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1. Change Password 
 Intended Audience 

 All Users 
 Usage 

 This interface enables the user to change the login password. 
 Menu Access 

      Main Menu >>User Manager >>Change Password 
 Dependency 

None 

 

 
 To change password follow steps below 

1) Enter Current Password. 

2) Enter New Password. 

3) Enter Confirm New Password. 

4) Click “Save” button to complete Change Password. 
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2. Date Configuration 
 Intended Audience 

 Administrator 
 Usage 

       This master enables the user to configure the Date, restrict Future and Past 
dates. 

 Menu Access 
      Main Menu >>User Manager >>Date Configuration 

 Dependency 

None 

 

 To make entry on Date Configuration follow steps below 

1) Select the interface for Date Configuration. 

2) Click “Edit” button to config dates for the selected interface. 

3) Click “Update” button to complete the Date Configuration. 
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3. Program Authorization  
 Intended Audience 

       Administrator 
 Usage 

       This master enables the user to assign Program for the selected employee. 
 Menu Access 

       Main Menu >> User Manager >> Program Authorization  
  Dependency 

       User Rights 
   

                          

      

 To authorise program follow steps below 

1) Select Employee from the list to whom the program authorization is 

required. 

2) Select Office from the list. 

3) Select Program available in the selected office. 

4) Click “Save” button to complete Program Authorization process. 
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4. User Rights 

 4a. User Registration 

 Intended Audience 
       Administrator  

 Usage 
       This interface is used in the process of User Registration. 

 Menu Access 
       Main Menu >> User Manager >>User Rights>> User Registration  

  Dependency 
       Employee Master 
         

 

 To authorise program follow steps below 

1) Enter User Name and Password for the selected employee. 

2) Click “Save” button to complete User Registration Process. 
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4b. Office 

 Intended Audience 
       Administrator  

 Usage 
       This interface enables the user to assign Office rights for the selected 
employee. 

 Menu Access 
       Main Menu >> User Manager >> User Rights>> User Office  

  Dependency 
       User Registration 
  

 
  

 To authorise Office follow steps below 

1) Select the Offices from the available offices. 

2) Click “Grant” button to grant the selected offices. 

3)  Click “Revoke” button to revoke the selected offices. 
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4c. Menu (Group) 

 Intended Audience 
       Administrator  

 Usage 
       This interface is used to assign the Menu Group to users. 

 Menu Access 
       Main Menu >> User Manager >> User Rights>> Menu (Group)  

 Dependency 
       User Registration 
  

 

 To assign Menus follow steps below 

1) Select the Menu Group Name from the list. 

2) Click “Save” button to complete the menu rights process. 
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4d. Module (Individual) 
 

 Intended Audience 
       Administrator  

 Usage 
       This interface is used to assign Module rights for the user. 

 Menu Access 
       Main Menu >> User Manager >> User Rights>> Module (Individual)  

 Dependency 
       User Registration 

 

 To assign Modules follow steps below 

1) Select the Module Name from the available list. 

2) Click “Save” button to complete the Module Assignment. 
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4e. Menu (Individual) 

 Intended Audience 
       Administrator  

 Usage 
       This interface is used to assign Menus for the user. 

 Menu Access 
       Main Menu >> User Manager >> Menu (Individual)  

 Dependency 
       Module Assignment 

       

 

 To assign Menus follow steps below 

1) Select the Module Name from the list. 

2) Select the menus from the available list. 

3) Click “Save” button to complete the Menu Assignment. 
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4f. Student Information 
 

 Intended Audience 
       Administrator  

 Usage 
       This interface is used to authorize details of Student Information for the 
selected user. 

 Menu Access 
       Main Menu >> User Manager >> User Rights>>Student Information  

 Dependency 
       Menu Assignment 
 
 

 

 To assign Menus follow steps below 

1) Select the Module Name from the list. 

2) Select the menus from the available list. 

3) Click “Save” button to complete the Menu Assignment. 
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5. Menu Rights Monitor 
 Intended Audience 

       Administrator 
 Usage 

       This interface enables the user to monitor the Menu rights given to the user. 
 Menu Access 

       Main Menu >> User Manager >> Menu Rights Monitor  
 Dependency 

       Menu Assignment 
 

 

 To monitor Menu Rights follow steps below 

1) Select the Module Name from the list. 

(list of menus with Employee Name for the selected module would appear) 

2) Click “Remove Rights” option to delete the menu rights. 
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6. Home Page  
 Intended Audience 

       Administrator 
 Usage 

       This interface enables the user to access Home Page. 
 Menu Access 

       Main Menu >> User Manager >> Home Page  
 Dependency 

       Menu Assignment 
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7. My Favourites Menu 
 Intended Audience 

       Administrator 
 Usage 

       This interface enables the user to add menus to the Favourites. 
 Menu Access 

       Main Menu >> User Manager >> My Favourites Menu 
 Dependency 

       Menu Assignment 
 

 

 To make entry on Favourites follow steps below 

1) Select the menu from the available list. 

2) Click “Add to Favourites” button to add the selected menus in Favourites. 
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8. Logout 

 Intended Audience 
       Administrator 

 Usage 
       This interface enables the user to logout the session. 

 Menu Access 
       Main Menu >> User Manager >> Logout 

 Dependency 
       Menu Assignment 
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1. Application Master 

 1a.Application Category 

 Intended Audience 
 Admission Coordinator 

 Usage 
 This master interface records the Application Category details. 

 Menu Access 
      Main Menu >> Application Master >> Application Consultancy 

 Dependency 
Application Category, Regulation Master 
 

 

 

             

To make entry on Application Category follow steps below 

 1) Enter Application Category required to create. 

 2) Enter Application Cost. 

 3) Select the Status from the list. 

 4) Click “Save” button to complete the Application Category. 
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1b.Application Category Wise Courses 

 Intended Audience 
      Admission Coordinator 

 Usage 
       This master interface records the Application for Category Wise Courses. 

 Menu Access 
      Main Menu >> Application Master >> Application Category Wise Courses 

 Dependency 
Application Category, Course Master 

 
 

 

             

To make entry on Application Category Wise Courses follow steps below 

 1) Select Office Name from the list. 

 2) Select the Academic Year. 

 3) Select Application Category from the list. 

 4) Select the courses and assign for the selected office. 

 5) Click “Save” button to complete Application Category wise Courses. 
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1c. Application Stock 

 Intended Audience 
      Admission Coordinator 

 Usage 
      This master interface records the Application Stock details. 

 Menu Access 
      Main Menu >> Application Master >> Application Stock 

 Dependency 
Application Category 

                       

 

To make entry on Application Stock follow steps below 

 1) Select Academic Year from the list. 

 2) Select the Application Category from the list. 

 3) Enter Number of Application for the selected Application Category. 

 4) Click “Save” button to complete Application Stock. 
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2. Admission Master  

            2a.Admission Type 

 Intended Audience 
 Admission Coordinator 

 Usage 
       This master interface records the Admission Type Details. 

 Menu Access 
      Main Menu >> Admission Master >> Admission Type 

 Dependency 
None 

 
 

 

                     

To make entry on Admission Type follow steps below 

 1) Enter Admission Type required to create. 

 2) Select Parent Admission Type from the list if required. 

 3) Enter Admission Code. 

 4) Click “Save” button to complete Admission Type. 
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               2b.Admission Year Creation    
 

 Intended Audience 
      Admission Coordinator 

 Usage 
      This master interface records the Admission Year Configuration details. 

 Menu Access 
      Main Menu >> Admission Master >> Admission Year Creation 

 Dependency 
Office 

 
            

 

 

To make entry on Academic Year Configuration follow steps below 

 1) Enter Admission Type required to create. 

 2) Select Office Name from the list. 

 3) Click “Save” button to complete the Academic Year Creation. 
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2c.Admission Intake 

 Intended Audience 
        Admission Coordinator 

 Usage 
        This master interface records the Admission Intake details. 

 Menu Access 
      Main Menu >> Admission Master >> Admission intake 

 Dependency 
Admission Type, Program 

 

 

To make entry on Admission Intake follow steps below 

 1) Select Academic Year from the list. 

 2) Select Office Name and Admission Type. 

 3) Select Course and Semester from the list. 

 4) Enter Intake Limit for the selected course. 

 5) Click “Save” button to complete Admission Intake. 
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  2d.Admission Course Fee 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This master interface records the Course Wise Fee Structure details. 

 Menu Access 
      Main Menu >> Admission Master >> Admission Course Fee 

 Dependency 
Fee Structure, Program 

 

 

To make entry on  Admission Course Fee follow steps below 

 1) Select  Fee Structure from the list. 

 2) Select the Course from the list of courses displaying. 

 3) Click “Save” button to complete Admission Course Fee. 
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3. General Master Filter 

             3a.Admission Religion 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This master interface records the Religion details. 

 Menu Access 
      Main Menu >> Admission Master >> Admission Religion 

 Dependency 
None 

 
 

 
 

To make entry on  Admission Religion follow steps below 

 1) Drag the religion from the left side. 

 2) Click “Save Changes” button to complete Admission Religion. 
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3b.Admission Community 

  Intended Audience 
        Admission Coordinator 

 Usage 
        This master interface records the Community details. 

 Menu Access 
      Main Menu >> Admission Master >> Admission Community 

 Dependency 
None 

 

 
                         

  To make entry on Admission Community follow steps below 

 1) Drag the religion from the left side. 

 2) Click “Save Changes” button to complete Admission Community. 
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             3c.Admission Differently able 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This master interface records the differently able details. 

 Menu Access 
       Main Menu >> General Master >> Admission Differently able 

 Dependency 
None 

 
 

                                                 

 

 

To make entry on Admission Differently able  follow steps below 

 1) Drag the religion from the left side. 

 2) Click “Save Changes” button to complete Admission Differently Able. 
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3d.Admission Occupation 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This master interface records the Parent’s Occupation details. 

 Menu Access 
       Main Menu >> General Master >> Admission Occupation 

 Dependency 
None 

   

 

To make entry on Admission Differently able  follow steps below 

 1) Drag the religion from the left side. 

 2) Click “Save Changes” button to complete Admission Occupation. 
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 3e.Admission Blood Group 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This master interface records the Blood Group details. 

 Menu Access 
       Main Menu >> General Master >> Admission Blood Group 

 Dependency 
None 
 

 
 

To make entry on Admission Blood Group  follow steps below 

 1) Drag the religion from the left side. 

2) Enter OMR value for the Blood group. 

 3) Click “Save Changes” button to complete Admission Blood Group. 
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4. Application Sales 
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to enter the Application Sales process. 
 Menu Access 

       Main Menu >> General Master >> Application Sales 
 Dependency 

Application Category 
 

       

 

 

To make entry on Application Sales follow steps below 

 1) Select Academic Year and Application Category from the list. 

2) Enter Applicant Name , Contact Number, Email ID. 

3) Select the Sales Date. 

4) Enter Application Prefix Number. 

5) Select Pay Mode. 

6) Enter Application Cost. 

7) Click “Save”  button to complete  Application Sales. 
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5. Application Entry – Mandatory Fields  
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to perform the Application Entry Mandatory Field process. 
 Menu Access 

       Main Menu >> Transaction >> Application Entry – Mandatory Fields 
 Dependency 

Application Category 
 

 

 

To make entry on Application Entry – Mandatory Fields follow steps below 

 1) Select Academic Year and Application Category from the list. 

2) Enter Application No. to process. 

3) Click “Edit Application” to update the Application Entry. 

. 
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6. Online Application – DD Receipt 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
        This interface used to perform the Online Application-DD Receipt process. 

 Menu Access 
       Main Menu >> Transaction >> Online Application – DD Receipt 

 Dependency 
Application Category 
 

 

           To make entry  on Online Application –DD Receipt follow steps below 

 1) Select Academic Year and Application Category from the list. 

2) Enter Application No. to process. 

3) Click “Go” button to process DD Receipt Entry. 
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7. Application Flag 
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to perform the Application Flag process. 
 Menu Access 

       Main Menu >> Transaction >> Application Flag 
 Dependency 

Application Submission 
 

 

 

To make entry on Application Flag follow steps below 

 1) Enter Application No.  

2) Click “Show Details” button to show details of the applicant. 

3) Select the Flag option from the list. 

4) Enter Remarks for the applicant. 

5) Click “Save Remarks” button to complete Application Flag. 
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8.     Application Recommendations 
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to perform the Application Recommendation process. 
 Menu Access 

       Main Menu >> Transaction >> Application Recommendations 
 Dependency 

Application Flag 
 

 

 

To make entry on Application Recommendations follow steps below 

 1) Enter Application No.  

 2) Select Recommender Category from the list. 

 3) Enter Recommended By. 

 4) Enter Recommender details. 

 5) Click “Save” button to complete Application Recommendation. 
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9.     Applicant Selection 
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to perform the Provisional Selection process. 
 Menu Access 

       Main Menu >> Transaction >> Applicant Selection 
 Dependency 

Application Flag 
 

 

 

To make entry on  Applicant  Selection follow steps below 

 1) Select the Selection List.  

 2) Select Program Applied for from the list. 

 3) Click “Generate” button, display the students for the selected program. 

 4) Select the students for selection process. 

5) Click “Save Selection” to complete Applicant Selection. 
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10.     Selection List Approval   
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This interface used to perform the Selection List Approval process. 

 Menu Access 
       Main Menu >> Transaction >> Selection List Approval 

 Dependency 
Applicant Selection 

 

 

 

To make entry on  Applicant Selection follow steps below 

 1) Select the Selection List.  

 2) Select Program Applied for from the list. 

 3) Click “Generate” button, display the students for the selected program. 

 4) Click “Approve Selection List” to approve the selection list. 
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11.  Call Letter Generation  
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to perform the Call Letter Generation process. 
 Menu Access 

       Main Menu >> Transaction >> Call Letter Generation 
 Dependency 

Selection List Approval 

 

 

 

To make entry on Call Letter Generation follow steps below 

 1) Select the Selection List.  

 2) Select Program Applied for from the list. 

 3) Select Date and Time. 

 4) Click “Load selected Candidate” button to display the students. 

 5) Select the students for those to generate letter. 

 6) Click “Generate Call Letter for selected Candidates” button to generate admission letter. 
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12. HOD/ Coordinator Verification and Remarks 
 Intended Audience 

        Admission Coordinator 
 Usage 

        This interface used to perform the HOD/Coordinator Verification and Remarks 
process. 

 Menu Access 
       Main Menu >> Transaction >> HOD / Coordinator Verification and Remarks 

 Dependency 
Selection List Approval 

 

 

 

To make entry on  HOD/Coordinator Verification and Remarks follow steps below 

 1) Select the Application No.  

 2) Click “Go” button to view the details of applicant. 

 3) Enter Remarks for the selected applicant. 

 4) Click “Verify” button to complete HOD/Coordinator Verification and Remarks. 
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13. PG Evaluation   
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to perform the PG Evaluation process. 
 Menu Access 

       Main Menu >> Transaction >> PG Evaluation 
 Dependency 

HOD Verification and Remarks 

 

 

To make entry on  Application PG Evaluation follow steps below 

 1) Enter the Application No.  

 2) Click “Go” button to view the details of applicant. 

 3) Click “Evaluate” button to process PG Evaluation. 
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14. Student Admission 
 Intended Audience 

        Admission Coordinator 
 Usage 

        This interface used to perform the Student Admission process. 
 Menu Access 

       Main Menu >> Transaction >> Student Admission 
 Dependency 

PG Evaluation 

 

To make Student Admission follow steps below 

 1) Enter the Admission Type and Application No.  

 2) Click “Go” button to view the details of applicant. 

 3) Select Section from the list. 

 4) Select the Fee Head. 

 5) Click “Make Admission” to make student admission. 
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15. Certificate Repository 
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to perform the Certificate Verification process. 
 Menu Access 

       Main Menu >> Transaction >> Certificate Repository 
 Dependency 

Student Admission 

 

 

 

To make Student’s Certificate Verification follow steps below 

 1) Select the Status of Certificate option. 

 (Send Certifications for Verifications or Certificates Verified.) 

 2) Select the student name from the list. 

 3) Select the Certificate Type for verification. 

 4) Select Verification Date and Verification Authority. 

 5) Click “Save” button to complete Certification Verification. 
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16. ID card Information 
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to get the ID Card Information process. 
 Menu Access 

       Main Menu >> Transaction >> ID Card Information 
 Dependency 

Student Admission 

 

 

To make Student’s Certificate Verification follow steps below 

 1) Enter Register No. or Application Number. 

 2) Modify the necessary fields. 

 3) Click “Save” button to complete Student ID Card Information. 

 2) Select the option Admitted Students, I Year , II Year or III Year. 

 3) Click “Get ID card Details” to view the student details in Excel format. 
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17. Program Change  
 Intended Audience 

        Admission Coordinator 
 Usage 

       This interface used to perform the Program Change process. 
 Menu Access 

       Main Menu >> Transaction >> Program Change 
 Dependency 

Student Admission 

 

 

 

To change the program of admitted students follow steps below 

 1) Select Academic Year. 

 2) Enter Application No. to change the program of admitted students. 

 3) Click “Edit Application” button to change the program in the application. 

 4) Click “Save” button to complete Program Change. 
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18. Selection List Cancellation 
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface used to perform the Selection List Cancellation process. 
 Menu Access 

       Main Menu >> Transaction >> Selection List Cancellation 
 Dependency 

Selection List Approval 

 

 

To cancel the Admission follow steps below 

 1) Select Academic Year. 

 2) Enter Application No. for cancelling the selection list. 

 3) Click “Go” button to view the applicant details. 

 4) Click “Cancel Selection” button to complete Selection List Cancellation. 
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19. Admission Cancellation  
 Intended Audience 

       Admission Coordinator 
 Usage 

       This interface is used to perform the Admission Cancellation process. 
 Menu Access 

       Main Menu >> Transaction >> Admission Cancellation 
 Dependency 

Selection List Approval 
 

 

         

To cancel the Admission follow steps below 

 1) Enter Application No.  

 2) Click “Show Details” button to view the student details. 

 3) Enter Cancellation Remarks for the selected Application No. 

 4) Click “Cancel Admission” button to complete Admission Cancellation. 
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20. Application Report – Application Submitted 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to view details of Application Submitted. 

 Menu Access 
       Main Menu >> Report >> Application Report 

 Dependency 
Application Submission 
 

 

      To view Application Submitted report follow steps below 

 1) Select From Date and To Date.  

 2) Click “Generate” button to view the application submitted details. 
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21. Admission List 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to view details of Admission. 

 Menu Access 
       Main Menu >> Report >> Admission List 

 Dependency 
Student Admission 

 

 

 

      To view Admission List follow steps below 

 1) Select From Date and To Date.  

 2) Select Academic Year from the list. 

 3) Click “Get Result” button to view the admission list for the selected period. 
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22. Admission Abstract 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to view abstract details of Admission. 

 Menu Access 
       Main Menu >> Report >> Admission Abstract 

 Dependency 
Student Admission 

 

 

 

      To view Admission Abstract follow steps below 

 1) Select Academic Year and Institution Name from the list.  

 2) Select Graduation from the list. 

 2) Click “Get Result” button to view the admission list for the selected period. 
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23. Call Letter Printing 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to print Call Letter. 

