. 

r) VTU Student Appearing List Upload 

s) VTU Room Allocation 

t) VTU Student Seat Allocation 

u) VTU Exam Absentees 

v) Faculty Room Link 

w) Deactivation of Faculty Exam Duty / Exam Dates 

x) Leave Transaction 

y) Permitted Hours 

Note: Use Tab Button to go to the next Field/object in the entire screen 
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Objective: In this module HOD details are updated. 

Module Type: Master 

Module Used by: HOD/All Employees 

Location/Link: MasterEmployee 

 

Description: In this module you can change all the data except Employee no.  

Enter your name along with the middle name/last name. 

Enter the City where you are resident.  

Enter the mobile no., DOB, Date of Join, e-mail address.  

Select the branch from the branch dropdown list.  

Pick the branch from the drop down list.  

Select the gender type, sub Branch from the drop down list.  

Enter the designation from the drop down list.  

The employee if part of a coordination activity, one needs to check the appropriate 
coordinator. 

Permanent address and Correspondence address can be updated for the employee. 
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Teaching type can be selected as „Teaching‟ or „Non-Teaching‟. 

Transport Mode can be selected as “College Bus” or “Private”. 

Also what kind of Exam duty the employee is attached to is entered here. Select from 
“Faculty duty” or “No Duty” or “DCS duty” from the choices. 

Click the employee status as “Permanent” or “Probationary” 

Click the appropriate employee status as “Permanent” or “Probationary”. 

Employee category can be clicked as either Lecturer or Office Staff. 

The form also displays the PAN, A/C Number, IFSC code of the employee. 

After the appropriate selection is done then the “Update” button is clicked. 

If employee information needs to be deleted then “Delete “button can be pressed. 

If we want to fetch the information for an employee then emp No is entered and 
“Query” button is clicked. 
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Objective: In this module student profile is being updated. 

Module Type: Master 

Module Used by: Office / Office Assistant 

Location/Link: MasterStudent 

There are 4 screens 

1) Basic Student Information 
2) More info 
3) VTU Marks 
4) Detailed VTU Grade 

 

Description: In student Profile update and displays all the information recorded for a 

student including personal and contact information. In this Module you can change all 

the data expect student USN Number. Enter student Name, branch from the branch 

dropdown list. Select the Current semester and section from the list. Status column 

contain 4 types of parameter such as [Active, Inactive, Detained, Passed].current 

students are in active mode. There are five specific types listed in the admission mode 

options. Based on the options provided, the category under which a student can do 

their admission would be either ["CET" “Management”, ”Lateral Cet/Management”] or 

"[Comedk."]. 
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 Enter a college fees and receipt number, receipt Date and Admission Date. To select 

the admission issue date, you would need to locate that information within the 

downloaded document. Next, you would enter the CET rank, Student claimed 

category, and allocated category as required. Thereare three types of KEA category are 

[SNQ, Arivu, and Normal].   

Select a [Mother Tougue, Religion or Caste]. choose a [Gender type, Blood group, 

Nationality] of the student. Enter a [Aadhar number, parent whatsApp number and 

Date of joining]. 

Enter the City where you are resident. Enter the student Academic details such as 10th 

and 12th institution name, Exam Board, Percentage of mark and Medium.  In pre-

qualifying course enter the student‟s previous studied class and then go to the [more 

info]. 

 

 

Enter the mobile locker facilities [Yes or No].Enter the hostel facilities [Yes or No]. 

Enter the subject marks [Physics, Chemistry, and Math‟s]. Enter the personal details 

like Father Name, Mother Name, Qualification, Occupation, Annual Income and the 

Mobile Number. Enter the student Achievement, Extracurricular Activities and hobbies 

etc. Enter students‟ permanent or correspondence home address. Choose the option 

where you are sent student progress Report. Close the window go to the main page. 

Click on the button [VTU%]. 
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Enter a student USN, Select a Student scheme Type such as [CBCS or Non CBCS] it 

will display the table that Student Semester Wise aggregate Marks. It also it will shows 

the row [number of Back Logs paper] as of now. Close the window and go to the main 

page. Click on the [Detailed VTU Grade]. 