 Menu Access 
       Main Menu >> Report >> Call Letter Printing  

 Dependency 
Call Letter Generation 

 

 

 

To print Call Letter follow steps below 

 1) Select Selection List from the list.  

 2) Select Program/Course from the list. 

 3) Click “Load Selected List” button to view details of students. 

 4) Click “Print Call Letter” to print Call Letter. 
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24. Admission Cancellation Report 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to print Call Letter. 

 Menu Access 
       Main Menu >> Report >> Admission Cancellation Report  

 Dependency 
Admission Cancellation 

 

 

 

To view Admission Cancellation report follow steps below 

 1) Select From Date and To Date.  

 2) Click “Generate” button to view Admission Cancellation Report. 
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25. Selection List Print 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to print Selection List. 

 Menu Access 
       Main Menu >> Report >> Selection List Print  

 Dependency 
Selection List 

 

 

 

To print Selection List follow steps below 

 1) Select Selection List.  

 2) Select Program/Course from the list. 

 3) Select From Date and To Date. 

 4) Click “Print Selection List” button to print Selection List. 
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26. Admission Feedback History 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to view Admission Feedback. 

 Menu Access 
       Main Menu >> Report >> Admission Feedback History  

 Dependency 
Admission Feedback 

 

 

 

To view Admission Feedback History follow steps below 

 1) Select From Date and To Date.  

 2) Click “Generate” button to view Admission Feedback History. 
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27. Online Payment Verification Report 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to view Online Payment Verification Report. 

 Menu Access 
       Main Menu >> Report >> Online Payment Verification Report  

 Dependency 
Online Application Payment Verification 

 

To view Online Payment Verification Report follow steps below 

 1) Select Academic Year from the list.  

 2) Select From Date and To Date. 

 3) Select Application Category from the list. 

 4) Select Merchant Office from the list. 

 5) Select Payment Mode and Payment Status 

 2) Click “Generate” button to view Online Payment Verification Report. 
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28. Application Recommendation Report 
 

 Intended Audience 
       Admission Coordinator 

 Usage 
       This report is used to view Application Recommendation Report. 

 Menu Access 
       Main Menu >> Report >> Application Recommendation Report  

 Dependency 
Application Recommendation 

 

 

 

To view Application Recommendation Report follow steps below 

 1) Select From Enter by for the recommendations report.  

 2) Click “View Recommendation report” button to view the Recommendation Report. 
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1. Academic Master 

1. Academic Calendar Configuration  

 Intended Audience 

Academic Coordinator 

 Usage 

This master interface used to configure the academic calendar. 

 Menu Access 

Main Menu >> Academic >>Master>>Academic Calendar Configuration 

 Dependency 

None 

 

 

 

Revised Note: We changed Saturday as holiday by default 

Remarks  

 

2. University Master  
 Intended Audience 

Academic Coordinator 

 Usage 

This master interface records University details. 

 Menu Access 

Main Menu >> Academic >>Master>>Regulation Master >> University Master 

  Dependency 

None 
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 To make a new entry follow these steps, 
  Step 1: Enter University name 

  Step 2: Enter Address  

  Step 3: Click “Save” button to add the university to database. 

  Step 4: Click “view” button to view earlier existing university details and to edit 
the existing university details as in F  

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

 

 

 

3. Regulation Master 
 Intended Audience 

Academic Coordinator 

 Usage 

This master interface records Regulation details. 

 Menu Access 

Main Menu >> Academic >>Master>>Regulation Master >> Regulation Master 

  Dependency 

University Master 
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 Component  Details 

 

   

 

 

To make a new entry follow these steps, 

  Step 1: Select University from the list 

  Step 2: Enter Regulation.  

  Step 3: Enter Regulation Year. 

  Step 4: Click “Save” button to add the Regulation to database. .  

  Step 5: Click “View” button to view the list and  to edit the details. 

  Step 4: Click “Modify” button to update the Regulation Details . 

 

 

 

4. Graduation Type 

 Intended Audience 

Academic Coordinator 

 Usage 

This master interface records Graduation type details. 

 Menu Access 

Main Menu >> Academic >>Master>>Regulation Master >> Graduation Type 

  Dependency 
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None 

 

 

 

 

To make entry follow these steps, 

 Step 1: Enter Graduation Type required to create. 

 Step 2: Click “Save” button to add the record to database. 

 Step 3: Click “View” button to view the Graduation Type list and to edit the Graduation type  

 Step 4: Click “Modify” button to update the modified record. 

 

 

5. Branch Master 
 Intended Audience 

Academic Coordinator 

 Usage 

This master interface records branch details 

 Menu Access 

Main Menu >> Academic >>Master>>Regulation Master>> Branch Master 

 Dependency 

None 

 Component  Details 
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To make entry follow the steps, 

 Step 1: Enter Branch Description  

 Step 2: Branch Short Name. 

 Step 3: Click “Save” button to add the record 

 Step 4: Click “View” button to view the branch list and to edit the record  

 Step 5: Cick “Modify” button to update the Branch. 

 

 

Remarks  

 

6. Program Pattern Master 
  Intended Audience 
       Academic Coordinator 

  Usage 
       This master interface used to create program pattern details. 

  Menu Access 

 Main Menu >> Academic >>Master>> Program Master >> Program Pattern  

  Dependency 

None 

 Component Details 
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To make entry follow the steps, 
       Step 1: Enter Program short name . 

       Step 2: Enter Program Description. 

       Step 3: Click”Save” button to add the record . 

       Step 4: Click”View” button to view the existing programs and to edit the program  

       Step 5: Click “Modify” button to update the record as in  

 

 

7. Program Type Master 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface links program, branch and graduation type together 

 Menu Access 

Main Menu >> Academic >>Master>> Program Master >> Program Type Master 

 Dependency 

Program master, Branch master and Graduation Type 
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To make entry follow the steps, 

 Step 1: Select the program from the list 

 Step 2: Select the Branch  from the list 

 Step 3: Select the Graduation Type from the S List 

 Step 4. Click “Save” button to add the record to database. 

 Step 5: Click “View” button to view the existing list 

 

 

8. Program Master                                    
  Intended Audience 

Academic Coordinator 

 Usage 

This interface used to create programs 

 Menu Access 

Main Menu >> academic >>Master >> Program master >> Program 

 Dependency 

University master, Regulation master, Graduation type and Branch Master 

 Component Details 
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To make entry follow steps below 

 Step 1: Select University from the list. 

 Step 2: Select Regulation from the list 

 Step 3: Select Program Category 

 Step 4: Select Graduation Type 

 Step 5: Select Branch 

 Step 6: Enter Program Description 

 Step 7: Select Duration Pattern 

 Step 8: Enter Program Code 
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 Step 9: Click “Save” button to add the program into Database  

 Step 10:Click “View” button to view the program details and to edit the program details  

 Step 11: Click “Modify” button to save the modified details in to database. 

 

Remarks  

 

 

 

9. Institution Program 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface provides program wise access to one or more Institutions. 

 Menu Access 

Main Menu >> academic >>Master >> program master >>Institution Program  

 Dependency 

Program master, University Master 

 

 

To make entry follow steps below 
Step 1: Click the available programs to grant program access for the selected Institution 

Step 2: Click the Program Granted to Institution to revoke the program access for the selected 
Institution  
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10.  Course Type Master 
 Intended Audience 

Academic Coordinator 

 Usage 

This master interface records course type details. 

 Menu Access 

Main Menu >> academic>>Master >> academic master >> Course Type Master 

 Dependency 

None component  

 Component Details 

 

 

To make entry follow steps below 
Step 1: Enter Course Type Name 

Step 2: Select Exam Type 

Step 3 : Click “Save” button to add the record in to database 

Step 4: Click “View” button to view the records and to edit the records 

Step 5 : Click “Modify” button to update the modified data. 
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11. Course Master 
 Intended Audience 

Academic Coordinator 

 Usage 

This master interface records course details. 

 Menu Access 

Main Menu >> academic >>Master >> academic master >> Course Master 

 Dependency 

Regulation Master 

 

 

 

Revised  Note : Changed Curriculum Master to Regulation Master in Dependency 

 
To make entry follow steps below 

  Step 1: Select the Regulation 
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  Step 2: Enter Course Code 

  Step 3: Enter Course Description 

  Step 4: Enter Total Min. and Max. Marks 

  Step 5: Select Course Type. 

  Step 6: Click “Save” button to add the Courses in to database 

  Step 7: Click “View” button to view the existing Courses and to edit the courses 

  Step 8: To Modify, click the record in the view list and make the necessary changes 
and click “Modify” button to update the modified record  

12.  Course Master Details 

 Intended Audience 

      Academic Coordinator 

 Usage 

     This master interface links the courses with course types. 

 Menu Access 

Main Menu >> academic >>Master >> Academic Master >> Course Master Details 

 Dependency 

Course master and Course Type 

.To make entry follow step below 

 Step 1: Select Regulation from the list 

 Step 2: Select Course from the list, display all the couse type details 

 Step 3: Click the check Box  to selelct the Course type  

Step 4 : Enter Details of Course Type for the selected Course type. 

 Step 5: Click “Save” button to add Course Details in to database 
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13. Program Wise Courses 
 Intended Audience 

Academic Coordinator 

 Usage 

This master interface links Program and Courses. 

 Menu Access 

Main Menu >> academic>>Master >> academic master >> Program Wise Course 

 Dependency 

Regulation Master, Program and Course 

 Component fields 

 

  Remarks  
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To make entry follow steps below 

 Step 1: Select  University from the list 

 Step 2: Select Regulation from the list 

 Step 3: Select Program from the list, displaying the available courses to be linked for the 
selected program 

 Step 4: Click the courses to be linked for the selected program 

 Step 5: Select the Semester and modify the credits if  necessary as in Figure 12.D.1 

 

 Step 6: Click “Save” button to add the programwise courses in to database. 

   

 

14.  Section Master 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface allows user to create a new class section and modifying existing sections. 

 Menu Access 
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Main Menu >> academic >>Master >> academic master>> Class Section Master 

 Dependency 

None 

 

 
  

  

To make entry follow steps below 

 Step 1: Enter Class Section Name 

 Step 2: Click “Save” button to add the Class Section into database 

Step 3: To modify Class Section follow steps below 

  a) Click “View” button, will list existing Class Sections. 

  b) Select the Class Section with status “Can Edit?” is Yes 

  c) Edit the Class Section Name. 

  d) Click “Update” button to complete modification 

 

 

 

15.  Lab Group 
  Intended Audience 

 Academic coordinator 

  Usage 

 This interface allows user to create a new Lab Group. 

  Menu Access 
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 Main Menu >> Academic >>Master>> Lab Group 

  Dependency 

None  

 Component Fields 

 

 

 

To make entry follow steps below 

 Step 1: Enter Lab Group Name 

 Step 2: Click “Save” button to add the Lab Group into database. 

Step 3: To modify Lab Group follow steps below 

  a) Click “View” button, will list existing Lab Groups. 

  b) Select the Lab Group with status “Can Edit?” is Yes 

  c) Edit the Lab Group Name. 

  d) Click “Update” button to complete modification. 

 

 

16.   Test Component Master 
 Intended Audience 

Academic Coordinator 

 Usage 

This master interface creates evaluation components. 

 Menu Access 

Main Menu >> academic >> master>> Test Component Master 

 Dependency 

None 

 Component Fields 
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To make entry follow steps below 

 Step 1: Enter Test Component 

              Step 2: Click “Save” button to complete the Test Component.  

 

17. Course Wise Test Component 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface links Courses and Test Components. 

 Menu Access 

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

 Dependency 

Course and Test Component  
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Revised Note: Test  Component assigned to multiple Courses at a time. 

To make entry follow step below 

 Step 1: Select Regulation from the list. 

 Step 2: Select Course to which Test Components to be linked 

 Step 3: Select Test Components by clicking the check box 

 Step 4: Enter Conducting Max Marks and Converting Max Marks for the selected Test 

Components 

 Step 5: Click “Save” button to complete Coursewise Test Components. 

 

 

18. Multi Course Wise Test Component 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface links Multi Courses and Test Components. 

 Menu Access 
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Main Menu >> academic >> master>> Multi Course Wise Test Component 

 Dependency 

  Course and Test Component 

 

 

 

 

19.  Cancel Course Wise Test Component 
 

  Intended Audience 

Academic Coordinator 

  Usage 

 This interface used to Cancel Course Wise Test Component. 

  Menu Access 

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

  Dependency 

Course Wise Test Component 
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To make entry follow steps below 

 Step 1: Select the Course to which the Test Component linked 

 Step 2: Click “Save Cancellation” button to cancel the Coursewise Test Components 

 

20. Program wise Section 
 

  Intended Audience 

 Academic coordinator 

  Usage 

 This interface links sections to respective programs. 

  Menu Access 

 Main Menu >> Academic >>Master>> Program wise Sections 

  Dependency 

Program, Standard batch master and Section Master 
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To make entry follow steps below 

 Step 1: Select the Program from the list. 

 Step 2: Select the Standard Batch for the selected program from the list. 

 Step 3: click on the required section to be assigned for the selected program. 

 Step4: click on ‘Assign’ button to save into database. 

 

 

 

6. Academic Transaction 

21. Student Section Allocation 
 Intended Audience 

Academic coordinator 

 Usage  

Using this interface, user can allocate the students to the appropriate program section. 

 Menu Access  

Main Menu >> Academy >>Transaction>> Student Section Allocation 

 Dependency  

Program wise section and student master 

 

To allocate students to a program section  

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

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



eVarsity-Academic Module 
Functional Requirement Specification 

Doc. #: FRS-001 
Ver.  #: 1 

 

 

 
 

Firstline Infotech Pvt. Ltd., (Confidential) Page 27 
 

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

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

selected program section. 

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

 

 

 

 

 

22. Common Elective Course Registration 
 Intended Audience 

Academic coordinator 

 Usage  

This interface enables the user to register Common Elective Course. 

 Menu Access  

Main Menu >> Academy >>Transaction>> Common Elective Course Registration 

 Dependency  

Program wise section and student master 
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To make entry follow steps below 

 Step 1: Select Program, semester & Section 

 Step 2: Select Extra Disciplinary Subject, will display all the student list for the selected 

Program. 

 Step 3: Click the check box for selecting the students. 

 Step 4: Click “Save” button to complete Extra Disciplinary Subject Registration  

 Step 5: Click “View” button to view the existing students assigned for the Extra Disciplinary 

Subject. 

 

23. Section Transfer 
 Intended Audience 

Academic Coordinator 

 Usage 

Using this interface, user can transfer the students to the multiple sections. 

 Menu Access 

Main Menu >> academic >> Transaction>> Section Transfer 

 Dependency 

Program Sections 
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To make entry follow steps below 

 Step1: Select the Program Section from the drop-down list.  

You will see the details of the Students and Subjects assigned for the selected program 

section. only elective subjects are in enabled mode.  

 Step 2:Select the students records to which you want to assign the elective subjects.  

 Step 3:Select the check boxes of the appropriate elective subjects to be assigned for 

the selected students. 

 Step 4:Click “Save” button to save the student-wise elective course details. 

Step 5: Click “View” button to view the existing studentwise courses. 

 

24. All Staff Profile 

 Intended Audience 

Academic Coordinator 

 Usage 

This interface is used to view the all staff profile. 

 Menu Access 

Main Menu >> academic >> Transaction>> Staff Profile 

 Dependency 
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Employee Master 

 Component Fields 

 
Component 
     Id 

 
Caption Type 

Maximum 

Input Size 

Can 

Select 
Can Edit 

Can 

Delete 

AM_FR_26_C1 Employee Name Drop Down  Y Y - 

 

 

Step 1: Select the Employee Name from the list. 

You can able to check the full details of the Staff  such as Personal Details, Department Details, 
Experience, Qualification Acquired etc. 

 

 

 

 

 

25. Class Time Table 
 Intended Audience 

Academic Coordinator 

 Usage 
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This interface is used to create class time table for the program sections. Credit based 

restriction also to be checked while creating time table. In Class timetable print, both 

subject and staff details are displayed in each time slot 

 Menu Access 

Main Menu >> academic >> Transaction>> Class Time Table 

 Dependency 

Program Sections and Course Master 

                     

 

Revised Note : Changed to new one 

The follow steps to create Time Table for the particular program Section 

 Step1: Select Program section from the drop down list 

 Step2: Select Day order template from the drop down list. 

 Step3: Click on the required course, which is to be assigned to the appropriate cell of the 

selected program section timetable template displayed on the right side. 

 Step4: Click on the appropriate cell to assign the selected subject. (Assignment of the same 

subject to different cells is possible and also multiple subjects can be assigned to the 

same cell). 

 Step5: Click on the ‘Assign’ button to save the generated class timetable for the selected 

program section into ERP system. 

To  deselected a cell 
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 Step1: Click again on the selected subject, it become deselect. 

 Step2: Double click on the subject assigned cell, will remove the subject from the cell means 

not assigned. 

 

 

  

26. Student Courses 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface is used to assign courses to the Student. 

 Menu Access 

Main Menu >> academic >> Transaction>> Student wise Courses 

 Dependency 

Course Master and Student Wise Section 

 Component Details 

 

 

 

Select the Program Section from the drop-down list.  

You will see the details of the Students and Subjects assigned for the selected program 

section. only elective subjects are in enabled mode.  

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

the selected students. 

 Step 4:Click “Save” button to save the student-wise elective course details. 

Step 5: Click “View” button to view the existing studentwise courses. 

 

 

 

27. Faculty Courses 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface is used to assign courses to the Faculty. 

 Menu Access 

Main Menu >> academic >> Transaction>> Faculty wise Courses 

 Dependency 

Course Master and User wise section authorization 

 Component Details 

                     

 

 

 

To assign Courses to the Faculty 
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 Step1: Select the staff name from the Select Employee Name drop-down list. 

 Step2: Select the program section that was authorized to the selected employee from the 
Select Section Name drop-down list. 

 Step3: Click on the check box associated with the required course to be assigned for the               
selected staff. 

 Step4: Click “Apply Save” button to save the details. 

 Step5: Click “View Allocated subjects” button to view the existing allocated courses. 

 

 

 

28. Faculty Time Table 
 Intended Audience 

Academic Coordinator 

 Usage 

                  This interface is used to create Faculty Time table based on the class time table. In               
Staff timetable print, both class and subject details are displayed in each time slot 

 Menu Access 

Main Menu >> academic >> Transaction>> Faculty Time table 

 Dependency 

Class Time Table, Faculty Wise Courses 

 Component Details 
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To generate Timetable for a Staff 

 Step1: Select the staff name from the Employee drop-down list. 

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

 Step3: You will see the corresponding timetable in the Sections Timetable section on the 
right. 

           In the timetable, the enabled cell indicates the subjects assigned to the selected staff.  

 Step4:Click on the enabled cell to prepare the timetable for the selected staff. 

 Step5:Click Assign button to save the staff timetable in ERP. 

 

29. Cancel Class Timetable  
 

  Intended Audience 
   Academic coordinator 

 Usage  
Using this interface, user can cancel time table for the particular faculty. 

 Menu Access  
   Main Menu >> Academic >>Transaction>>Cancel Class Timetable  

 Dependency  
Class Time Table 
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To Cancel Time Table follow steps below 

 Step 1: Select Program wise Sections from the list. 

 Step 2: Click “Save” button to cancel the Time Table. 

 

 

30. Cancel Student Section 
 Intended Audience 

   Academic coordinator 

 Usage  
Using this interface, user can cancel the Student Section allocation for appropriate 
Program. 

 Menu Access  
   Main Menu >> Academic >>Transaction>>Cancel Student Section 

 Dependency  
Student Section Allocation 

  

 

 

 

To Cancel Student Section follow steps below 

 Step 1: Select the Program wise Section from the list whose section to be cancelled.  

 You will have the list of Studens and Register No. for the selected Program wise Section  
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 Step 2: Select the Students by clicking check Box whose section to be cancelled. 

 Step 3: Click “Save” button to Cancel Student Section Allocation 

 

 

31.  Program Lab Group  
 Intended Audience 

Academic Coordinator 

 Usage 

This interface allows user to create Program Section Subject wise Lab Group Master. 

 Menu Access 

Main Menu >> academic >> Transaction>> Program Lab Group Master 

 Dependency 

Program Section, Course Master 

 Component Fields 

 

 

 

 

To assign Program Lab group Follow steps as below 

 Step 1: Select the Program Section from the list 

 Step 2: Select Subject from the list 
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(You will have the list of Lab Groups) 

 Step 3: Select the Lab Groups for the Selected Subject 

 Step 4: Click “Assign” button to assign the selected Lab Groups to the Program Section and 
Subject 

32.  Cancel Staff Subjects 

 Intended Audience 
   Academic coordinator 

 Usage  
   This interface used to cancel the courses for respective Faculty. 

 Dependency  
   Faculty Courses 

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

 

To cancel Staff Subjects Follow steps as below 

 Step 1: Select staff from the list. 

 Step 2: Select the subjects to cancel. 

 Step 3: Click “Cancel Staff Subjects” to cancel the staff subjects. 
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33.  Cancel Student Wise Subjects 
 Intended Audience 

      Academic coordinator 

 Usage  
       User can cancel the student wise courses for the term. 

 Menu Access  
         Main Menu >>Academic>>Transaction >>Cancel Student wise Subjects 

 Dependency  
         Student Course 

 
 

 

To cancel Student Subjects Follow steps as below 

 Step 1: Select Regulation from the list. 

 Step 2: Select Subject from the list for cancellation. 

 Step 3: Select the student for the selected subject. 

 Step4: Click “Cancel” button to cancel the student wise subjects. 

 

34. Lab Group Students 

  Intended Audience 

                    Academic Coordinator 

 Usage 
  This interface is used to link Program wise Section with Lab Group. 

 Menu Access 
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   Main Menu >> Academic >> Transaction>> Lab Group Students 

 Dependency 
Lab Master 

 

 

To allocate students to particular Lab group follow steps below, 

  Step1: Select program section from the drop down list. 

   Step2: Select appropriate lab group name from the drop down list. 

   Step3: Check the required students to be allocated to the selected lab group. 

   Step4: Click on ‘Apply Save’ button to save the checked student Lab group allocation. 

   Step5: Click on ‘View already allocated students’ to view the already allocated students 

of the selected program section and Lab group. 

 

  

 

35. Cancel Lab Group Students 
  Intended Audience 

                    Academic Coordinator 

 Usage 
  This interface is used to cancel Lab Group Students 

 Menu Access 
   Main Menu >> Academic >> Transaction>>Cancel Lab Group Students 

 Dependency 
   Lab Master 
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To cancel Lab Groupwise  students to particular Lab group follow steps below 

         Step1: Select program section from the drop down list. 

        Step2: Select appropriate lab group name from the drop down list. 

        Step3: Click “Cancel ”button to cancel the Groupwise Students. 

  

36. Attendance Entry 
 Intended Audience 

Faculty 

 Usage 

Concerned teaching faculty can mark their student attendance for their appropriate 

session. Possible options for marking attendance are Present / Absent / Late (to be 

considered as present, Report to be generated for late comers). Long Absentees report to 

be generated. Absentee SMS to be generate automatically for the absentee students.  

 Menu Access 

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

 Dependency 

   Student wise courses, Student section allocation and Class timetable 

 Component Fields 
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To make Attendance Entry follow steps below 

         Step1: Select the Attendance Date. 

        Step2: Select the period for attendance. 

       Step3: Select the students for absent, by default all students would display as present. 

      Step4: Click “Save” button to complete the Attendance Entry. 

 

37.  Cancel Attendance Entry 
 Intended Audience 

   Academic coordinator 

 Usage  
   This interface used to cancel the students attendance entry. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Attendance Entry Cancellation 

 Dependency  
Attendance Entry  
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To cancel Attendance Entry follow steps below 

         Step1: Select the Attendance Date. 

        Step2: Click “Generate” button to display the programwise section students. 

       Step3: Select the programwise section for which the attendance to be cancel. 

      Step4: Click “Cancel” button to cancel the Attendance Entry. 

 

 

38.  Decision on Attendance 
 Intended Audience 

   Academic coordinator 

 Usage  
   This interface used to approve the students attendance entry by VC/VP. 

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

 Dependency  
Attendance Entry, Program Selection. 
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To make decision on attendance please follow steps as below, 

Step1: Select Program section. 

Step2: Enter Attendance Marked date 

Step3: Click ‘Go’ button to view attendance marked for the selected date. 

Step4: Select any of the slot. 

Step5: Make changes on Attendance entry. 

Step6: Click ‘Approve’ button to approve changes done on Attendance entry details. 

 

 

 

39. Delegation Entry 

 Intended Audience 

Academic Coordinator 

 Usage 

This interface is used to delegate one staff attendance data entry to another staff by the 

HOD/Academic Coordinator. 

 Menu Access 

Main Menu >> academic >> Transaction>> Delegation Entry 

 Dependency 

Faculty Timetable and Employee Master 
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To make delegation entry by Staff follow steps below 

 Step 1: By default the attendance date should be the current date. If requires, user can 

change the attendance date. [Optional]  

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

attendance date. 

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

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

delegate the hour. 

 Step 4: Click the required cell to be delegate. 

 Step 5: Select the Delegating To staff from the list 

 Step 6: Click ‘Save’ button to save the delegation entry details. 
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40.  Delegation Entry by HOD 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface allows user to create a Delegation Entry by HOD. 

 Menu Access 

Main Menu >> academic >> Transaction>> Delegation Entry by HOD 

 Dependency 

Faculty Timetable and Employee Master 

 Component Details 

          

          

 

 

To Delegate an hour follow steps below 

Step 1: select Staff Name from the list whose hour to be delegated to another staff. 

Step 2: click on the ‘Ok’ button to change the day order displayed appropriate to the change 
dattendance date. 

Step 3: click on the required cell to be delegated.  

Step 4: select the delegating to staff from the list. 

Step 5: click ‘Save’ button to save the delegation entry details. if the selected staff already 



eVarsity-Academic Module 
Functional Requirement Specification 

Doc. #: FRS-001 
Ver.  #: 1 

 

 

 
 

Firstline Infotech Pvt. Ltd., (Confidential) Page 47 
 

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

 

 

41. Delegation Approval 
 Intended Audience 

   Academic coordinator 

 Usage  
   This interface used to approve the delegation entry. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Delegation Approval 

 Dependency  
Delegation Entry 

 Component Details 

                     

 

To Approve Delegation Follow steps below 

 Step1: Select Program Section 

Step2: Click on ‘Approve’ button to approve the delegation entry.  

Step3: Click on ‘Reject’ button to reject the delegation entry.  

 

 

42. Missing Attendance Details Entry 
 Intended Audience 

Academic Coordinator 

 Usage 
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This interface allows user to enter the missing attendance details. 

 Menu Access 

Main Menu >> academic >> Transaction>> Missing Attendance Details Entry 

 Dependency 

Attendance Entry 

 

 

 

To check Missing Attendance follow steps below 

 Step 1: Select the Attendance Date 

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

corresponding with the Attendance. 

 Step 3: Click on the “Attendance not entered” for the particular program wise section 

 Step 4: Enter “Not Entered Reason”   for selected program wise section. 

 Step 5: Click “Save” button to add the Reason to the database 

 

43. Absentee SMS 
 Intended Audience 

   Academic coordinator 

 Usage  
   This interface used to send SMS to absentee and long absentee list of students. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Absentee SMS 
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 Dependency  
Program Sections 

 Component Details 
 
 

 

To send Absentee SMS follow steps below 

 Step 1: Select the Attendance Date. 

 Step 2: Select the option Communicate by for the selected date. 

 Step 3: Select the section Name from the list. 

 Step 4: Click “Send SMS” button to send sms for the absentee students. 

 

44. Student Activity Entry 
 Intended Audience 

   Academic coordinator 

 Usage  
   This interface enables user to record Student Activity Entry. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Student Activity Entry 

 Dependency  
Activity Type, Leave type 
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Revised Note : Added Activity type like Technical OD , Other OD and Sports OD 

To make entry follow steps below 
  

 Step3: Select the Date by clicking on the check Box. 

 Step 4: Enter the Activity Description. 

 Step 5: Select the Student from the list. 

 Step 6: Click “Save” button to update student Activity into database. 

45. Student Activity - Approval 

 Intended Audience 
   Academic coordinator 

 Usage  
  This interface used to approve the entered student activities. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Student Activity - Approval 

 Dependency  
Student Activity Entry 
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To approve the student Activity follow steps below 

              Step 1: Select the record waiting for student activity approval. 

 Step 2: Click “Approve” button to approve the Student Activity. 

  

46. Internal Mark Entry 
 Intended Audience 

   Academic coordinator 

 Usage  
   This interface used to enter the internal marks of the students. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Internal Mark Entry 

 Dependency  
Test Component 

                    

 

To make a new entry follow these steps, 

Step1: select Exam Date. 

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

Step3: Select the Subjects, students belong to programwise sections and subject would 
appear in list. 

Step 4: Enter Mark Obtained by the student in Text boxes. 

Step 5: Click the Check Box if the student was absent.  

Step 6: Click “Save” button to complete the Internal Mark entry. 

 

 

 

47. Internal Mark Modification 
 Intended Audience 

   Academic coordinator 

 Usage  
   This interface used to modify the internal marks of the students. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Internal Mark Modification 

 Dependency  
Test Component, Internal mark entry 

  Component Details 
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5 To Modify Internal Mark follow these steps, 

Step1: select Test Component from the list. 

You will have the list of subjects and program section whose internal marks entered. 

  Step2: Select the subjects, students belong to programwise sections and subject would 

appear in list 

 Step3: change the Exam Date if required. 

select the Test Component to which internal mark is to be entered 

You will have the list of subjects and program sections related to Test Components 

Step4: Modify the Internal Mark obtained. 

Step5: Click “Save” button to update the modified Internal Mark. 

  

48. Internal Mark Cancellation 

 Intended Audience 
   Academic coordinator 

 Usage  
   This interface used to cancel the internal marks of the students. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Internal Mark Cancellation 

 Dependency  
 Internal Mark Entry 
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49. Internal Mark Moderation 

 Intended Audience 
   Academic coordinator 

 Usage  
   This interface used to change the Internal Marks. 

 Menu Access  
                    Main Menu >> Academic>> Transaction >> Internal Mark Moderation 

 Dependency  
Internal Mark Entry 
 

           

 

 

 

50. Debar / Discontinue students 
  Intended Audience 

                     Academic Coordinator 

 Usage 
  This interface is used to enter the debar/Discontinue details 

 Menu Access 
   Main Menu >> Academic >> Transaction>> Debar / Discontinue Students 

 Dependency 
   Student Section Allocation, Student Master 

  Component Details 
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Revised Note: Added one more option like Admission withdrawn 

 

To Debar / Discontinue Students follow below steps 

Step 1: Select Debar / Discontinue / Detained by clicking the radio button. 

Step 2: Select the Student Name from the  list. 

The Program Details belongs to the Selected student listed below. 

Step 3: Enter Reason for Debar / Discontinue / Detained students. 

Step 4: Enter Remarks for Debar / Discontinue / Detained students. 

Step 5: Click “Save” button to save the Debar / Discontinue / Detained students. 

 

51. End Semester Archive 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface is used to archive the academic details section wise at the end of every 

semester. 

 Menu Access 

Main Menu >> academic >> Transaction>> End Semester Archive 

 Dependency 

                    All transactions under Academic Modules 

 Component Details 
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To End Semester Archive follow steps below 

Step1: Select Program Section from the list. 

Step2: Select Programwise semester by clicking the check Box. 

Step3: Click “Archive” to save the End Semester.  

 

52. Readmission 
  Intended Audience 

                    Academic Coordinator 

 Usage 
  This interface is used in the process of Readmission. 

 Menu Access 
   Main Menu >> Academic >> Transaction>> Readmission 

 Dependency 
   Student Admission 
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To Readmit the Student follow the steps below 

Select the Student Name from the list. 

Step2: Select the Readmission Date. 

Step3: Select the Program from the list to which the Readmission Student going to join. 

Step4: Select the Semester from the list. 

Step5: Click “Save”   button to Readmit the Student. 

Step6: Click “View” button to view the Readmitted Student 
 

53. Student promotion / De - promotion 
  Intended Audience 

                    Academic Coordinator 

 Usage 
  This interface is used in the process of student promotion / De - promotion details 

 Menu Access 
   Main Menu >> Academic >> Transaction>> Student Promotion/ De-Promotion 

 Dependency 
Student Master 
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To Promote or Depromote the Student follow steps below 

 

Step 1: Select the promoting Academic Year. 

 Step 2: Select the Regulation from the list. 

 Step 3: Select the Program from the list. 

 Step 4: Select the Current Semester from the list. 

 Step 5: Select the To Semester from the list to which the student has to Promote or De-
Promote, list the students from the Current Semester for the Selected Program. 

 Step 6: Select the Students list by clicking the Check Box. 

 Step 7: Click “Save” button to save the students from current semester to other semester 

 

 

 

 

54. Program Change 
 

 Intended Audience 

Academic Coordinator 

 Usage 

  Remarks  
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This interface allows users to change the program. 

 Menu Access 

Main Menu >> academic >> transaction>> Program Change 

 Dependency 

               Student Master 

 

 

To Change the Program of the student before Fee Paid follow the step below 

 Step 1: Select the  From Program from which the student  wants to change the Program. 

 Step 2: Select the To Program to which the student wants to change the Program. 

 Step 3: Select the Semester from the list. 

 Step 4: Enter the Reason to Change the Program. 

 Step 5: On Clicking the “Generate” button, students will be listed for the Selected From 
Program. 

 Step 6: Select the Students by clicking the Check Box. 

 Step 7: Click “Apply Save” to save the change of Program before Fee Paid. 

 

  

 

 

55. Student Activity Cancellation 
 Intended Audience 

   Academic coordinator 

 Usage  
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  This interface used to cancel the student activity 

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

 Dependency  
Student Activity Entry, Student Activity Approval 

  Component Details 
 

          

 

 

To Cancel the Student Activity follow steps below 

 Step 1: Select the Period “From Date” and “To Date”. 

 Step 2: Click “Generate” button, Students will be listed for the selected period. 

 Step 3: Click “Cancel” button to cancel the particular student Activity. 

 

56. Individual Student Attendance 
 Intended Audience 

Academic Coordinator 

 Usage 

This interface allows users to record attendance entry for the individual students. 

 Menu Access 

Main Menu >> academic >> transaction>> Individual Student Attendance 

 Dependency 

                   Student section allocation and student courses 
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To make entry in Individual Student Attendance 

 Step1: Select the Student Name. 

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

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

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

 

 

57. Condonation Fee Due Raising 
 

 Intended Audience 

Academic Coordinator 

 Usage 

                    Students with low percentage attendance are allowed to write exam by raising                                                         
       condonation fee due. This is purely management decision 

 Menu Access 

Main Menu >> academic >> transaction>> Condonation Fee Due Raising 

 Dependency 

Attendance Entry 

To make entry on Condonation Fee Dues Raising 
Step1: Select the Attendance Date. 
Step2: Enter the Attendance (%). 
Step3: Select the Fee Head from the list. 
Step4: Enter the Condonation Amount. 
Step5: Select the Programwise Section by clicking the check Box. 
Step6: Click “Load Students” button, students from selected programwise sections will be 

listed. 
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Step7: Select the Students by clicking check Box. 
Step8: Click “Save” button to save Due raising for the Condonation Fee. 

         

 

 

  

58. Cancel Delegation Entry  
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to cancel the delegation entry 

 Menu Access 

Main Menu >> academic >> transaction>> Cancel Delegation Entry  

 Dependency 

Delegation Entry 
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59. Department wise Delegation Approval 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to approve the Department wise Delegation Entry. 

 Menu Access 

Main Menu >> academic >> transaction>> Department wise Delegation Approval 

 Dependency 

Department wise Delegation Entry 

        

 

To Approve Delegation Follow steps below 

 Step1: Select Program Section 

Step2: Click on ‘Approve’ button to approve the delegation entry.  

             Step3: Click on ‘Reject’ button to reject the delegation entry. 
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60. Attendance Date Configuration (Internal Exams) 
 

 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used in the process of configuration of Exam Attendance Date. 

 Menu Access 

Main Menu >> academic >> transaction>> Attendance Date Configuration (Internal Exams) 

 Dependency 

Test Component, Programwise Section 

 

To configure the Attendance Date for the Internal Exams Follow steps below 

 Step1: Select Test Component from the list 

Step2: Select the Program & Section from the list.  

             Step3: Click on ‘Save’ button to complete the configuration. 

 

61. Attendance Entry (Internal Exam Dates) 
 

 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to make Attendance Entry. 

 Menu Access 

Main Menu >> academic >> transaction>> Attendance  Entry (Internal Exam Dates) 
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 Dependency 

Test Component, Programwise Section 

 

To make Attendance Entry Follow steps below 

 Step1: Select Attendance Date from the list. 

 Step2: Select the Template from the list.  

(Day Order would display) 

             Step3: Select Program Section from the list. 

 Step4: Select Course from the list. 

 (list of students would appear for the selected course) 

 Step5: Select the students for Absentee Entry. 

 Step6: Click “Save” button to complete Attendance Entry. 
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62. Register Number Assigning 
 

 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to assign Student Register Number. 

 Menu Access 

Main Menu >> academic >> transaction>> Register Number Assigning 

 Dependency 

Programwise Section 

 

 

 

To make Attendance Entry Follow steps below 

 Step1: Select Program  from the list. 

 Step2: Select Semester from the list.  

Step3: Enter Prefix of Register Number. 

Step4: Select the option List of Students  if required. 

Step5: Select the students for assigning Register No.. 

Step6: Click on “Save” button to complete Student Register No. Entry. 
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63. Centralized Attendance Entry 
 

 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to make Centralized Attendance Entry. 

 Menu Access 

Main Menu >> academic >> transaction>> Centralized Attendance Entry 

 Dependency 

Programwise Section 

 

 

To make centralized Attendance Entry Follow steps below 

 Step1: Select Attendance Date from the list. 

 Step2: Select the Template from the list.  

Step3: Select the Day Order from the list.  

             Step3: Select Program Section from the list. 

 Step4: Select Course from the list. 

 (list of students would appear for the selected course) 

 Step5: Select the students for Absentee Entry. 