Detailed VTU Grade: 
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All Semester: 

 

[Detailed VTU Grade] will display the all semesters subjects marks, assignment marks, 

Total attendance, grade points, credits points etc. of the particular selected student. 
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Objective: In this module VTU theory Examination dates are being updated. 

Module Type: Master 

Module Used by: Office/Exam Section 

Location/Link: MasterExamination Dates 

Description: Once VTU exam dates are published, we enter in MIS for all the dates 
and session. Once date is entered you need to enter the Session (morning/Afternoon). 
We need to enter total Subjects, Total Candidate, total rooms required, No. of chief 
superintendent, No. of reliever required, No. of Room Superintendent, no. of office 
Superintendent, no. of typist, no. of clerks and no. of attender required. 

Subject1 Remarks, Subject2 Remarks, Subject3 Remarks, Subject4 Remarks, Subject5 
Remarks, Subject6 Remarks are all optional 

Once transaction is completed, press the Update button. 
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Objective: In this module VTU examination fees for theory/practical. Student 
fee/Hostel Fee also can be updated. 

Module Type: Master 

Module Used by: Office Superintendent 

Location/Link: MasterFees, Exam remuneration Fees 

Description: VTU has different exam fees for different category of employees for 
practical exams and theory exams. There are practical exam fee and theory exam fees.  

Practical Fee: In practical exam fees is defined for Supervision fee, Technician fee, 
Attender fee, external fee, internal fee, extra student fee, chief superintendent fee, 
superintendent Max Fee, chief superintendent Minimum fee, HOD fee, Hod Max fee, 
Hod Minimum fee, Clerk fee 

Theory Fee: In Theory exam fees is defined for chief superintendent fee, deputy 
superintendent fee, room superintendent fee, reliever superintendent fee, office 
superintendent fee, Typist fee, clerk fee, attender fee. 

Student Fee: In Student fee is defined for tuition fee, other fee, University registration 
fee, value added course fee, eligibility fee, hostel fee 

Hostel fees: In hostel fees is defined for Food, minimum hostel deduction, ½ bed room 
fee and 1/3 bedroom fee. 

Once transaction is completed, press the Save button. 
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Objective: To maintain the employee leave details. 

Module Type: Master 

Module Used by: HR 

There are different screen in the module 

1) Leave Master 
2) Leave Open Balance 
3) Direct Update Leave Balance 
4) Bulk Leave 
5) Absentees and leave Balance (Report) 

Leave Master: 

Location/Link: MasterLeave MasterLeave Master 

 

Description: This just for viewing the different type of leave  
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Leave Open Balance: 

Location/Link: MasterLeave MasterLeave Open Balance 

 

Description: This module is used to add leave after the month of date of joining every 
year. He/she should be a permanent employee. If the user is non-teaching then he will 
be having CML and EL. If he/she is a teaching staff then they will be having CML and 
Vacation Leave. 

Direct Leave Update: 

Location/Link: MasterLeave MasterDirect Update Balance Leave 

 

Description: This module is used when an employee joins in middle of academic 
he/she has limited no. of leaves or in case of any issue regarding the leave not being 
updated correctly. 

Select the leave type from drop down list and select branch from the dropdown list. 
Select the employee from the employee drop down list. Press [Get Leave Info] button 
to get the current balance/DOJ and last updated date. Enter the new balance. 

Once transaction is completed, press the [Save] button. 
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Bulk Leave 

Location/Link: MasterLeave MasterBulk Leave 

 

Description: This module is used when you want to update certain type of leave for a 
particular employee or for all employee (teaching or Non-teaching).  

Select the branch from branch drop down list. Select teaching or Non-teaching staff 
from the radio button. Select the leave type from the leave drop down list.  Next select 
all or specific employee. Enter the Leave days to be added. Press [Get Data] button to 
get the employee list. You can change the New Balance leave per employee as per the 
requirement. 

Once transaction is completed, press the [Update] button. 
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Objective: Every leave applied needs to be approved by the HOD and principal. First 
the HOD will approve the leave and then principal will approve the leave and leave 
deduction takes place. 
Module Type: Transaction 
Module Used by: HOD/Principal 
Location/Link: Transaction HODLeave Approval 
Description: This module has 6 options 

1) Leave Approval 
2) Addition of leave 
3) Deletion of leave 
4) Leave with permission 
5) Permitted hour 
6) Absentees on a given date (Report) 

Leave Approval: In this option we have 2 accesses. One is HOD approval and the 
other is Principal approval based on the user access. 
HOD Approval: In this option HOD may approve or reject the leave. If the leave is 
rejected, the leave will be deleted. If the leave is approved it will then appear to 
principal. 
 

 
 
Principal Approval: After HOD approves the leave, principal can approve or reject 
the leave. If the leave is rejected it is deleted. Once approved the leave day‟s deduction 

takes place. Leave transaction is closed. 
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Addition of leave: In this option we have 2 accesses. One is HOD approval and the 
other is Principal approval based on the user access. 
HOD Approval: In this option HOD may approve or reject the leave. If the leave is 
rejected, the leave will be deleted. If the leave is approved it will then appear to 
principal. 

 

Principal Approval: After HOD approves the leave, principal can approve or reject 
the leave. Once approved the leave is closed. 

 
 
Leave with Permission: If the leave type is required to take permission (EL) prior to 
applying the leave it is called as leave with permission. This separate tab so that the 
principal will come know who has taken the leave with permission. 
In this option we have 2 accesses. One is HOD approval and the other is Principal 
approval based on the user access. 
HOD Approval: 
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Principal Approval: After the HOD approves the leave, principal can confirm or 
reject the leave. If rejected the leave is deleted. Once confirmed the leave deduction 
take place and the leave transaction will be closed. 
 

 
 
Permitted Hours: Every month employees can have 2 permitted hours. Permitted 
hour is limited to one hour. After the staff submits the permitted hour, HOD can 
approve or reject the transaction. Once approved the transaction is closed.  
In case of HOD, the permitted hour is approved by the principal. 
 
HOD Approval: 
 

 
 
Principal Approval: 
 

 
 
Absentees on a given date and Leave open Balance (Report): 
 
Absent Date: This is a report for the HOD/Principal to know who is absent on certain 
date and also can check for the leave balance of the employees. 
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Leave Balance (report): 
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Objective: In this module yearly leave is being updated. 

Module Type: Master 

Module Used by: Office Superintendent 

Location/Link: MasterYearly Holidays 

 

Description: We have 4 different types of yearly holidays.  

1) Festival (F) 
2) Restricted (R) 
3) Saturday (S) 
4) Linking (L) 

Here we enter holiday description, holiday date, holiday type (F/R/S/L) 

Once transaction is completed, press the [Save] button. 
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Objective: In this module room details is being Updated. 

Module Type: Master 

Module Used by: Office Superintendent 

Location/Link: MasterRoom master 

 

Description: We need rooms to conduct the VTU exams. Here we can change any data 
expect the room no as it is the primary information. You can double click the right 
hand side grid to display/Update the room. You can enter a new room by entering the 
room no.  

There are 2 check boxes. First one is for whether the theory exam conducted. The 
second check box is whether this room is the service center for the assets. Next enter 
the room location. Select the branch from drop down list in order to confirm that this 
room belongs to this branch. We have Room type radio button. One is used for theory 
exams and the other for lab exams. We can active or de-active the room by the Item 
Status radio button. We need to enter the room capacity. 

Once transaction is completed, press the [Update] button. 

To delete a room no, first choose the room no from the right hand side grid by double 
clicking. Once the room to be deleted is displayed, then you can press the [Delete] 
button to delete the room no permanently.  
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Objective: In this module room details is being Updated. 

Module Type: Transaction 

Module Used by: Office Assistant 

Location/Link: TransactionExam TransactionLab Allocation Batch by batch 

Description: All staff who is involved in the lab examination and lab details of the ab 
is updated in this module.  