 Step6: Click “Save” button to complete Attendance Entry. 

 



eVarsity-Academic Module 
Functional Requirement Specification 

Doc. #: FRS-001 
Ver.  #: 1 

 

 

 
 

Firstline Infotech Pvt. Ltd., (Confidential) Page 68 
 

64. Attendance Alert to Staffs by Mail 
 

 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to send Attendance Alert to Staffs by Mail. 

 Menu Access 

Main Menu >> academic >> transaction>> Attendance Alert to Staffs by Mail 

 Dependency 

Attendance Entry 

 

To make Attendance Alert to Staffs by Mail Follow steps below 

 Step1: Select Attendance Date. 

 Step2: Select the Division from the list.  

 Step3: Click on “Load Employees” , list of employees would display. 

 Step4. Select the employees (staffs) for sending attendance alert by mail. 

 Step5: Click on “Send” button to send attendance alert by mail. 

 

65. Attendance Not Entered List to Officials by Mail 
 

 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to send the details of missing Attendance Alert to officials by Mail. 

 Menu Access 

Main Menu >> academic >> transaction>> Attendance Not Entered List of Officials by Mail 

 Dependency 

Attendance Entry 
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To make Attendance Not Entered List to Officials by Mail Follow steps below 

 Step1: Select the Official for sending mail. 

 Step2: Select the Attendance Date.  

 Step3: Select the Division from the list. 

 Step4: Click “Load Employees” to load the employees those who not entered the 

attendance. 

 Step5: Select the Employees. 

 Step6: Click on “Send Mail” button to send mail for the selected employees. 

 

 

 

7. Academic Reports 

66. Letter Generation to Parents 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to generate letter to parents. 

 Menu Access 

Main Menu >> academic >> Report>> Letter Generation to Parents 

 Dependency 

              Program Section, Internal Test Component 
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To Generate Letter to Parents follow steps below 

 Step1: Select the Attendance Report by clicking Radio Button. 

 Step2: Select the Program Section from the list. 

 Step3: Enter “From Date” and “To Date”, by default current date. 

 Step4: Enter Above  and Below Percentage by default 0 and 100 respectively. 

 Step5: Enter Remarks for Attendance Report. 

 Step6: Click “Print” button to print the Report as in figure 58.2. 

 

67. TLP1-Master Attendance List 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface used to show the attendance monitoring report 

 Menu Access 

Main Menu >> academic >> Report>> TLP1-Master Attendance List 
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 Dependency 

              Attendance Entry          

 

 

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

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

 Step3: Click “View” button to view the Attendance Monitoring Sheet 
 

 

68. TLP2-Fortnight Attendance Report 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to show the Fortnight Attendance Report 

 Menu Access 

Main Menu >> academic >> Report>> TLP2 - Fortnight  Attendance List 

 Dependency 

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

 Step2: Select Attendance Upto date. 

 Step3: Enter Below Percentage.  

 Step4: Click “Print” button to print the TLP2 
 

69. T1 (Master timetable print) 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used show the master timetable 

 Menu Access 

Main Menu >> academic >> Report>> T1- (Master timetable print) 

 Dependency 

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

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

70. T2 (Section timetable print) 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the T2 section timetable 

 Menu Access 

Main Menu >> academic >> Report>> T2-(Section timetable print) 

 Dependency 

              Program Section 
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To view Section Timetable Print T2 follow steps below 

 Step1: Select the Program Section from the list. 

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

 

71. T5 (Staff Workload) 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the T5 staff workload 

 Menu Access 

Main Menu >> academic >> Report>> T5-(Staff Workload) 

 Dependency 

               Program Section 
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To View Staff Workload follow steps below 

 Step1: Select Department from the list. 

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

  
 

72. TLP4- Course Coverage Report 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the overall course coverage 

 Menu Access 

Main Menu >> academic >> Report>> TLP4-(Course Coverage Report) 

 Dependency 

              Program Section 
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To View TLP4 follow steps below 

 Step1: Select Program Section from the list. 

 Step2: Select Month & Year by default Current Date will be displayed. 

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

 

73. TLP5-Internal Marks List 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the TLP5 internal marks list 

 Menu Access 

Main Menu >> academic >> Report>> TLP5-Internal Marks List 
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 Dependency 

               Program Section, Internal mark entry 

        

 

 

 

To View TLP5 – Internal Marks List follow steps below 

 Step1: Select Program Section from the list. 

 Step2: Select Subject from the list. 

Step3: Select Test Component from the list. 

Step4: Click “Print Marks List” button to view the Internal Marks List. 
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74. TLP6- Analysis Report 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the TLP6 internal mark analysis 

 Menu Access 

Main Menu >> academic >> Report>> TLP6-(Analysis Report) 

 Dependency 

              Program Section, Internal mark entry        

 

 

 

To View TLP6 – Analysis Report  follow steps below 

 Step1: Select Program Section from the list. 

 Step2: Select Test Component from the list. 

Step3: Click “Print Result Analysis” button to view the TLP6 – Analysis Report 
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75. Attendance Abstract 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the attendance in Date wise 

 Menu Access 

Main Menu >> academic >> Report>> Attendance Abstract 

 Dependency 

                Attendance Entry 
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To View Attendance Abstract Report follow steps below 
 Step1: Select Attendance Date by default Current Date would display. 
              Step2: Click “Attendance Entry Count” button to view the Attendance Abstract. 
 

76. Staff Attendance Entry Status 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the detailed staff attendance entry status 

 Menu Access 

Main Menu >> academic >> Report>> Staff Attendance Entry Status 

 Dependency 

               Attendance Entry        
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To View Attendance Status of  Staff  follow steps below 

 Step1: Select From Date and To Date by default current date will be displayed. 

 Step2: Click “Go” button to view Attendance Status of Staff. 

 

77. Department Wise Staff Attendance Entry Status 
 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the department wise staff attendance entry status. 

 Menu Access 

Main Menu >> academic >> Report>> Department Wise Staff Attendance Entry Status 

 Dependency 
               Attendance Entry 
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To View Attendance Status of  Staff  follow steps below 

 Step1: Select From Date and To Date by default current date will be displayed. 

 Step2: Select the Division of staff from the list. 

Step3: Select Attendance Entry Status 

Step4: Click “Go” button to view Attendance Status of Staff. 

 

78. TLP7-Student Attendance Report – Abstract 
 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the student attendance report in abstract mode 

 Menu Access 

Main Menu >> academic >> Report>> TLP7-Student Attendance Report- Abstract 

 Dependency 

              Attendance Entry 
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To view the Students Attendance Report follow steps below 

 Step1: Select the Attendance Date. 

 Step2: Enter Attendance (%) 

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

 Step4: Select List Students from the list. 

 Step5: Select the Programwise Section as in Figure 70.1 

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

students 

 

79. Cumulative Attendance   
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the Cummulative Attendance. 

 Menu Access 

Main Menu >> academic >> Report>> Cummulative Attendance 

 Dependency 

              Attendance Entry 
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To view Cumulative Attendance, follow steps below 

 Step1: Select the Program Section from the list. 

 The user can have the Cumulative Attendance of the student. 

 

 

80. Sections Report  - Program wise   
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the program wise section list. 

 Menu Access 

Main Menu >> academic >> Report>> Sections Report - Programwise 

 Dependency 

Program wise Section 
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81. Academic Module Usage Statistics 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the statistics of Academic Module 

 Menu Access 

Main Menu >> academic >> Report>> Academic Module Usage Statistics 

 Dependency 

              Program Section, Student courses 

 

 

 

82. Internal Mark Entry – Status 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the internal mark entry status 

 Menu Access 

Main Menu >> academic >> Report>> Internal Mark Entry-Status 

 Dependency 

              Internal Test Component 
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72.5 To view Internal Mark Entry Status, follow steps below 

 Step1: Select the Test Component from the list. 

 Step2: Select the Semester from the list. 

 Step3: Select the Options. 

 Step4: Click “Generate” button to view the Internal Mark Entry Status. 

 

 

83. Internal Mark Consolidated Report 
 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the internal mark consolidated form. 

 Menu Access 

Main Menu >> academic >> Report>> Internal Mark Consolidated Report 

 Dependency 

              Internal Mark Entry 
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To view Internal Mark Consolidated Report 

 Step1: Select the Program Section from the list. 

 Step2: Select the Subject from the list. 

 Step3: Click “Generate” button to view the consolidated report. 

 

84. Student Debar Discontinued Detained Report 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the discontinued student. 

 Menu Access 

Main Menu >> academic >> Report>> Student Debar Discontinued Detained Report 

 Dependency 

              Debar / Discontinue Students 
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To view Student Debar Discontinued Detained Report follow steps below 

 Step1: Select From Date from the list. 

 Step2: Select To Date from the list. 

              Step3: Click “Generate” button to view the Debar Discontinued Detained Report 
 

85. Student Activity Report 
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to view the student activity 

 Menu Access 

Main Menu >> academic >> Report>>Student Activity Report 

 Dependency 

              Student Activity Entry 
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To view Student Activity Report  follow steps below 

 Step1: Select Activity From and To Date from the list. 

 Step2: Select Department  from the list. 

              Step3: Select Student Name from the list. 

             Step4: Click “Show Details” button to view the Student Activity Report 

 

86. Staff Wise Delegation Status Report 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the delegation status 

 Menu Access 

Main Menu >> academic >> Report>> Staff  wise Delegation Status Report 

 Dependency 

               Delegation Entry 

 Component Details 
 

Component   
     Id 

Caption Type 
Maximum 

Input Size 

Can 

Select 

Can 

Edit 

Can 

Delete 

AM_FR_82_C1 
Attendance Date - From 

Date 
Date  Y Y - 

AM_FR_82_C2 
Attendance Date - To 

Date 
Date  Y Y - 
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To view Staffwise Delegation Status Report follow steps below 

 Step1: Select the Attendance Date. 

 Step2: Click “Delegated Details” button to view Staffwise Delegation Status. 

 

 

87. Faculty Time Table Print  
 Intended Audience 

Academic Coordinator 

 Usage 

               This interface is used to Print Faculty Time Table. 

 Menu Access 

Main Menu >> academic >> Report>> Faculty Time Table Print 

 Dependency 

               Faculty Time Table 
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To view Faculty TimeTable Print Delegation Status Report follow steps below 

 Step1: Select the Division from the list. 

 Step2: Select the Staff Name from the list. 

 Step3: Click “Print Faculty TimeTable” to view Faculty Timetable print. 

 

 

88. Test Component Wise Internal Mark Report 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the internal marks. 

 Menu Access 

Main Menu >> academic >> Report>> Test Component Wise Internal Mark Report 

 Dependency 

                Internal Mark Entry 
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To view Test Component wise Internal Report follow steps below 

 Step1: Select the Program & Section from the list. 

 Step2: Select Test Component from the list. 

 Ste[3: Click “Generate”  button to view the Internal Report. 

 

 

89. Students Attendance Abstract Report  
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the Students Attendance Abstract Report. 

 Menu Access 

Main Menu >> academic >> Report>> Students Attendance Abstract Report 

 Dependency 

                Attendance Entry 
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To view Students Attendance Abstract follow steps below 

 Step1: Select the “Attendance Date” from the list. 

 Step2: Enter the Attendance Percentage (%) .  

 SteP3: Select the Report type to view the Internal Report. 

Step4: Select the programwise sections. 

Step5: Click “Print Attendance Abstract” button to print Attendance Abstract. 
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90. CA Mark Statement – Print 
 

 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the Continuous Assessment mark statement. 

 Menu Access 

Main Menu >> academic >> Report>> CA Mark Statement - Print 

 Dependency 

                Internal Mark Entry 

 

To print of CA Mark  Statement follow steps below 

 Step1: Select the “Program & Section or Group” from the list. 

 Step2: Select Subject from the list. 

 Step3: Click “CA Mark Statement” button to print. 

 

 

91. Faculty wise Courses Status 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the Faculty wise Courses Status. 

 Menu Access 

Main Menu >> academic >> Report>> Faculty wise Courses Status 

 Dependency 

                Faculty wise Courses 

 Component Details 
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To view  Faculty Courses Assigned Status follow steps below 

 Step1: Select the “Office” from the list. 

 Step2: Select the option of “Faculty Assigned Status”. 

 Step3: Click “Generate” to view the Faculty Courses Assigned Status. 

 

92. Subject wise Attendance Percentage 
 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the subject wise attendance percentage. 

 Menu Access 

Main Menu >> academic >> Report>> Subject wise Attendance Percentage 

 Dependency 

               Attendance Entry 

 

 

To view  Subjectwise Attendance Percentage  Status follow steps below 
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 Step1: Select the “Subjectwise Attendance Percentage” from the list. 

 Step2: Select the “Subject” from the list. 

 Step3: Click “Generate” button to view the Subjectwise Attendance Percentage. 

 

93. Master Time Table Print 
 

 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the Master Time Table. 

 Menu Access 

Main Menu >> academic >> Report>> Master Time Table Print 

 Dependency 

               Faculty Time Table 

 

 

To print Master Time Table follow steps below 

 Step1: Select “Program” from the list. 

 Step2: Click “Print Master Timetable” button to view the Master Time Table List. 
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94. Internal Marks Statement – Parent Test Component 
 

 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the Internal Marks Statement – Parent Test Component. 

 Menu Access 

Main Menu >> Academic >> Report>> Internal Marks Statement – Parent Test Component 

 Dependency 

Internal Mark Entry 
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To view Parent Component Wise Mark Statement follow steps below 

 Step1: Select “Program & Section or Group” from the list. 

 Step2: Select “Subject” from the list. 

Step3: Select “Parent Break up” from the list. 

Step4: Click “CA Mark Statement” button to view Parent Component Wise Mark Statement. 

 

 

95. Internal Results – Sending to Parents 
 

 Intended Audience 

Academic Coordinator 

 Usage 

              This interface is used to view the Internal Results – Sending to Parents. 

 Menu Access 

Main Menu >> academic >> Report>> Internal Results – Sending to Parents 

 Dependency 

Internal Mark Entry  
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To view Internal Results – Sending to Parents follow steps below 

 Step1: Select “Program & Section” from the list. 

 Step2: Select “Parent Test Component” from the list. 

Step3: Click “Generate” button to view the report of Internal Results – Sending to Parents.. 
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1.A. Financial Master 

I Accounts Master 

 

1. Accounts Master 

 

       

 

1.A.1. Intended Audience 

Accounts Manager 

1.A.2. Usage 

This centralized master interface records unit of measurement class common for all the 

institutions. 

 1.A.3. Menu Access  

Main Menu >> Accounts Master>>Accounts Master>> Financial Master 

 1.A.4. Dependency 

None 

1.A.5 To create Financial Year follow steps below 

 Step1: Enter Financial Year required to create. 

 Step2: Select Start Date and End Date, by default current date would appear. 

 Step3: Click “Save” button to complete Financial Year. 

 Step4: Click “View” button to view the existing Financial Years as in Figure 1.A.1. 

 
 

 
      Figure 1.A.1 
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     Figure 1.A.2 
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1.B  Account Head  

 

     1.B.1. Intended Audience 

Accounts Manager 

     1.B.2. Usage 

This centralized master interface enables the user to create Account Head. 

     1.B.3. Menu Access  

Main Menu >>  Accounts Master>>Accounts Master>> Account Head 

     1.B.4. Dependency 

Financial Year, Nature of Accounts 
 

 

 
 

Figure 1.B.1 
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     1.B.5. To make a new entry follow these steps, 

Step1: Select Financial Year for creating Account Head. 

Step2: Enter Account Head required to create. 

Step3: Select Is Parent Head from the option Parent Group or Sub Group by radio button. 

Step4: Select Nature of Account if Parent Head option is Parent Group or Select Parent 

Group if Parent Head option is Sub Group. 

            Step5: Click “Save” button to complete the Account Head Creation. 

       Step6: Click “View” button to view the existing Account Heads as  in Figure 1.B.2. 

 
 

 
Figure 1.B.2 
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1.C. Account Sub Head 

 

     1.C.1. Intended Audience 

Accounts Manager 

     1.C.2. Usage 

This centralized master interface enables the user to create Account Sub Head. 

     1.C.3. Menu Access  

Main Menu >>  Accounts Master>>Accounts Master>> Account Sub Head 

     1.C.4. Dependency 

Account Head 
 

 

 
 

Figure 1.C.1 
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    1.C.5. To make a new entry follow these steps, 

Step1: Select Financial Year for creating Account Sub Head. 

Step2: Select Account Head from the list. 

Step3: Enter Account Subhead required to create. 

Step4: Select Yes or No option for Maintain Balance Bill-by-Bill and Maintain Cost 

Center. 

Step5: Enter Opening Balance for the Account Sub Head. 

Step6: Click “Save” button to complete the Account Sub Head. 

Step7: Click “View” button to view the existing Account Sub Heads. 
 
 

 

 

 

 
 

1.D. Opening Balance   

 

     1.D.1. Intended Audience 

Accounts Manager 

     1.D.2. Usage 

This centralized master interface enables the user to update Opening Balance for the 

Account Sub Head. 

     1.D.3. Menu Access  

Main Menu >>  Accounts Master>>Accounts Master>> Opening Balance 

     1.D.4. Dependency 

Account Head 
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1.D.5 To make new entry follow steps below 

 Step1: Select Financial Year for updating Opening Balance. 

 Step2: Select Account Sub Head from the list. 

 Step3: Account Head will be displayed Automatically. 

 Step4: Enter the Amount for the selected Account Subhead. 

 Step5: Select the Option Debit or Credit for the entered Amount. 

 Step6: Click “Update” button to complete the Opening Balance updation.  
 

 

 

 

 

 

 

 

 

     Figure 1.D.1 
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2.A. Bank Master 

2. Bank Master 

 

 

 

 

 

 

 

 

     2.A.1. Intended Audience 

Accounts Manager 

     2.A.2. Usage 

This centralized master interface enables the user to create Bank. 

     2.A.3. Menu Access  

Main Menu >>  Accounts Master>>Bank Master>> Bank Master 

     2.A.4. Dependency 

None 
 

 
 

 
 
      Figure 2.A.1 
 
2.A.5 To create Bank follow steps below 

 Step1: Enter Bank Name required to create. 

 Step2: Enter Bank Short Name. 

 Step3: Click “Save” button to complete Bank Master. 

 Step4: Click “View” button to view the existing Banks. 
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2.B. Bank Branch 

 

 

 
 
 
 
    2.B.1. Intended Audience 

Accounts Manager 

     2.B.2. Usage 

This centralized master interface records Branch of the Bank. 

     2.B.3. Menu Access  

Main Menu  >>  Accounts Master>>Bank Master>> Bank Branch 

2.B.4. Dependency 

Bank Master 
 

 
 

Figure 2.B.1 
 

 

     2.B.5. To make a new entry follow these steps,  

Step1: Select Bank from the list.  

Step2: Enter Bank Branch for the selected Bank. 

Step3: Enter Address1, Address2 and Address3 for the Branch. 

Step4: Click “Save” button to complete the Bank Branch. 

Step5: Click “View” button to view the existing Bank Branches. 

 

 
 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 13 of 66  

2.C. Bank Account 

 
 

 
 
     

     2.C.1. Intended Audience 

Accounts Manager 

     2.C.2. Usage 

This interface enables users to create Bank Account. 