 

 

Note: Exam date + Semester + Lab Subject + Batch Id forms the unique key. 

Select the exam date and semester from the semester dropdown list. Select the lab 
subject from the lab subject dropdown list. Enter the batch Id. This batch id is required 
since there can be different batches for the same exam date, semester, lab subject. 
Enter the academic year, semester type (Even/Odd). Enter the batch timings from and 
to time. Enter the total no. of students appearing for the lab examination. Enter 0 if 
there are no absentees else enter the no. of absentees. Enter all the USN appearing for 
the lab examination. Enter the external examiner from the drop down list. If it is new 
External then add the name in the column 
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This will automatically add the new external to the External dropdown list. Enter the 
external college name. Enter the details for PAN, A/C no. and IFSC code. Select the 
internal examiner branch from the dropdown list and also the faculty from the 
dropdown list. Select the supervisor branch from the dropdown list and also the lab 
assistant/Non-teaching staff from the dropdown list. Select the technician branch from 
the dropdown list and also the lab assistant/Non-teaching staff from the dropdown list. 
Select the attender branch from the dropdown list and also the lab assistant/Non-
teaching staff from the dropdown list.  

If you need extra supervisor, click the extra Supervisor check box. You can the select 
the employee from the dropdown list. 

If you need extra technician, click the extra technician check box. You can the select 
the employee from the dropdown list. 

If you need extra attender, click the extra attender check box. You can the select the 
employee from the dropdown list. 

Sometimes we need extra attender (Eg:-Civil branch). In this case click the multi- 
attender check box. Click the extra Supervisor check box. You can the select the 
employee from the Multi attender-1dropdown list/ select the employee from the Multi 
attender-2dropdown list/ select the employee from the Multi attender-3dropdown list/ 
select the employee from the Multi attender-4dropdown list. 

Once completed, press  button to update. 

 . This button is used to rename the batch. First we need to get the 

transaction and then give new batch id. Press   button. The old batch-id will 
be replaced by new batch-id. 

. This button will delete the particular batch-id. First we need to get the 
transaction and press button. The current record will be deleted. 
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Objective: In this module we can manually allocate exam dates to faculties. 

Module Type: Transaction 

Module Used by: Office/Exam Section 

Location/Link: TransactionExam transactionManual Exam Date Allocation 

Description: In this module we can allocate faculty with exam dates. Select faculty 
from faculty dropdown list. Once you select the faculty, system displays the no. of 
slots allocated for the user, Total Slots available, total slots Allocated and the balance 
unallocated. Press the button [Exam Details]. We get list of all exam dates which has 
not been allocated. You need to tick for which exam dates preferred. Press the [save] 
button once you have completed.  

[Reset] button is used to clear the data in the screen.  

[Schedule] button is used to get the details of the exam dates allocated to this faculty.
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Objective: In this module we can change the exam dates for a particular faulty/DCS 
that has already been allocated exam date. 

Module Type: Transaction 

Module Used by: Office Superintendent 

Location/Link: TransactionExam transactionExam Duty Date Exchange 

Description: This module is used for swap the duty of particular faculty with another 
faculty. There are 2 types of duties, one is for DCS and other is faculty duty. Select the 
respective duty type and press the [Get Staff] button to get all the duty allocated for 
that particular faculty. Change the Employee No. to another faculty Employee No. A 
check is done for the new faculty allotment to check whether he has duty on that 
particular day and session. If yes, system throws an error saying that slot has already 
been allocated.   

Once transaction is completed, press the [Save] button. 
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Objective: In this module we can change the VTU exam dates to another new date 

Module Type: Transaction 

Module Used by: Office Superintendent/Exam Section. 

Location/Link: TransactionExam transactionVTU Exam Date Change

 

Description: This module is used when the VTU postpones a particular exam date to 
another date. In this case the entire faculty allocated for that date needs to be shifted to 
new date. 