     2.C.3. Menu Access  

Main Menu >>  Accounts Master>>Bank Master>> Bank Account 

     2.C.4. Dependency 

Bank Master 

     2.C.5. To create new Bank Account follow these steps, 

 Step1: Select Bank Name from the list. 

 Step2: Enter Account Number required to create. 

    Step3: Bank Account Ledger displayed automatically while entering Account Number. 

 Step4: If required, Select Account Ledger by clicking Link with existing bank Account ledger. 

 Step5: Select Account Opening Date and Closing Date. 

 Step6: Click “Save” button to complete the Bank Accounts. 
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2.D. Cheque Book Details 

 

 
 

 

 2.D.1. Intended Audience 

Purchase Requestor and System Administrator. 

 2.D.2. Usage 

This centralized master interface records Cheque Book Detaisl.  

 2.D.3. Menu Access  

Main Menu >>  Accounts Master>>Bank Master>> Cheque Book Details 

 2.D.4. Dependency 

  Bank Account 

 
 

Figure 2.D.1 
 
 

     2.D.5. To make a new entry follow these steps,  

Step1: Select Account No. from the list for updating cheque details.  

Step2: Select Received Date for the Cheque Book. 

Step3: Enter Leaf From for the selected Bank Account.  

Step4: Enter Remaining Leaves for the Bank Account. 

Step5: Enter Leaf To for the selected Bank Account. 

Step6: Click “Save” button to complete Cheque Book Details. 

Step7: Click “View” button to view and modify the Cheque Book Details as in             

Figure 2.D.2. 
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2.E.  Damage Cheque 

 
 

 
 
 

Figure 2.D.2 
 
 
 

 
 
 
 
 
 

 
 

  
      

     2.E.1. Intended Audience 

Accounts Manager 

     2.E.2. Usage 

This interface enables users to entry on Damage Cheque.  

     2.E.3. Menu Access  

Main Menu >>  Accounts Master>>Bank Master>> Damage Cheque 

    2.E.4. Dependency 

Cheque Book Details 

 

    2.E.5 To make entry on Damage Cheque follow steps below 

 Step1: Select Account No. from the list, remaining cheque leaf for the selected account would 

appear. 

 Step2: Select the Cheque Cancel Date, by default Current date would appear. 

 Step3: Select the Damage Cheque No. by clicking check box. 

 Step4: Enter Remarks for the Damaged Cheque. 

 Step5: Click “Save” button to complete the Damaged Cheque. 

 Step6: Click “View” button to view the existing Damaged Cheque. 
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Figure 2.E.1 
 

    

 
 

3. Fee Head 

 
     3.1. Intended Audience 

Accounts Manager 

     3.2. Usage 

This interface enables users to create Fee Head for Fee Management. 

     3.3. Menu Access  

Main Menu  >>  Accounts>> Accounts Masters >> Fee Head 

     3.4. Dependency 

None 
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Figure 3.1 

 

3.5 To make new entry follow steps below 

 Step1: Enter Fee Head Name required to create. 

 Step2: Enter Short description and code for the entered Fee Head Name. 

 Step3: Click on the Check box to create New Ledger and select the ledger from the list. 

Step4: Otherwise, select Books of account from the list 

 Step5: Click “Save” button to complete Fee Head. 

 
 
 

4. Voucher Permission 

 
    4.1 Intended Audience 

Accounts Manager 

     4.2  Usage 

This interface enables the users to give Voucher Permission for voucher Entry  

     4.3  Menu Access  

Main Menu  >> Accounts>> Accounts Masters >> Voucher Permission 

     4.4  Dependency 

Employee Master, Voucher Types, Menu Rights 

 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 18 of 66  

 

    Figure 4.1 

 

4.5 To make entry on Voucher Permission follow steps below 

 Step1: Select the User Name from the list. 

 Step2: Select the Vouchers by clicking the check box for Voucher Permission. 

 Step3: Click “GRANT” button to complete the Voucher Permission. 

(Vouchers granted would appear on the Assigned Vouchers as in Figure 4.2) 

 Step4: Click “REVOKE” button to unassign the vouchers from the Assigned Vouchers. 

 Step5: Enter No. of Back Days for the vouchers and use Tab Key to save the No. of 

Back Days Allowed. 
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     Figure 4.2 

 

 

 

5. Cost Category 

 
     5.1. Intended Audience 

Accounts Manager 

     5.2  Usage 

This interface enables users to create Cost Category.  

     5.3  Menu Access  

Main Menu  >> Accounts >>Master >> Cost Category 

     5.4  Dependency 
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None 

    

    Figure 5.1 

 

5.5 To Add Cost Category follow steps below 

 Step1: Enter Cost Category required to create. 

 Step2: Select Revenue or Non Revenue by clicking the check box. 

 Step3: Click “Save” button to complete Cost Category. 

 Step4: Click “Update” button after modifying the Existing Cost Categories. 

 Step5: Click “Delete” button to delete the Existing Cost Categories. 

  
 

 

 

6. Cost Center 

 
     6.1. Intended Audience 

Accounts Officer 

     6.2  Usage 

This interface enables users to create Cost Center.  

     6.3  Menu Access  

Main Menu  >>Accounts>>Master >>Cost Center 

     6.4  Dependency 

Cost Category 
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7. TDS Rate Config 

7.A. TDS Nature of Payment 

           Figure 6.1 

 

6.5 To make entry follow steps below 

 Step1: Select Cost Category from the list,  

Step2: List of existing Cost Center for the selected Cost Category would appear. 

 Step3: Select the Parent Cost Center from the list. 

 Step4: Enter Cost Center required to create. 

(No need to select Parent Cost Center if the creating Cost Center is parent Cost Center) 

 Step5: Select Category option Income or Expenses. 

 Step6: Click “Save” button to complete Cost Center. 

 Step7: Click “Update” button after modifying the existing Cost Center. 

 

 

 

 

 
 
 
 
 
     7.A.1. Intended Audience 

Accounts Manager 

     7.A.2 Usage 

This interface enables users to create TDS Nature of Payment.  

     7.A.3 Menu Access  
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Main Menu >>Accounts Master >> TDS Rate Config>> TDS Nature of Payment 

     7.A.4 Dependency 

Account Subhead 

    Figure 7.A.1 

 

7.A.5 To make entry on TDS Nature of Payment follow steps below 

 Step1: Enter Section Code required to create. 

 Step2: Enter Description for the Section Code. 

 Step3: Select the Account Sub Head from the list. 

 Step4: Click “Save” button to complete TDS Nature of Payment. 

 Step5: Click “View” button to view and modify the existing TDS Nature of Payments. 

 

 

 

          7.B.  TDS Party Type 

 

7.B.1. Intended Audience 

Accounts Manager 

7.B.2 Usage 

This interface enables users to create TDS Party Type.  

 7.B.3 Menu Access  

Main Menu >>Accounts Master >> TDS Rate Config>> TDS Party Type 
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 7.B.4 Dependency 

None 

 

    Figure 7.B.1 

 

7.B.5 To make entry follow steps below 

 Step1: Enter Party Description required to create. 

 Step2: Select if Pan Required Option Yes or No. 

 Step3: Enter Pan Identification Character for the TDS Party Type. 

 Step4: Click “Save” button to complete TDS Party Type. 

 Step5: Click “View” button to view the existing TDS Party Type. 

  

 

7.C Property Type Master 

 
 

7.C.1. Intended Audience 

Accounts Manager 

7.C.2 Usage 

This interface enables users to create Property Type Master.  

 7.C.3 Menu Access  

Main Menu >>Accounts Master >> TDS Rate Config>> Property Type Master 

 7.C.4 Dependency 

None 
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7.D TDS Supplier Linkage 

 

 
 
      

Figure 7.C.1 
 
 
7.C.5 To Make new entry follow steps below 

 Step1: Enter Property Type required Name. 

 Step2: Click “Save” button to complete Property Type Master. 

 Step3: Click “View” button to view and modify the existing Property Type. 

 
 
 

  

 
 

7.D.1. Intended Audience 

Accounts Manager 

7.D.2 Usage 

This interface enables users to link Supplier ledger with TDS.  

 7.D.3 Menu Access  

Main Menu >>Accounts Master >> TDS Rate Config>> TDS Supplier Linkage 

 7.D.4 Dependency 

Supplier Master, Account Subhead  
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Figure 7.D.1 
 

7.D.5 To Link TDS Supplier follow steps below 

  Step1: Select the Supplier Name from the list. 

  Step2: Supplier Ledger would displayed for the selected Supplier. 

  Step3: Select TDS Ledger from the list. 

  Step4: Enter TDS Rate for the selected Supplier. 

  Step5: Click “Save” button to Link Supplier TDS. 

  Step6: Click “View” button to view and modify the existing TDS Rate for the suppliers. 
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8. Ledger Wise Property 

 
     8.1. Intended Audience 

Accounts Manager 

     8.2. Usage 

This interface used to link Ledger with Property type.  

     8.3. Menu Access  

Main Menu  >> Accounts >> Masters >> Ledger Wise Property 

     8.4. Dependency 

Nature of Payment, Account subhead 

 
 
8.5.To make entry follow steps below 

 Step1: Select the option Nature of Payment. 

a) Select the Nature of Payment from the list 

b) Select Account Head from the list. 

(list of Account Subhead would appear) 

c) Select the Account Subhead by clicking check box. 

d) Click “Save” button to complete Nature of Payment as in Figure 8.1. 

Step2: Select the option Property Type. 

e) Select Property Type from the list.  

f) Select Acounts Head from the list. 

(list of Account Subheads would appear) 

g) Enter the New Value for the Account Subhead. 

h) To Save the New Value, Use Tab Key as in Figure 8.2. 
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Figure 8.1 
 
 

 

 
   Figure 8.2 
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9. Default Leder Linkage 

 
 

     9.1. Intended Audience 

Accounts Officer 

     9.2. Usage 

This interface enables the user to link default Ledger for the Login User. 

     9.3. Menu Access  

Main Menu  >> Accounts >>Masters>> Default Ledger Linkage 

     9.4. Dependency 

  Offices, Voucher Type, Ledger Name 
 

 

 
 
      Figure 9.1 
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II Accounts Transaction 

10. Voucher Entry 

 
 
9.5 To make new entry follow steps below 

 Step1: Select Transaction Office from the list. 

 Step2: Select Mode of Transaction from the list. 

 Step3: Select Voucher Type from the list. 

 Step4: Select Ledger Name from the list. 

(The Employee list along with the Employee Code and Designation would appear) 

 Step5: Select the Employee by clicking check box to whom the default ledger should linked. 

 Step6: Click “Save” button to complete Default Ledger Linkage. 
 
 
 
 
 
 
 
 
 
 
 

 
   

 

   

     10.1 Intended Audience 

Accounts Officer 

     10.2 Usage 

This interface enables the user to enter Voucher. 

     10.3 Menu Access  

Main Menu >> Accounts >> Transactions >>Voucher Entry  

     10.4 Dependency 

Account Subhead, Voucher Permission 

 10.5 To make Voucher Entry follow Steps below 

  Step1: Select the Voucher type from the list. 

  Step2: By default current date would appear. 

  Step3: Select the Debit ledger from the list and enter corresponding Debit amount. 

  Step4: Select the Credit ledger from the list and enter corresponding Credit amount. 

  Step5:  Enter Narration for the voucher. 

  Step6: Click “Generate Payment” button to complete Voucher Entry 
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11. Bank Reconciliation 

 

      Figure 10.1 

 

 

 

 

 

     11.1 Intended Audience 

Accounts Officer 

     11.2 Usage 

This interface enables the user to Reconcile the Bank Transactions. 

     11.3 Menu Access  

Main Menu >> Accounts >> Transactions >>Bank Reconciliation  

     11.4 Dependency 

Voucher Entry, Bank Accounts 
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Figure 11.1 
 
 
 
11.5 To make entry on Bank Reconciliation follow steps below 
 

 Step1: Select the Bank from the list to Reconcile 

 Step2: Select the Mode Option Reconcile or un Reconciled 

 Step3: Select the Period From Date and To Date.  

 Step4: Click “Load” button to view the voucher details for the selected Bank. 

 Step5: List of voucher details for the selected Bank would appear. 

 Step6: Enter Reconcile Date from the Bank Statement. 

 Step7: The Balance Amount as per company book and as per Bank would appear. 
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12. A Collections 

 
 

12. Fee Management 

 
  

 

 

   12.A.1. Intended Audience 

Accounts Department 

    12.A.2. Usage 

This interface is used to receive Fees Collection for the admitted students.  

    12.A.3. Menu Access  

Main Menu >> Accounts >> Transactions >>Fee Management >> Collections 

    12.A.4. Dependency 

Student Master, Fee Head 

 

 

Figure 12.A.1 
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12.B Refund 

 
 

12.A.5 To make entry follow steps below 

 

 Step1: Select the student from the list to receive fees. 

 Step2: The Student information along with the Reg. No., Program, Class/Section and Semester 

would appear. 

 Step3: Select the Fee Head by clicking check box. 

 Step4: Enter Receipt Amount for the selected Fee Head. 

 Step5: Select the Receipt Date by default current date would appear. 

 Step6: Select the Receipt mode from the list. 

 Step7: Select Receipt Ledger from the list corresponding to the Fee Head. 

 Step8: Enter Narration for the Fees Collection. 

 Step9: Click “Save Receipt” button to complete the Fee Management. 

 Step10:Click “View fees paid by the student” link to view the existing fee details. 

 

 

 

 

 

 
 

 12.B.1. Intended Audience 

Accounts Department 

     12.B.2. Usage 

This interface is used to Refund the fee amount. 

     12.B.3. Menu Access  

Main Menu >> Accounts >> Transactions >>Fee Management >> Refund 

     12.B.4. Dependency 

Fee Management - Collections 
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      Figure 12.B.1 
 
 
12.B.5 To make Refund follow steps below 

 Step1: Select the Student from the list who wants to Refund the fees. 

 Step2: The Student information along with the Reg. No., Program, Class/Section and Semester 

would appear. 

 Step3: Select the Fee Head by clicking check box. 

 Step4: Enter the Refund amount for the selected Fee Head. 

 Step5: Select the Payment Date by default current date would appear. 

 Step6: Select the Payment Mode from the list. 

 Step7: Select the Payment Ledger from the list. 

 Step8: Enter Narration for the Refund amount. 

 Step9: Click “Save Payment” button to complete the Refund process. 

 Step10: Click “View fees paid by the student” link to view the existing fee details 
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       12.C  Reports 

 

   

   12.C.1. Intended Audience 

Accounts Department. 

   12.C.2. Usage 

This interface is used to view the Fees Receipt details. 

   12.C.3. Menu Access  

Main Menu >> Accounts >> Transactions >>Fee Management >> Reports 

   12.C.4. Dependency 

Fee Management - Collections 

 

 
 

Figure 12.C.1 
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Figure 12.C.2 
 
 

12.C.5 To view the Report follow steps below 

 Step1: Select the office from the list. 

 Step2: Select Detailed or Abstract option from the list to view the report. 

 Step3: Select Receipt Period (From Date and To Date) by default current date would appear. 

 Step4: Select entered by and type option. 

 Step5: Click “Go” button to view the Report. 

 Step6: The Fee Receipt details for the selected period would appear. 

 Step7: By clicking the Receipt details, Cash Receipt would generate as in Figure 12.C.2. 
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13. Fee Posting  

 
 

   13.1. Intended Audience 

Accounts Department 

   13.2. Usage 

This interface is used to post the fees to Accounts. 

   13.3. Menu Access  

Main Menu >>Accounts >> Transaction >>Fee Posting 

   13.4. Dependency 

Fee Management – Collections 
 
 

 
       

Figure 13.1 
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13.5 To make entry follow steps below 

 Step1: Select the Cashier from the list. 

 Step2: Select the period by default current date would appear. 

 Step3: Select the Receipt Mode from the list. 

 Step4: Select the Office Name from the list to post the fees. 

 Step5: Click “Go” button to view the list of receipts. 

(list of Receipts would appear) 

 Step6: Select the Receipts by clicking the check box. 

` Step7: By the selection of Receipts Total Rs would appear automatically. 

 Step8: Click “View Posting Entries” button to view the voucher as in Figure 13.1. 

 Step9: Click “Post Entries” button to post the Receipt details to Accounts. 

      

 
 
 

14. Fine Due Raise 

 
 
 

   14.1. Intended Audience 

Accounts Department 

   14.2. Usage 

This interface is used to Raise Fine Due. 

   14.3. Menu Access  

Main Menu >>Accounts >> Transaction >>Fine Due Raise 

   14.4. Dependency 

 Fee Head, Fine Head 
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      Figure 14.1 
 
 

14.5 To Raise Due follow steps below 

 Step1: Select Academic Year from the list. 

 Step2: Select the Fee Head for  those having due amount. 

 Step3: Enter Fine Amount required. 

 Step4: Select Fine Head to raise the Due. 

 Step5: Click “Generate” button to view the students due list for the selected Fee Head. 

 Step6: The Student Due list along with the Register No. and Program would appear. 

 Step7: Select the students by clicking check box. 

 Step8: Click “Save” button to complete the Fine Due Raise. 
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15. Fund Transfer 

 
 

     15.1. Intended Audience 

Accounts Manager 

     15.2. Usage 

This interface is used to transfer the fund  from one office to other. 

     15.3. Menu Access  

Main Menu >>Accounts >> Transaction >>Fund Transfer 

     15.4. Dependency 

Account Subhead 

 

 

Figure 15.1 
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16.   Tax Managements 

 

 

15.5 To Transfer the fund follow steps below 

 Step1: Select Fund Transfer Type option. 

 Step2: Select Transfer fund to from the list to which the fund is going to transfer. 

 Step3: Select the Date of Transfer by default current date would appear. 

 Step4: Select the Voucher Type. 

 Step5: Select the Paymet Ledger from the list. 

 Step6: Enter Cheque No. for the transferring amount. 

 Step7: Enter Amount (Rs.) to transfer. 

 Step8: Enter Remarks for the transferring amount. 

 Step9: Click “Save” button to complete the Fund Transfer. 

 

 

 

 
 

 
 
 
 
 
 

     16.1. Intended Audience 

Accounts Manager 

     16.2. Usage 

This interface is used to process challan information. 

     16.3. Menu Access  

Main Menu >>Accounts >> Transaction >>Tax Management 

     16.4. Dependency 
   
 

  TDS Payment Voucher 
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Figure 16.1 
 

 
 

16.5 To make entry follow steps below 

 Step1: Select the Tax Option. 

 Step2: Click “Create Challan” button, list of TDS voucher would appear. 

 Step3: Select the payment voucher by clicking the radio button to add challan information. 

 Step4: Enter BSR Code and Challan Number. 

 Step5: Click “Save Challan” button to complete the challan details. 

 Step6: Select the Challan entry from the lists. 

 Step7: Select the Period by default current date would appear. 

 Step8: Click “Generate Records” to list the records of the selected period. 

 Step9: Select the records to apply the selected challan details by clicking check box. 

(The message “Challan Applied Successfully” would display)  

 Step10:The Balance amount will be adjusted as in Figure 16.2 
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      Figure 16.2 
 
 
 
 
 

 
 

17. Fee Challan Collection 

 
 
 
17.1. Intended Audience 

Accounts Officer 

17.2. Usage 

This interface is used to collect fees for Bank entry adjustment. 