Select the exam dates and session which needs to be postponed. Select new date 
postponed date and session.  There are 2 options. One to shift the entire allocated 
faculty to the new date and the other we can shift single allocated faculty to the new 
date. Select the staff type (Faculty/Attender) and then press [get Staff] button to get the 
entire faculty for that date and session. Press the [Apply] button to reflect the changes. 

Once transaction is completed, press the [Update] button. 
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Objective: In this module we can allocate certain faculty as reliever. 

Module Type: Transaction 

Module Used by: Office Superintendent 

Location/Link: TransactionExam transactionReliving Exam Duty 

 

Description: Reliever is the one who will substitute the examiner for a short period, so 
that the examiner can go to the wash room or can go to the canteen to have some food. 
Select the exam date for which the reliever is required from the Exam Date dropdown 
list. Choose the session either morning/afternoon/both.  There are 2 types of reliever. 
One is Faculty and other is attender. Select the required Staff type. Press the [Get 
Staff] button to get all the staff on that particular date. Tick against a particular faculty 
whom need to be a reliever. 

Once transaction is completed, press the [Save] button. 
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Objective: In this module we can manually allocate DCS exam duty to senior 
faculties/Dean/HOD 

Module Type: Transaction 

Module Used by: Office Superintendent  

Not Been Used  
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Objective: In this module we can manually allocate DCS exam duty to senior 
faculties/Dean/HOD 

Module Type: Transaction 

Module Used by: Exam Section/Office Superintendent  

Location/Link: TransactionExam transaction DCS manual Allocation 

 

Description: In this module we can allocate senior faculty/Dean/HOD with exam 
dates. Select faculty from faculty dropdown list. Once you select the faculty, system 
displays the no. of slots allocated for the user, Total Slots available, total slots 
Allocated and the balance unallocated. Press the button [Exam Details]. We get list of 
all exam dates which has not been allocated. You need to tick for which exam dates 
preferred. Press the [save] button once you have completed.  

[Reset] button is used to clear the data in the screen.  

[Schedule] button is used to get the details of the exam dates allocated to this faculty.

Once transaction is completed, press the [Save] button. 
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Objective: This module is used to print the Question paper bag, Sticker, etc. 

Module Type: Transaction 

Module Used by: Office Superintendent  

Location/Link: TransactionExam transactionDispatch Entry 

 

Description: This module is used for Question paper bag, extra bundle1, extra 
bundle2, OMR and sticker. 

Select the exam date and session. No of subjects is fetched and displayed. If the exam 

date in invalid then error occurs . 

Select the Chief superintend from the chief superintend dropdown list. Select the 
Deputy Chief superintend from the duty chief superintend dropdown list. Enter the 

reference no. Press  to get the data in grid. If there is no data then a bank grid 
with no. of rows equal to total subject for that exam date and session. 

In the grid we need to enter branch code, subject code, No of Scripts, bundle no, room 
no and total question papers for each room. 

Once transaction is completed press [Update] button. 
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Report Options: 
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Objective: In this module we are downloading the appearing list from VTU site as 
excel sheet. 

Module Type: Transaction 

Module Used by: Exam Section 

Location/Link: TransactionExam transactionVTU Student Appearing List Upload 

 

Description: We first download the appearing list from VTU site as excel sheet. 

Select the branch from dropdown list. Select the date of examination and session 
(Morning/Afternoon).  Click the [Select File] in order to select the VTU appearing 
excel sheet. The Data will be filled in the grid as shown in the figure.  

Press the [Save] button to save the data. 

Press the [Reset] button to clear the data from the screen. 

Press the [Print] button to print the data. 

Press the [Delete] button to delete the data for that branch, exam date and session. 
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Objective: In this module we allocate students to a particular room taking into 
consideration of different branches and different subjects. 

Module Type: Transaction 

Module Used by: Office 

Location/Link: TransactionExam transactionVTU Room Allocation 

 

Description: Allocating the students to examination rooms with different combination 
such that to avoid copying by looking at others students answer sheet. We allocate the 
students from different branch and also different subjects. 