17.3. Menu Access  

Main Menu >>Accounts >> Transaction >>Fee Challan Collection 

17.4. Dependency 
   
 

  Student Master 
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     Figure 17.1 
 
 
17.5 To make entry follow steps below 

 Step1: Select the Academic Year. 

 Step2: Select the Student from the list for challan collection. 

(The Student information along with the Register No., program and Semester would appear) 

 Step3: Select the Fee Head for Bank entry adjustment. 

 Step4: Select the Challan Date. 

 Step5: Enter the Amount from the challan. 

 Step6: Enter Remarks for Fee Collection. 

 Step7: Click “Save” button to complete the Fee Challan Collection. 

 Step8: Click “View” button to view the existing records. 
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18. Student Fee Collection Modification 

 
 
     18.1. Intended Audience 

Accounts Department 

     18.2. Usage 

This interface is used to modify the Fee Collection of Students. 

     18.3. Menu Access  

Main Menu >>Accounts >> Transactions >> Student Fee Collection Modification  

     18.4. Dependency 

Fee Collection 

 

 

Figure 18.1 
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18.5 To make entry follow steps below 

 Step1: Select the Student Name from the list. 

 Step2: The Receipt Details along with the Receipt amount would appear. 

 Step3: Click “Edit” button to modify and update the Date of Receipt. 

 Step4: Click “Delete” button to delete the transaction for the particular date. 

 Step5: Click “View” button to view the Fee details for the selected student. 

 

 
 

 
 

19. Salary Posting 

 
     19.1. Intended Audience 

Accounts Department 

     19.2. Usage 

 This interface is used to post the Salary to accounts 

     19.3. Menu Access  

Main Menu >>Accounts>> Transactions >>Salary Posting 

     19.4. Dependency 

Payroll Process 

 

    19.5 To Post Salary follow steps below 

 Step1: Select Pay Period from the list. 

 Step2: The details of Pay Structure along with employees would appear. 

 Step3; Click  “post” button for posting processes. 

 Step4: Cost centre wise details would appear. 

 Step5: Click “Post Salary vouchers” button to post the salary details to  Accounts. 

(“Salary posted successfully” message would appear)              
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III Accounts Reports 

20.   List of Accounts 

    Figure 19.1 

 
 
 
 
 
 
 
 
 
 
 
     20.1. Intended Audience 

All Users 

     20.2. Usage 

 This interface is used to view the list of Accounts. 

     20.3. Menu Access  

Main Menu >>Accounts>> Reports >>List of Accounts 

     20.4. Dependency 

Account Head, Account Subhead 
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      Figure 20.1 
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21.  Ledger View 

 
 
 

 
 

 

     21.1. Intended Audience 

All Users 

     21.2. Usage 

This interface enables users to view Ledger wise details for the selected period. 

     21.3. Menu Access  

Main Menu  >> Accounts >> Reports  >> Ledger View 

     21.4. Dependency 

Voucher Entry 

   

    
    Figure 21.1 
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21.5 To view Ledger View follow Steps below 

 Step1: Select Account Ledger/Sub Head from the list. 

 Step2: Select Period From and To Date by default current date would appear. 

 Step3: Click “View” button to view the Ledgerwise transaction. 

 Step4: Click “Detailed View” button to view the Ledgerwise transaction in detailed. 

 
 
 
 
 

22. Group Summary 

 
     22.1. Intended Audience 

All Users 

     22.2. Usage 

This interface enables users to view Group Summary Details. 

     22.3. Menu Access  

Main Menu  >> Accounts >> Reports  >> Group Summary 

     22.4. Dependency 

Voucher Entry 

 

     22.5 To view Group Summary follow steps below 

 Step1: Select the Period by default current date would appear. 

 Step2: Select the Account Head from the list. 

 Step3: Click “Summary” button to view the transaction details for the selected Account Head. 

 Step4: Click “Multi Ledger View” to view the Multiple Ledger details as in Figure 22.2 

 

 

 

 

 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 51 of 66  

 

 

  Figure 22.1  

  

  Figure 22.2      

 

 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 52 of 66  

 

23. Daybook 

 
 

     23.1. Intended Audience 

All Users 

     23.2. Usage 

This interface is used to view day to day voucher transactions. 

     23.3. Menu Access  

Main Menu >>Accounts>> Reports >> Daybook  

     23.4. Dependency 

Voucher Entry 
 

           
 
      Figure 23.1 
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23.5. To view Daybook follow steps below 

 Step1: Select the Period From Date and To Date. 

 Step2: Select the Voucher Type option. 

 Step3: Click “Go” button to view the transactions for the selected period. 

 Step4: Click “Details” button to view the transactions in detailed. 

(Voucher view would appear by clicking the particular transaction.) 

  

Note: Total No. of vouchers displayed as in Figure 23.1 

  

 
 

24. Cost Center Summary 

 
 

     24.1. Intended Audience 

All Users 

     24.2. Usage 

This interface is used to view Cost Center Summary. 

     24.3. Menu Access  

Main Menu >>Accounts >> Reports>> Cost Center Summary 

     24.4. Dependency 

Voucher Entry 
 

     24.5 To view Cost Center Summary follow steps below 

 Step1: Select From Date and To Date by default current date would appear. 

 Step2: Select Cost Center Name from the list to view the details. 

 Step3: Click “Show Details” button to view the details of Cost Center. 

 Step4: Click “Export” button to export the data’s to excel. 
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Figure 24.1 
 

 
 
 

25. Due List 

 
 
 

25.1. Intended Audience 

All Users 

 25.2. Usage 

This interface is used to view the Due of Students. 

 25.3. Menu Access  

Main Menu >>Accounts >> Reports>> Due List 

 25.4. Dependency 

Voucher Entry 
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      Figure 25.1  
   
    
 

25.5 To view Student Due list follow steps below 

 Step1: Select the Report Option Due List Report or Collection List Report. 

 Step2: Select the Fee Heads by clicking the check box. 

 Step3: Select the Term Name by clicking the check box. 

 Step4: Select the Display Due For option from the list for Display the reports. 

 Step5: Select the Due as on to list the due records. 

 Step6: Select the option Detail Report or Abstract Report to view in detail or abstract. 

 Step7: Click “Generate” button to view the students Due list. 
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26. DD Deposited Report 

 
 
 26.1. Intended Audience 

All Users 

 26.2. Usage 

This interface is used to view DD Deposited Report. 

 26.3. Menu Access  

Main Menu >>Accounts >> Reports>> DD Deposited Report 

 26.4. Dependency 

Fee Management 
 
 

 
 
      Figure 26.1 
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26.5 To view DD Deposited Report follow steps below 

 Step1: Select From Date and To Date by default current date would appear. 

 Step2: Select Bank Account from the list. 

 Step3: Click “Generate” button to view the DD Deposited report. 

 Step4: List of students along with the DD details would appear. 

 

 
 
 
 

27. Fees Collection Abstract  

     

     27.1. Intended Audience 

All Users 

     27.2. Usage 

This interface is used to view Fees Collection Abstract Report. 

     27.3. Menu Access  

Main Menu >>Accounts>>Reports>>Fees Collection Abstract Report 

     27.4. Dependency 

Fees Management 
 

 
 

     27.5 To view Fees Collection Abstract Report follow steps below 

 Step1: Select Transaction or Accounts Book Office Wise option. 

 Step2: Select the Fees Collected Dates. 

 Step3: Select Transaction Office from the list. 

 Step4: Select the Cashier from the list. 

 Step5: Select the Mode of Amount Collected. 

 Step6: Select Fee Receipt Details from the list to view the Fees Collection Abstract report. 
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      Figure 27.1 
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28. Cheque Search 

      

28.1. Intended Audience 

All Users 

      28.2. Usage 

This interface enables users to search the Cheque from Current Office and All Offices 

by entering the Cheque Number. 

       28.3. Menu Access  

Main Menu  >> Accounts>>Reports>>Cheque Search 

       28.4. Dependency 

Voucher Entry 

 

 
Figure 28.1 

 

28.5 To Search the cheque follow steps below 

 Step1: Select the option All Offices or Current Offices. 

 Step2: Select Cheque Search option Cheque Issued or Cheque Received. 

 Step3: Enter Cheque Number for searching the cheque. 

 Step4: Select the Period From Date and To Date. 

 Step5: Click “Search” button to view the cheque details for the entered Cheque Number. 
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29. Cheque Issued 

 
29.1. Intended Audience 

All Users 

      29.2. Usage 

This interface enables users to view the Cheque Issued report for the selected period. 

       29.3. Menu Access  

Main Menu  >> Accounts>>Reports>>Cheque Issued 

       29.4. Dependency 

Voucher Entry 

 

 
 
      Figure 29.1 
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29.5  To view the Cheque Issued report follow steps below 

 Step1: Select the Bank Account from the list. 

 Step2: Select the period From Date and To Date by default current date would appear. 

 Step3: Click “View” button to view the Cheque Issued for the selected Bank. 

 Step4: The Cheque Issued details along with the party name would appear. 

 
 
 
 

30. Fees Collection Summary Sheet 

 
 

30.1. Intended Audience 

All Users 

      30.2. Usage 

This interface enables users to view the Fees Collection Summary Sheet report . 

       30.3. Menu Access  

Main Menu  >> Accounts>>Reports>>Fees Collection Summary Sheet 

       30.4. Dependency 

Fee Management 

 
       30.5 To view Fees Collection Summary Sheet follow steps below 

 Step1: Select the Program Name from the list. 

 Step2: Select Year / Standard for the selected program. 

 Step3: Select the Term Description from the list. (Academic Year) 

 Step4: Select the Fee Heads by clicking the check box. 

 Step5: Click “Generate” button to view the Fees Collection Summary Sheet. 

(The Fee Details for the selected program along with the Concession amount would appear) 

 Step6: Click the records to view the student details. 

(The Student details would appear as in Figure 30.2) 
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      Figure 30.1 
 
 

 
      Figure 30.2 
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31. Bills Outstanding 

 
 

31.1. Intended Audience 

All Users 

      31.2. Usage 

This interface enables users to view the Bills Outstanding of Receivables and Payables.  

       31.3. Menu Access  

Main Menu  >> Accounts>>Reports>>Bills Outstanding 

       31.4. Dependency 

Purchase and Sales Vouchers 

 

 
 
      Figure 31.1 
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31.5 To view the report follow steps below 

 Step1: Select the Outstanding Option Payables or Receivables. 

 Step2: Select the Report Date by default current date would appear. 

 Step3: Select the Ledger from the list to check the outstanding bills. 

 Step4: Click “View” button to view the outstanding bills. 

 
 
 
 

32. Financial Statement 

 
 

32.1. Intended Audience 

All Users 

      32.2. Usage 

This interface enables users to view the Financial Statement of Trial Balance, Balance 

Sheet and Income & Expenditure. 

       32.3. Menu Access  

Main Menu  >> Accounts>>Reports>>Financial Statement 

       32.4. Dependency 

Voucher Entry 

 32.5 To view Financial Statement follow steps below 

  Step1: Select the period From and To Date. 

  Step2: Click “Generate” button to view the Trial Balance for the selected period. 

(The transaction details would appear along with the grand total for Transaction and Closing Balance.) 

  Step3: Click “Setting” button and select the Report type from the list. 

(Tiral Balance, Balance Sheet and Income & Expenditure Report can be viewed from Financial 

Statement.) 
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 Figure 32.1 
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Foreword 

 

 

 

 

Swami Vivekananda ji, the great saint of India, said: “Education is the 

manifestation of the perfection already present in man”. But one needs a right 

place, guidance and opportunity to grow and come out with full potential. If a person avails the proper 

opportunity at the right time and place under the right guidance, he can “learn, leap and lead”, and 

convert his potential into success so as to fulfil his dream. I am indeed very happy to introduce the 

SRM Group of Institutions to you, whose insignia inscribes “learn, leap and lead”. 

With New Education Policy-2020 in place, SRMUH is committed to provide outcome based learning 

and pedagogy, extensive use of ICT to the learners, holistic approach of interdisciplinary curriculum, 

research oriented programs with mandatory internships, hands on project based academic activities, 

continuous formative assessments leading to develop good human beings capable of rational thoughts 

and action, compassion and empathy, courage, scientific temper, creativity and imagination with 

ethical values. 

 

Professor (Dr.) Paramjit S. Jaswal 

Vice-Chancellor, SRM University Delhi-NCR, Sonepat, Haryana 
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Message from CoE 

 

 

Assessment & Evaluation is a continuous process, to establish mastery on a particular subject/ course/ 

programme and the grade card is a reflection of knowledge and skills. It is indeed an evolving process 

which changes, with commitment & seriousness towards learning new skills, and acquiring more 

knowledge. 

 

 

Controller of Examinations 
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SRM University, Delhi-NCR, Sonepat is a completely ICT enabled university and the examination system 

is part of the ICT design. The following diagram represents the digital work flow of the entire 

examination system. The diagrammatic representation integrates ICT tools which have modernized the 

entire examination process. The automation of examination has led to improvement in the efficiency, 

optimum utilization of resources, remove of manual intervention, speeding up of error-free 

functioning mechanism while making the whole process transparent and digitalized.  

 

 

 

 

Digital Work Flow Diagram 
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EAS-ERP at SRMUH- Evolution (2015-2022) 

Year Interfaces/Updates 

2021-2022 

Result publication for students with no dues 

Internal marks entry controller – Programme wise and semester wise 

Attendance Average report 

Malpractice Enquiry- Update 

Result Analysis- Histogram and Pie chart 

Academic Progression report  

  

 

2020-2021 

Programme wise result abstract 

Exam Registration status – Regular and arrear batches 

Moderation statistics report – Average internal, end term marks 

  

 

2019-2020 

Special Class attendance Entry in ERP 

Faculty wise result abstract 

Gender wise result abstract 

End term marks entry through Academic ERP (for online exams) 

  

2018-2019 

CGPA secured list 

Degree Completed list 

Certificate serial No. Key-in 

Reissue of Grade cards 

Admit Card number generation 

Detaining students 

NoC processing through ERP 

Academic Promotion 

Exam Time table Automation 

  

2017-2018 
Registration details under Course wise appearance count 

Foil Cord printing- Practical attendance and award list 
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Exam Registration Configuration 

Rank list 

Malpractice list 

Admit Card- Student‟s instruction update 

  

 

2016-2017 

Moderation and Grace process 

Semester score modification- Dummy no. Wise 

Grade Cards printing 

Cumulative Grade Card printing 

Class / Division classification 

Hall Plan generation 

  

2015 Consolidation and publication of the May 2015 semester Exam results 
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1. Students Registration and Subject allocation  

Student registration is mandatory for all enrolled students. Students are required to register 

themselves on Student Portal through the STUDENT PORTAL link provided on the University 

website(www.srmuniversity.ac.in). After registration they are assigned subjects for which they have 

opted including all core, departmental electives, seminars and open electives. Students are able to view 

every detail on Student Portal about the subject and attendance after the registration. 

Student Portal link: 

 

Student Portal Login: 
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Subjects allocation: 

 

 
 

 

 

Subjects cancellation: 
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2. Exam Application Registration 
 

For Students Appearing in Regular / Arrear Exams, the students will be registered by the 

Examination Department and theApplication Forms are filled automatically by the system. The 

registration details will be available under Exam Registration tab on Student Portal, where registered 

subjects details and exam fee details are displayed.  

 

Students will have to verify all the details and then pay the Examination fee through the Fee due 

details option on student portal or Feekart link available on the University website. No need for the 

student to fill the form manually. 

 

Exam Application Registration & Exam Fee Due generation: 
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Exam Application:  
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2.1 Student Exam Registration Status 

 
Lists of all students are registered for End Term Examinations are accessible to the Exam 

Superintendent through the Examination Department to plan and make necessary arrangements for the 

assessment and evaluation of End Term Examination 
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Registered List of students: 

 

 
 

 

 
Course Wise Appearance Count: 
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3. Examination Schedule 

 
Based on the students subjects allotted and exam registration, the examination schedule for theory 

subjects will be generated through “Exam Time Table Automation” interface. The generated exam 

schedule will be uploaded on the University website where students can download and refer to their 

respective subject‟s exam schedule. 

 
Exam Time Table Automation: 
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Programme-wise Exam Schedule: 

 

 
 
 

Exam Schedule: 
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Overall Exam Schedule view: 
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4. Hall Plan Generation 
 

Seating arrangements can be generated using “Hall Plan Generation” interface after the exam 

schedule is prepared, students are allotted the exam halls with reference to the seating capacity of each 

hall and total students registered for the exams. Associated reports such as seating arrangement, 

Seating Arrangement Abstract, exam Hall wise attendance are generated through the “Hall Plan 

Reports” interface. 

 

 
 

Seating Arrangement: 
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Seating Arrangement Abstract: 

 

 

Seating arrangement abstract details are uploaded on the University‟s website during exams on daily 

basis, where student can find their exact exam hall information. 

 

Hall wise Attendance 
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5. Admit Card 

 
Admit cards are enabled by the Examination Department and all the students appearing in End 

Term Exams have access to download the admit card from their own student portal.  

 

Admit Card Approval: 
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Admit Card 
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6. Conduct of Examination 

 

6.1 Allowing / detaining students to appear in Exams 

 
On the basis of following eligibility criteria, student will be allowed for appearing in End Term 

Examination- Theory/ Non Theory Subjects- Practical/ Clinical etc. (Regular semester). 

 

 Exam Registration is mandatory, irrespective of student appearing/not appearing, 

eligible/not eligible, for the exam/ assessment and evaluation.   

 NOC- Finance/ Accounts Department 

 Minimum 75% attendance 

 Minimum 50% score in internal/formative assessment (Individual subject- Theory/ Non 

Theory Subjects- Practical/ Clinical etc.) 

 

ERP / Exam Department will automatically decline assessment/evaluation/result, for those 

subjects/ students, falling short of eligibility. 

 

Hall Tickets Blocked subjects- Attendance Basis 
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Hall Tickets Blocked subjects- Internal Marks Basis 

 
 

 

6.2 Hall wise attendance Entry 

 
Immediately after the conduct of Exam, hall wise attendance is uploaded on ERP for each student 

by the Exam superintendent. 
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Detained students information are reflected in the individual student‟s admit card, Seating arrangement 

and the Hall wise attendance sheet. 

 

Detained information in Student‟s Admit Card: 
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Detained information in Seating Arrangement: 
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Detained information in Hall wise Attendance sheet: 

 

 

 

 

6.3 Malpractice Entry: 

 
Students involved in any kind of malpractice during the conduct of exams, are entered in the 

„Malpractice Entry‟ interface by the Exam superintendent and the complete list of such students will 

be produced to Unfair Means review committee for enquiry.  