Select the branch from branch dropdown list. Select the examination date and also the 
session (Morning/Afternoon).  Select the room from the room dropdown list. Select the 
subject from subject dropdown list. Enter total no. of students to be allocated for that 
room and for that subject. (Here you can decide how much students can be allocated in 
that particular room and for particular subject and allocate the same). Press [Get Data] 
button to get the students data for that branch, Exam date, session, room and subject. 

Press the [Save] button to save the data. 

 If you want to initialize the data for that set of students and for that 
branch, Exam date, session, room and subject. 
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Press  to get the report. 

 

Press  to get the B-Form. 
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Objective: This module is used to allocate each student with the seat no. 

Module Type: Transaction 

Module Used by: Office Superintendent  

Location/Link: TransactionExam transactionVTU Student Seat Allocation

 

Description: Seating arrangement of every student for that particular exam date, 
session and room no. 

Select the exam date from the exam dropdown list. Select the session from session 
radio button. Pick the room from the room dropdown list. Press [Get Data] button to 
get all the allocated students. All the fields are read only expect the Seat No. The 
system is optimized so that student cannot copy (different branch with different 
subject). You can still able to do the changes by reallocating the seat no. 

Press the [Save] button to save the data. 

There are 2 report options: 

1) Notice Board 
2) Seat Allotment 
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Objective: In this module we capture the students who are absent for each subject. 

Module Type: Transaction 

Module Used by: Examination Section  

Location/Link: TransactionExam transactionVTU Exam Absentees 

 

Description: Enter the students USN. Select the subject from subject dropdown list for 
which the student was absent. 

Press the [Save] button to save the data. 
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Objective: In this module provides the link between faculties and room no. 

Module Type: Transaction 

Module Used by: Exam Section 

Location/Link: TransactionExam transactionFaculty Room link 

 

Description: System automatically allocates room no to the faculty. We can still swap 
the employee as per the requirement by editing the empNo field.  

Press the [Save] button to save the data. 
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Objective: In this module we can deactivate the exam dates or Faculty de-activation 

Module Type: Transaction 

Module Used by: Office Superintendent  

There are 2 options in this module 

1) Faculty De-Activation for theory Exam 
2) Exam Dates 

 
Faculty De-Activation for theory Exam: 

Location/Link: TransactionExam transactionDeactivation of Faculty Exam 
Duty/Exam DatesFaculty De-Activation of Theory Exams  

 
 

Description: Due to some personal reason or medical issues, some of the faculty may 
not take the exam duty. Hence we need to de-activate them. 
Click on the radio button called  

There is a check box . If check this option then you can have a default 
value for the status of the employees who are invigilator for the theory exam. Select 
the branch from branch dropdown list. Press [Get Data] button to get the entire 
teaching faculty for that branch. 
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In the column for FacExamStatus we can have values like „D‟ for DCS duty, „Y‟ for 

faculty Duty and „N‟ for No duty. 
 

Press the [Update] button to save the data. 

Exam Dates: 

Location/Link: TransactionExam transactionDeactivation of Faculty Exam 
Duty/Exam DatesExam Dates 

 
 

Description: Here we can deactivate the exam dates. 
Click the  radio button. We get all the exam dates. Tick to select which 
exam dates needs to be de-activated. 
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Objective: Leave transaction module is a workflow. The employees will submit their 
leave. After the submission of leave it will appear to the HOD to approve. Employees 
can delete the leave before HOD approves, once the leave is approved by the HOD 
employees cannot delete the leave. In case HOD applied for leave then it directly goes 
for principal approval. HOD can approve or reject the leave. Once approved by the 
HOD, this leave will appear for the principal for the final approval. Principal can 
approve or reject the leave. Once the principal approves, the leave gets deducted and 
the leave transaction is completed. 

Module Type: Transaction 

Module Used by: All employees 

Location/Link: TransactionLeave Transaction

 

Description: In this module, we can submit the leave or we can add leave. Sometimes 
the employees will be working other than working days. This type of leave is called 
Leave addition where you can take leave on some other day within one month. 

Leave Submission: In this we can take leave different types of leave. In case of Non-
teaching the valid leave types are CL, CML, HCL, EL and RH. In case of teaching 
staff the valid leave types are CL, CML, HCL, VL, SCL and RH. Maternity leave is 
only for the female staff. If the employee does not have enough leave then he/she avail 
Loss of Pay (LOP). 
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Leaves Details: 

Leave Submission: 

CL: This is called casual leave. Employee need not take prior notice, but must inform 
the HOD. CL cannot be clubbed with another leave. Total CL available to the 
employee is 15 days per year. This leave cannot be carried to the next year. CL cannot 
be taken more than 7 days before July. This leave applies to all employees. Here the 
minimum day is half day 

CML: This is called as committed leave. Every permanent employee will have 10 days 
per year. This leave can be carried to next year. This will be given by HR department 
after joining date. Here the minimum day is 1 day. This leave applies to all employees. 

EL: This leave is called earned leave. Every Non-teaching permanent staff will have 
20 days per year. This will be given by HR department after joining date. This leave 
has a notice period. We need to apply the EL 15 days before the leave days. Here the 
minimum days is 3 days. She/he cannot take less than 3 days. Teaching faculty can 
have EL if they don‟t take the Vacation Leave (1 EL for 3 days VL). 

HPL: This leave is Half Paid Leave. This comes under CML category. Here the 
minimum day can be half a day. If you avail this leave, the balance is deducted from 
CML. We are not using HPL frequently. This leave applies to all employees. 

LOP: This leave is called as Loss of Pay. This leave is used in case you want to take 
leave but you don‟t enough Leave balance. Minimum day is 1. This leave applies to all 
employees. 

ML: This leave is called Maternity leave. This used only for female staff for the 
delivery/after delivery purpose. Maximum Days are 180. 

RH: This leave is called restricted holidays. You can select any 2 days in a set of 
holidays. This applies to all employees. 

SCL: This leave is called special casual leave. This leave is given at the beginning of 
the year to faculty only (30 days). This is used usually for the VTU invigilation/ DCS/ 
Lab Duty/Workshop/FDP, etc. 

Leave Addition: 
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OOD: This leave is called as on Official Duty. This leave is used when the employee 
works outside the college for college purpose. In this case employee can avail any day 
as substitute for the work done. This leave needs to be taken within a month. 

PL: This leave is called as Permitted Leave. Employee has worked in the college 
premises during the holidays or during the weekend. He needs to punch/Face 
attendance. This leave needs to be taken within a month. 

OL: This general leave called as Other Leave. This leave was mainly created at the 
time of corona virus. 

Leave Submission: 

 

Description: Whenever the user submitted the Leave the status will be leave 
submitted. Once the HOD approve the status will be HOD approved and once the 
principal approves the status will be Principal Approved and the leave process is 
closed.  

Choose Leave submission from the radio button. Select the leave type from the leave 
type dropdown list. Enter the start and end date. Pressing the tab button it will calculate 
the total leave days. It also displays the leave balance. If the leave balance is less than 
Total leave apply days then the system will throw error

 and no action will take place. If there is 

enough balance then you need to provide the reason. Click  button. 
System will displays all the leave days and you need to give the substitute employee 
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for each leave day. You can see the entire available substitution employee on the right 

hand side grid. Once complete you can press the  button.  
 
 

If you want to see the leave applied day‟s status then click the  button.  
 

Description: When you want the delete the closed leave you need to send e-mail to the 
principal to delete the required leave. Principal have options to delete the close leave. 
The user can see the deleted leave using the Leave History (deletion)
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Objective: In this module system allows you to take monthly 2 permission of one hour 
each. 

Module Type: Transaction 

Module Used by: HOD/Faculty 

Location/Link: TransactionPermitted Hours 

 

Description: Every month employees have the option to take 2 one hour permission 
each. 
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Select the date for which the permission is required. Select the session 
(Morning/Afternoon). Enter from time and to time. Enter the permission reason.  

Press  button. 

On the right hand side grid you can see all the permission taken. You can delete the 
permission before HOD approves by double clicking the Approval status. 

 