 

 

 

 

 



SRM UNIVERSITY  

Delhi-NCR Sonepat, Haryana 
 

25 | P a g e  
 

 

Malpractice Entry: 

 

 
 

 

 

7. Answer sheets Evaluation 

 
After the conduct of examination, the answer sheets are handed over to the Chief evaluation 

coordinator by the Examination superintendent for further process of answer sheets evaluation and 

result preparation. Dummy numbers are generated, subject wise, for all the registered / appeared 

students to hide the identity information of the students from examiners, and all the answer sheets are 

encodedfor the evaluation by the examiners 

 

Dummy Number Generation: 
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Labels: 

 

 

Award list with Dummy Number: 
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Semester Score Entry- Dummy No. wise: 

After the Evaluation of answer sheets by the respective examiners, end term dummy number 

wise marks are entered into the ERP system. The ERP system automatically decodes the dummy 

number and will assign marks to the students. 

 

Semester Score Modification / Dummy No. wise 
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Internal marks import 

The formative /continuous/internal assessment marks are entered by the respective faculty members in 

the Academic ERP portal. The marks are imported into EAS portal for result preparation. 

 

8. Result Preparation 

On the basis of formative /continuous/internal assessment marks imported and the End Term marks 

entered, the results are prepared for the complete Programme/ individual student wise / individual 
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subject wise using the Result Preparation/Result Preparation and cancellation for individual students / 

subjects interface. 

 

Result Preparation 

 

 

 

Result cancellation 

 

 

Result Preparation and cancellation for individual students / subjects 
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Malpractice Enquiry: 

After approval of the recommendations by the UFM review committee, by the competent authority, 

action on such case(s) will reflect in exam results, through the Malpractice Enquiry interface. 

 

 

Malpractice Enquiry: 
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Result Analysis: 

After the results are prepared, the result analysis is performed with the assistance of Moderation 

Statistics report interface tocreates the details of results Faculty-wise / Programme wise / subject‟s 

wise 

 

 

Moderation Process & Grace Process: 

 According to the University Policy, grace marks are applied to the eligible students through the 

Grace Mark Process interface. 
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Multiple Reports  

Various reports such as Office copy of results, Display copy of results, Grade cards / Provisional 

certificate printing are done using the multiple reports interface. 

 

 

9. Result Publication  

 

On completion of Result preparation and the result analysis, the result will be published by 

exporting the result online through “Export Results online”. Result can be exported for the complete 

Faculty/ Programme wise / individual student wise. Result of those students having any dues can be 

held automatically, upon approval by the competent authority 

 

Export Results online: 
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Publish results: 

The exported results are published on the student portal using the Publish results interface.  

 

 

Check result through University Website: 

A specific link for result declaration is given on the University website through which students 

can check their results by entering the Registration number and the Date of Birth 
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10. Retotaling/Photocopy Process 

 

After results publication, a circular regarding the Retotaling/Photocopy /discrepancy reporting is 

published on the University website. Students will be able to register for Retotaling/Photocopy through 

the student portal, within the timeline specified in the circular published by the Exam Department. 

Re-Valuation(Retotaling/Photocopy) Controller: 

Timelines for Retotaling/Photocopy are configured through the Re-Valuation(Retotaling/Photocopy) 

Controller interface. 

Re-Valuation(Retotaling/Photocopy) Controller interface: 

 

 

Re-Valuation Registration(Retotaling/Photocopy) 
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Re-Valuation Mark Entry: 

 

 

Feedback of the Retotaling/photocopy/discrepancy reporting applications are notified to the 

appropriate students through emails and if there are any changes in grades, the amended results will be 

updated & published in the student portal / University website. 

 

11. Transcripts  Generation 

After publication of End Term Exam results followed by addressing the queries/applications 

regarding Retotaling/Photocopy /discrepancy reporting, Transcripts, such as Semester Grade 

cards/Cumulative Grade cards/ Provisional Certificates/ Character and Migration certificates are 

generated using the Multiple reports interface / Consolidated issued students list / Character and 

Migration certificateinterface and the documents are issued to students. 

 



SRM UNIVERSITY  

Delhi-NCR Sonepat, Haryana 
 

36 | P a g e  
 

Semester Grade Card: 
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Cumulative Grade Card:  
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Provisional Certificate 

 

 

Report: 
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Character Certificate 

 

 

 

Report: 
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Migration certificate 

 

 

 

Report: 
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I  Master 

 

1. Leave Type 

 

     1.1. Intended Audience 

HR Executive 

     1.2. Usage 

This centralized master interface records Leave Type for the institutions. 

     1.3. Menu Access  

Main Menu >>Leave Management >>Master>> Leave Type 

     1.4. Dependency 

none 

Figure 1.1 
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     1.7. To make entry on Leave Type, follow these steps. 

Step1: Enter Leave Type and Leave Type Description required to create. 

(Existing Leave Type will be listed on the right side) 

Step2:  Enter Minimum Days for the Leave Type. 

Step3: Select Start Date and End Date for the Leave Type. 

Step4: Select the option Yes or No for the field Is Accumulated . 

Step5: click “Save” button to save the Leave Type. 

Step6: Click “Refresh” button to re-enter the fields or refresh the page. 
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2. Employee Wise Leave Approval Officer 

 

     2.1. Intended Audience 

HR Executive 

     2.2. Usage 

This centralized master interface used to link Employee wise Leave 

Approving Officers. 

     2.3. Menu Access  

   Main Menu >>Leave Management >>Master>> Employee Wise Leave 

Approval Officer 

     2.4. Dependency 

None 
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Figure 2.1 

 

 

     2.5. To make a new entry follow these steps, 

Step1: Select Employee Category from the list. 

Step2: Select Reporting Employee Name from the list 

(The Employee name along with the Designation will be listed.) 

Step3: Select the Reporting employees by clicking the check box. 

Step4: Click “save” button to save the Employeewise Leave Approval Officer 

Step5: Click “Refresh” button to re-enter the fields or refresh the page. 
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3.    Employees Recommending Officer 

 
     3.1. Intended Audience 

HR Executive 

     3.2. Usage 

This centralized master interface records employee wise recommending 

officers 

     3.3. Menu Access  

Main Menu >> Leave Management >> Master >>Employees 

Recommending Officer 

     3.4. Dependency 

None 

Figure 3.1 
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     3.5. To make a new entry follow these steps, 

Step1: Select Employee Category from the list. 

Step2: Enter Recommending Level (1 or 2) required to create. 

Step3: Select Recommending Employee Name from the list. 

 (The Employee name along with the Designation will be listed.) 

Step4: Select the Employee’s, to be recommended by the selected employee. 

Step5: Click “save” button to save the Employee wise Leave Recommending 

Officer 

Step6: Click “Refresh” button to re-enter the fields or refresh the page. 

 

  



Leave Management Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 9 of 27  

4.   Alternate Leave Approval Officer 

 

  

  
     4.1. Intended Audience 

HR Executive 

     4.2. Usage 

This centralized master interface records Alternate Approving employee 

for  a specific period 

     4.3. Menu Access  

Main Menu  >>Leave Management >>Maser>> Alternate Leave 

Approval Officer 

     4.4. Dependency 

None 

 

 

Figure 4.1 

 

         4.5. To make an entry follow steps below. 

Step1: Select Alternate Reporting Officer Name from the list.  
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Step2: Select From Date and To Date by default current date would be 

loaded. 

Step3: click “Save” button to save the Alternate Reporting Officer Details. 

Step4: Click “Refresh” button to re-enter the fields or refresh the page. 
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5.    Employee Wise Leave Type 

 

     5.1. Intended Audience 

HR Executive 

     5.2. Usage 

This interface enables users to create Employee wise Leave Type. 

     5.3. Menu Access  

Main Menu >>Leave Management >>Master >>Employee wise Leave 

Type 

     5.4. Dependency 

None 

 

Figure 5.1 
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     5.5. To make a new entry follow these steps, 

Step1: select Employee Category from the list. 

Step2: Select Division from the list. 

Step3: Select Leave Type from the list. 

Step4: Enter the effective date for the selected Leave type. 

Step5: Employee listed along with the Designation and Code. 

Step6: Select the Employee for the selected Leave type. 

Step7: Click “Save” button to save the Employee wise Leave type. 

 

  



Leave Management Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 13 of 27  

6.    Employees Leave Eligibility 

 

 

 

 

     6.1. Intended Audience 

HR Executive 

     6.2. Usage 

This interface enables users to create / Modify Leave Eligibility for the 

Employees.  

     6.3. Menu Access  

Main Menu >>Leave Management >>Masters>>Employees Leave 

Eligibility 

     6.4. Dependency 

Employee wise Leave Type 
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Figure 6.1 

 

     6.5. To make a new entry follow these steps,  

Step1: Select Division from the list. 

Step2: Select Leave Types from the list. 

Step3: Select Eligibility Upto by default current date would appear. 

Step4: Click “Load Employees”, list of  employees for the selected Leave 

Types would appear. 

Step5: Enter Eligible Leave Days for the selected Leave Type. 

(click Tab Key to Save the Leave Days) 
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II Transaction 

7.    Leave Application 

 

 

 

 

    

 

 

     7.1. Intended Audience 

Individual Employees (Staffs, Faculties etc) 

     7.2. Usage 

This interface enables users to apply for leave.  

     7.3. Menu Access  

Main Menu >>Leave Management >>Transaction>>Leave Application  

     7.4. Dependency 

Leave Type 

     7.5. To make a new entry follow these steps, 

Step1: Select Leave Type from the list. 

Step2: Select From Date and To Date. 

Step3: Leave Applied calculated based on the from and to dates 

Step4: Enter Reason for Leave. 

Step5: Enter Leave Contact Number. 

Step6: Enter Leave Contact Address. 

Step7: Leave Availability for the employee will be displayed on the right side. 

Step8: Click “Apply Leave” to apply leave. 

Step9: Click “Refresh” button to re-enter the fields or refresh the page. 
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Figure 7.1 
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8.    Interim Leave Recommendation 

 
     8.1. Intended Audience 

Employees Assigned as interim-Recommenders 

     8.2. Usage 

This interface enables users to Recommend the leave Application 

     8.3. Menu Access  

Main Menu  >> Leave Management >> Transaction>>Interim Leave 

Recommendation 

     8.4. Dependency 

Leave Application 

 

Figure 8.1 

 

8.5 To make an entry on Interim Leave Application follow steps below 

 Step1: Click  icon to Recommend the Leave Application. 

 Step2: Click  icon to reject the Leave Application. 
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9.   Leave Approval 

 

     9.1 Intended Audience 

Employees Assigned as Approver 

     9.2  Usage 

This interface enables users to Approve the Leave Application  

     9.3  Menu Access  

Main Menu  >>Leave Management >> Transaction>>Leave Approval 

     9.4  Dependency 

Interim Leave Recommendation or Leave Application  

 

    Figure 9.1 

 

9.5  To make Leave Approval follow steps below 

 Step1: Click  icon to Approve the Leave Application. 

 Step2: Click  icon to Reject the Leave Application. 
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10.   Leave Entry by HR 

 
     10.1. Intended Audience 

HR Executive 

     10.2  Usage 

This interface enables HR to apply Leave on behalf of the employees 

     10.3  Menu Access  

Main Menu  >>Leave Management >>Master>> Leave Application by 

HR 

     10.4  Dependency 

Leave Type 

Figure 10.1 

 

10.5 To make an entry follow these steps 
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 Step1: Select the Applicant Name from the list. 

(The details of  Eligibility and Availability of  leave type  for the selected 

applicant would appear on the rights side of the screen) 

 Step2: Select the Leave Type from the list. 

 Step3: Select From Date and To Date. 

(Automatic  leave applied will be displayed)  

 Step4: Enter Reason for the leave 

 Step5: Enter Leave Contact No. and Leave Address for the selected 

applicant. 

 Step6: Click “Apply Leave” button to save the Leave Application. 

 Step 7: Click “View” button to view and edit the Leave application. 

 

 

 

 

11.   Leave Approval by HR 

 

     11.1. Intended Audience 

HR Executive 

     11.2  Usage 

This interface enables HR  to Approve the Leave Applications 

     11.3  Menu Access  

Main Menu  >>Leave Management >>Transaction>> Leave Approval by 

HR 

     11.4  Dependency 

Leave Entry by HR 
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11.5 To make entry follow steps below 

 Step1: Click  icon to Approve the Leave Application. 

 Step2: Click  icon to Reject the Leave Application. 

  

           Figure 11.1 
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III   Report 

 

12. Leave Availability 

 

     12.1. Intended Audience 

HR Executive 

     12.2  Usage 

This report is used to view Leave Availability. 

     12.3  Menu Access  

Main Menu  >>Leave Management >>Report>> Leave Availability 

     12.4  Dependency 

Employee wise Leave Eligibility 

 

Figure 12.1 
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12.5 To view Leave Availability follow steps below 

 1) By clicking the menu display the leave availability details. 
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13. Travel Request Details 

 

    13.1. Intended Audience 

HR Executive 

     13.2  Usage 

This report is used to Travel Request Details. 

     13.3  Menu Access  

Main Menu  >>Leave Management >>Report>> Travel Request Details 

     13.4  Dependency 

Travel Request 

 

 

           Figure 13.1 

 

13.5 To view Travel Request follow steps below 

 1) By clicking the menu display the details of Travel Request. 
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14. Leave Application Details 

   

    14.1. Intended Audience 

HR Executive 

     14.2  Usage 

This report is used to view Leave Application Details. 

     14.3  Menu Access  

Main Menu  >>Leave Management >>Report>> Leave Application 

Details 

     14.4  Dependency 

Leave Application 

 

Figure 14.1 

 

     14.5 To view Leave Application Details follow steps below 

 1) Select From Date and To Date. 

 2) Select Employee Name from the list. 

 3) Click “Go” button to view the details of Leave Application. 
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15. Compensatory Work Detail 

 

    15.1. Intended Audience 

HR Executive 

     15.2  Usage 

This report is used to view Compensatory Work Detail. 

     15.3  Menu Access  

Main Menu  >>Leave Management >>Report>> Compensatory Work 

Detail 

     15.4  Dependency 

Compensatory Work Done  

 

Figure 15.1 

     15.5 To view Compensatory Work Details follow steps below 

 1) Select From Date and To Date. 

 2) Select Employee Name from the list. 

 3) Click “Go” button to view the details of compensatory work. 
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16. Faculty Leave Application Status 

  

    16.1. Intended Audience 

HR Executive 

     16.2  Usage 

This report is used to view the status of Faculty Leave Application. 

     16.3  Menu Access  

Main Menu  >>Leave Management >>Report>> Faculty Leave Application 

Status 

     16.4  Dependency 

 Leave Application 

 

     Figure 16.1   

16.5 To view status of Faculty Leave Application follow steps below 

 1) By clicking the menu display the status of Faculty Leave Application. 
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I. Masters 

 

1. Employee Master 

 
 

 
1.1. Intended Audience 
 HR Manager 
1.2. Usage 
 This centralized master interface records Employee details 
1.3. Dependency 
 None 
1.4. Menu Access 
            Main Menu >>Administration >> Master>> Employee Master 
1.5. To enter employee details please follows steps below 

Step 1: Enter All Required fields 
Step 2: Click ’Save’ button to add the record as in Figure 1.1 
Step 3: Click ’View’ button to view the existing programs and to edit the programs as in 

Figure 1.2 
Step 4: Click “Update” button to update the record as in Figure 1.3 

 

 
 
     Figure 1.1 
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Figure 1.2 
 

 
       

Figure 1.3 
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2.   Student Master 

 
 
2.1. Intended Audience 
  
               Admission representative Staff  
 
2.2. Usage 
 This centralized master interface records Student master details. 
 
2.3. Menu Access 
 Main Menu >>Administration >> Master>> Student Master 
 
2.4. Dependency 
 Login 
 
2.5. To store student’s details please follows steps below 
 

Step 1: Enter All Required fields 
Step 2: Click ’Save’ button to add the record as in Figure 2.1 
Step 3: Click ’View’ button to view the existing Students as in Figure 2.2 

            Step 4: Click “Modify” button to search the student name we want to update the record as 

in Figure 2.3 

            Step 5: Again Click ‘Save’ Button to update the records 
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Figure 2.1 
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Figure 2.2 

 
 

 
Figure 2.3 
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Figure 2.4 



Administration Module – User Manual    

 

 
 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 9 of 38  

 

3.   General Master 

 

3.  a. Blood Group Master 

 
 
3.a.1. Intended Audience 
 ERP Admin 
 
3.a.2. Usage 
 This centralized master interface records Blood Group details. 
 
3.a.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>Blood Group Master 
 
3.a.4. Dependency 
 None 
 
3.a.5. To enter Blood Group please follows steps below 

Step 1: Click ‘New’ button to Enter Blood Group 
Step 2: Click ’Save’ button to add the record as in Figure 3.a.1 
Step 3: Click ’View’ button to view the existing stored details and to edit the record. 
Step 4: Click “Update” button to update the record as in Figure 3.a.2 

 

 
                                                          Figure 3.a.1 
 

 
 
     Figure 3.a.2 
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3.  b. Nationality Master 

 
3.b.1. Intended Audience 
 ERP Admin 
 
3.b.2. Usage 
 This centralized master interface records Nationality Master Details. 
 
3.b.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>Nationality Master 
 
3.b.4. Dependency 
 None 
 
3.b.5. To enter Nationality please follows steps below 

Step 1: Click ’Save’ button to add the record as in Figure 3.b.1 
Step 2: Click ’View’ button to view the existing stored details and to edit the record.  
Step 3: Click “Update” button to update the record as in Figure 3.b.2 

 

 
Figure 3.b.1 

 

 
Figure 3.b.2 
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3.  c. Language Master 
 

 
3.c.1. Intended Audience 
 ERP Admin 
 
3.c.2. Usage 
 This centralized master interface records Language details.   
 
3.c.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>Language Master 
 
3.c.4. Dependency 
 None 
 
3.c.5. To enter Language please follows steps below 

Step 1: Click ‘New’ button to Enter Blood Group 
Step 2: Click ’Save’ button to add the record as in Figure 3.c.1 
Step 3: Click ’View’ button to view the existing stored details and to edit the record. 
Step 4: Click “Update” button to update the record as in Figure 3.c.2 

 

 
Figure 3.c.1 
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Figure 3.c.2 
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3.  d. Caste Category Master 

 
3.d.1. Intended Audience 
 ERP Admin 
 
3.d.2. Usage 
 This centralized master interface records Caste Category details. 
 
3.d.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>Caste Category Master 
 
3.d.4. Dependency 
 None 
 
3.d.5. To enter Caste Category please follows steps below 

Step 1:  Click ’Save’ button to add the record as in Figure 3.d.1 
Step 2:  Click ’View’ button to view the existing stored details and to edit the record. 
Step 3: Click “Update” button to update the record as in Figure 3.d.2. 
 

 
Figure 3.d.1 

 

 
Figure 3.d.2 
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3.  e. Religion Master 

 
3.e.1. Intended Audience 
 ERP Admin 
 
3.e.2. Usage 
 This centralized master interface records Religion details. 
 
3.e.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>Religion Master 
 
3.e.4. Dependency 
 None 
 
3.e.5. To enter Religion please follows steps below 

Step 1: Click ’Save’ button to add the record as in Figure 3.e.1 
Step 2: Click ’View’ button to view the existing stored details and to edit the record. 
Step 3: Click “Update” button to update the record as in Figure 3.e.2 

 

 
Figure 3.e.1 

 

 
 

Figure 3.e.2 
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3.  f. Caste Master 

 
3.f.1. Intended Audience 
 ERP Admin 
 
3.f.2. Usage 
 This centralized master interface records Caste details. 
 
3.f.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>Caste Master 
 
3.f.4. Dependency 
 None 
 
3.f.5. To enter Caste Group please follows steps below 

Step 1: Click “Save” button to add the record as in Figure 3.f.1 
Step 2: Click “View”’ button to view the existing stored details and to edit the record. 
Step 3: Click “Update” button to update the record as in Figure 3.f.2 

 

 
Figure 3.f.1 

 

 
Figure 3.f.2 
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3.  g. Country Master 

 
3.g.1. Intended Audience 
 ERP Admin 
 
3.g.2. Usage 
 This centralized master interface records Country details. 
 
3.g.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>Country Master 
 
3.g.4. Dependency 
 None 
 
3.g.5. To enter Country please follows steps below 

Step 1: Click ‘New’ button to Enter Blood Group 
Step 2: Click ’Save’ button to add the record as in Figure 3.g.1 
Step 3: Click “View” button to view the existing stored details and to edit the record. 
Step 4: Click “Update” button to update the record as in Figure 3.g.2 

 
 

 
Figure 3.g.1 

 
Figure 3.g.2 

 



Administration Module – User Manual    

 

 
 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 17 of 38  

 

3.  h. State Master 

 
3.h.1. Intended Audience 
 ERP Admin 
 
3.h.2. Usage 
 This centralized master interface records State Master details 
 
3.h.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>State Master 
 
3.h.4. Dependency 
 Country Master 
 
3.h.5. To enter State please follows steps below 

Step 1: Click ’Save’ button to add the record as in Figure 3.h.1 
Step 2: Click “View”  button to view the existing stored details and to edit the record. 
Step 3: Click “Update” button to update the record as in Figure 3.h.2 

 

 
Figure 3.h.1 

 

 
 

Figure 3.h.2 
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3.  i. District Master 

 
3.i.1. Intended Audience 
 ERP Admin 
 
3.i.2. Usage 
 This centralized master interface records District details. 
 
3.i.3. Menu Access 
 Main Menu >>Administration >> Master>> General Master>>District Master 
 
3.i.4. Dependency 
 State Master 
 
3.i.5. To enter District please follows steps below 

Step 1: Click ’Save’ button to add the record as in Figure 3.i.1 
Step 2: Click ’View button to view the existing stored details and to edit the record. 
Step 3: Click “Update” button to update the record as in Figure 3.i.2 

 

 
Figure 3.i.1 

 
Figure 3.i.2 



Administration Module – User Manual    

 

 
 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 19 of 38  

 
 

    4.  Work Flow Engine 
 

 
 
 
 
 
 
 
 
 
 
 
 

4.1 Intended Audience 
  System administrator 
 

4.2 Usage 
  This centralized master interface records Work Flow Engine details 
 

4.3 Menu Access 
  Main Menu >>Administration >> Master>> Work Flow Engine 
 

4.4 Dependency 
  None 
 
             4.5. To Set work flow please follows steps below 

           Step 1: Select Menu interface, user and authorization fields 
           Step 2: Then select forward to employees 
           Step 3: Click ’Save’ button to add the record          
          Step 4: Click “Update” button to update the record as in Figure 4.1 

 
 

 
 
 
 

                                                                            Figure 4.1 
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   5.   Student Strength Report 

 
5.1. Intended Audience 
 Staff members 
 
5.2. Usage 
 This centralized master interface used to view the program wise student strength report. 
 
5.3. Menu Access 
 Main Menu >>Administration >> Master>> Student Strength Report 
 
5.4. Dependency 
 Student section allocation 
 

 
 
     Figure 5.1 

 
5.5. To Check Student Strength please follows steps below 

           Step 1: Select Required program name, section, year status 
           Step 2: Then select Status 
           Step 3: Click ’Generate’ button to get the student strength details as in Figure 5.1         
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       6. Fee Structure 

 
 
6.1. Intended Audience 
 System administrator / ERP Admin / Accountant 
 
6.2. Usage 
 This centralized master interface records the program wise fee structure details for the 
academic year. 
 
6.3. Menu Access 
 Main Menu >>Administration >> Master>> Fee Structure 
 
6.4. Dependency 
 None 
 

 
 
 
 

     Figure 6.1 
 
 
 
 

6.5. Follow steps below to Create Fee Structure, 

 Step1: Select academic year and enter fee structure description 

 Step2: Select the fee head, fee amount due date and last date then add to the list. 

 Step3: Click “save” button to create the fee structure. 
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7. Concession Type Master 

 

 
 
 
 
 
 
 
 

 

  
7.1. Intended Audience 
 System administrator  
 
7.2. Usage 
 This centralized master interface records Concession Type details. 
 
7.3. Menu Access 
 Main Menu >>Administration >> Master>> Concession Type Master 
 
7.4. Dependency 
 None 
 
7.5 Follow Steps below to Create concession type. 

 Step 1: Enter concession type. 

 Step 2: Click “Save” button to add the concession type 

 Step 3: Click ’View’ button to view the stored details programs and to edit the records. 
 
            Step 4: Click “Modify” button to update the record as in Figure 3.2 

 
     Figure 7.1 
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8. Fee Structure Modification 

 
 
 
 
 
8.1. Intended Audience 
 Time table coordinator 
 
8.2. Usage 
 This centralized master interface records the fee structure modification details. 
 
8.3. Menu Access 
 Main Menu >>Administration >> Master>> Fee Structure Modification 
 
8.4. Dependency 
 Fee Structure  
 
8.5 Follow Steps below to assign program for the employees. 

 Step 1: Select Academic year and fee structure. 

 Step 2: Select the fee head to modify the details. 

 Step 3: Click “Save” button to save the modified details. 

 
      

Figure 8.1 
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II. Transactions 
 

   9. Student Wise Fee Dues 

 
 
9.1. Intended Audience 
 System Administrator 
 
9.2. Usage 
 This transaction menu used to raise the fee dues for the students. 
 
9.3. Menu Access 
 Main Menu >>Administration >> Master>> Student Wise Fee Dues 
 
9.4. Dependency 
 Fee Structure and Student admission 
 
9.5 Follow Steps below to assign Fee structure to the students. 

 Step 1: Select Academic year and fee structure. 

 Step 2: Select the fee head which are assign the students. 

 Step 3: Select Program and semester. 
 
            Step 4: Now the selected program students are listed below, we can check the students to 
assign fee structure. 
 

 
 

Figure 9.1 
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10. Student Fee Concession 

 
10.1. Intended Audience 
 System Administrator 
 
10.2. Usage 
 This transaction menu used to enter the concession on students fee. 
 
10.3. Menu Access 
 Main Menu >>Administration >> Master>> Student Fee Concession 
 
10.4. Dependency 
 Student Master, Concession Type Master 
 
10.5. To make student fee concession follow these steps, 
 Step 1: Enter Student name, term name and concession type staff name. 
 Step 2: Select the fee head to enter the concession amount for the particular student.  
 Step 3: Enter authorized person and remarks. 
 Step 4: Click “Save” button to add the Student fee concession as in the figure 10.1. 
   
 
 

 
 
     Figure 10.1 
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11.  Transfer Certificate 

 
11.1. Intended Audience 
 System administrator 
 
11.2. Usage 
 This transaction menu used to enter the details of transfer certificate. 
 
11.3. Menu Access 
 Main Menu >>Administration >> Master>> Transfer Certificate 
 
11.4. Dependency 
 Student Master 
 
11.5. To make Transfer Certificate follow the steps below, 
              Step 1: Select the student name. 
     Step 2: Enter the all required fields in the TC form.  
       Step 4: Click “Save” button to generate the Transfer Certificate for the student as in the 
Figure 11.1 

                    Figure 11.1 
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12. Transfer Certificate Issue 

 
12.1. Intended Audience 
 Admin Staff 
 
12.2. Usage 
 This transaction menu is used to issue the transfer certificate. 
 
12.3. Menu Access 
 Main Menu >>Administration >> Master>> Transfer Certificate Issue 
 
12.4. Dependency 
 Transfer Certificate, Program Master 
 

 
     Figure 12.1 
 
12.5. To make Transfer Certificate Issue follow the steps below, 
              Step 1: Select the TC issue from and to dates. 
     Step 2: Select the program for which we need to issue the TC.  
       Step 3: Click “List” button to show the list of students in the program to get the TC. 
              Step 4: Click ‘View already TC Issued List’ to view existing list as in the Figure 12.1 
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13.  SMS from Template 

 
13.1. Intended Audience 

System Administrator  
 

13.2. Usage  
This transaction module used to send SMS from template. 
 

13.3. Menu Access 
Main Menu >>Administration >> Master>> SMS from template 
 

13.4. Dependency 
 None 
 

 
      Figure 13.1 
 
 
13.5 To Send SMS follow steps below 
 Step 1: Select SMS Template and list by type.  
 Step 2: Get the selected list of students. 

Step 3: Send the SMS to the selected list. 
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14. SMS from Staff 

 
14.1 Intended Audience 

 System Administrator 

14.2 Usage  

 This transaction menu used to send SMS from staff. 
 
14.3 Dependency  

None 
 

14.4 Menu Access  
Main Menu >>Administration >> Master>> SMS from Staff 
 

     Figure 14.1 

 

14.5. To make SMS for staff the follow steps below, 

               Step 1: Select SMS Template and employee category employee division.  
    Step 2: Get the selected list of Employees. 
               Step 3: Click ‘Send’ the SMS to the selected list of employees. 
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III. Reports 

 15. Student Information 

 
15.1 Intended Audience 

System Administrator / Staff Members 
 

15.2 Usage  
This Report is used to get the entire information about the students. 
 

15.3 Dependency  
Student Master 
 

15.4 Menu Access  
Main Menu >> Administration >>Reports>>Student Information 

 

 
      Figure 15.1 
 
15.5. To view Student Information follow steps below, 

               Step 1: Select Student Name from the list.  
    Step 2: Select Personal Details, Fee Details, Student wise Subjects, Subjectwise 
Attendance etc. to view Student Information. 
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 16. Bonafide Certificate 

 
16.1 Intended Audience 

System Administrator / Admin Staff 
 

16.2 Usage  
This Report is used to print the Bonafide Certificate. 
 

16.3 Dependency  
Student Master 
 

16.4 Menu Access  
Main Menu >>Administration>>Reports >>Bonafide Certificate 

 

 
      

Figure 16.1 
 
16.5. To view Bonafide Certificate follow steps below, 

               Step 1: Select Date of Receipt.  
    Step 2: Select Certificate Type. 
    Step 3: Select Student Name from the list to view Bonafide Certificate. 
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17. Student Fee and Dues Reports                                            

 
     
 
 
 
17.1 Intended Audience 

System Administrator  
 

17.2 Usage  
This report is used to check the student fee and dues details 
 

17.3 Dependency  
Student Fee Dues 
 

17.4 Menu Access  
Main Menu >> Administration >>Reports>>Student Fee and Due Reports 
 

 

 
      

Figure 17.1  
 
17.5. To view Student Fee and Due follow steps below, 

               Step 1: Select Student Name from the list.  
    Step 2: Click “Generate” button to view Student Fee & Due Details. 
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18. Student Concession Reports 

 
18.1 Intended Audience 
 System Administrator / Admin Staff 
 
18.2 Usage  
 This Report is used to get the student Concession details. 
 
18.3 Dependency  
  Student Concession 
 
18.4Menu Access  
 Main Menu >> Administration >> Reports >> Student Concession Reports 
 

 
      

Figure 18.1 
 
 
18.5. To view Student Concession Report follow steps below, 

               Step 1: Select From Date and To Date.  
    Step 2: Click “Generate” button to view Student Concession Report. 
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19. Transfer Certificate Print  

 

 
19.1 Intended Audience 
 System Administrator 
 
19.2 Usage  
 This report is used to print the prepared Transfer Certificate. 
 
19.3 Dependency  
 Transfer Certificate  
 
19.4 Menu Access  
 Main Menu >> Administration >> Reports >> Transfer Certificate Print 
 
 

 
                                            

 Figure 19.1 
 
19.5. To print Transfer Certificate follow steps below, 

               Step 1: Select Program from the list.  
   Step 2: Select Batch from the list. 

    Step 2: Click “View” button to print the Transfer Certificate. 
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  Figure 19.2 
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20. Student Fee Due Check 

 
 
20.1 Intended Audience 
 System Administrator Admin Staff 
 
20.2 Usage  
 This Report used to check the student fee dues for each program and fee heads. 
 
20.3 Dependency  
 Program Master, Fee head. 
 
20.4 Menu Access  
 Main Menu >> Administration >> Reports >> Student Fee Due Check 
 

 
     Figure 20.1  
 
20.5. To check Student Fee Due Raised follow steps below, 

               Step 1: Select Program Name from the list.  
   Step 2: Select Year/Standard. 
   Step 3: Select Term Description. 
   Step 4: Select Fee Head. 

    Step 5: Click “Generate” button to check Student Fee Due Raised. 
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21. SMS Report 

 
 
21.1. Intended Audience 

System Administrator 
 

21.2. Usage 
This Report used to get the Sent SMS Details 
 

21.3. Menu Access 
Main Menu >> Administration >> Reports >> SMS Reports  
 

21.4. Dependency 
SMS Template, Absentee SMS. 
 

 
 Figure 21.1 
 
21.5. To view SMS Report follow steps below, 

               Step 1: Select SMS Report Type from the list.  
   Step 2: Select From Date and To Date. 

    Step 3: Click “Generate” button to check SMS Report. 
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22. Students Details Report 

 

22.1. Intended Audience 
System Administrator 

 
22.2. Usage 

This Report used to get the details of the students in each program. 
 

22.3. Menu Access 
Main Menu >> Administration >> Reports >> Student Details Report  
 

22.4. Dependency 
Student Master 

 

 
      Figure 22.1 
 
22.5. To view Student Details Report follow steps below, 

               Step 1: Select Program from the list.  
   Step 2: Select Batch and Student Status. 

    Step 3: Select Disable Status from the list. 
   Step 4: Click “Generate” button to view the details report. 
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I Master 
 

1. Hostel Master 
 

1.A. Hostel 
 

1.1.  Intended Audience 
Hostel In charge 

1.2.  Usage 
This centralized master enables the user to record Hostel. 

1.3.  Menu Access 
Main menu >> Hostel >> Master >> Hostel Masters >> Hostel 

1.4.  Dependency 
Hostel Type 

1.5. To make entry on Hostel Master follow steps below 
1. Enter Hostel Name required to create. 
2. Enter Hostel Short Name. 
3. Select Hostel Type for the Hostel. 
4. Click “Save” button to complete Hostel Master. 
5. Click “View” button to view existing Hostels. 

 

 

Figure 1.A.1 
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1.B. Block  
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This centralized master enables the user to record Block. 

1.3.  Menu Access 
Main menu >> Hostel >> Master >> Hostel Masters >> Block 

1.4.  Dependency 
Hostel 

1.5. To make entry on Block Master follow steps below 
1. Select Hostel from the list. 
2. Enter Block for the selected Hostel. 
3. Click “Save” button to complete Block Master. 
4. Click “View” button to view existing Blocks. 

 

Figure 1.B.1 

 

Figure 1.B.2 
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1.C. Floor 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This centralized master enables the user to record Floor. 

1.3.  Menu Access 
Main menu >> Hostel >> Master >> Hostel Masters >> Floor 

1.4.  Dependency 
None 

1.5. To make entry on Floor Master follow steps below 
1. Enter Floor for the Hostel required to create. 
2. Click “Save” button to complete the Floor Master. 
3. Click “View” button to view the existing Floors as in Figure 1.C.2. 

 

 

     Figure 1.C.1 

 

     Figure 1.C.2 
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1.D. Room Type 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to record Room Type. 
1.3.  Menu Access 

Main menu >> Hostel >> Master >> Hostel Masters >> Room Type 
1.4.  Dependency 

None 
1.5. To make entry on Room Type Master follow steps below 

1. Enter Room Type for the Hostel required to create. 
2. Enter No. of Occupants for the Room Type. 
3. Click “Save” button to complete the Room Type. 
4. Click “View” button to view the existing Room Type. 

 

     Figure 1.D.1 

      

Figure 1.D.2 
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1.E. Room Master 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to record Room Master. 
1.3.  Menu Access 

Main menu >> Hostel >> Master >> Hostel Masters >> Room Master 
1.4.  Dependency 

None 
1.5. To make entry on Room Master follow steps below 

1. Select Block and Floor Name from the list. 
2. Select Room Type and Rent Category from the list. 
3. Enter No. of Rooms for the selected Room Type. 
4. Enter Prefix for the Room No.. 
5. Enter Starting Room No.. 
6. Click “Save” button to complete Room Master. 
7. Click “View” button to view the list of rooms along with Total Vacancy as in Figure 1.E.2. 

 

 

     Figure 1.E.1  
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     Figure 1.E.2 

 

1.F. Asset 
 
1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to record Hostel Asset. 
1.3.  Menu Access 

Main menu >> Hostel >> Master >> Hostel Masters >> Asset 
1.4.  Dependency 

Account Subhead 
1.5. To make entry on Hostel Asset follow steps below 

1) Enter Hostel Asset Name required to create. 
2) Select Account Sub head from the list. 
3) Click “Save” button to complete Hostel Asset. 
 

 

     Figure 1.F.1 
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1.G. Room wise Assets 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This centralized master enables the user to record Room Wise Asset. 

1.3.  Menu Access 
Main menu >> Hostel >> Master >> Hostel Masters >> Room Wise Assets 

1.4.  Dependency 
Room Master 

1.5. To make entry on Room wise Assets follow steps below 
1) Select Hostel from the list. 
2) Select Block from the list. 
3) Select Room from the list. 

(By selecting the Room Asset list would appear) 
4) Enter Quantity for the required asset. 
5) Click “Save” button to complete the Room Wise Assets. 

 

     Figure 1.G.1 
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1.H. Expense Heads 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This centralized master enables the user to record Expense Heads. 

1.3.  Menu Access 
Main menu >> Hostel >> Master >> Hostel Masters >> Expense Heads 

1.4.  Dependency 
Account Sub Head 

1.5.  To make entry on Expense Heads follow steps below 
1) Enter Expense Heads required to create. 
2) Enter Expense Heads short name. 
3) Select Accounts Sub head from the list. 
4) Click “Save” button to complete Hostel Expense Heads. 
5) Click “View” button to view the existing Expense Head as in Figure 1.G.2.  

 
Figure 1.G.1 
 

 

Figure 1.G.2 
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2. Mess Masters 
 

2.A. Mess 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to record Mess. 
1.3.  Menu Access 

Main menu >> Hostel >> Master >> Mess Masters >> Mess Master 
1.4.  Dependency 

Room Master 
1.5. To make entry on Mess Master follow steps below 

1) Enter Mess Name required to create. 
2) Enter Mess Short Name for the Mess Name. 
3) Select Accounts Sub Head from the list. 
4) Click “Save” button to complete Mess Master. 
5) Click “View” button to view the existing Mess Master. 

 

 

 

 

 

 

Figure 2.A.1 

 

 

 

 

 

 
 
 

       Figure 2.A.2 
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2.B. Member Type 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to record Member Type for the hostel. 
1.3.  Menu Access 

Main menu >> Hostel >> Master >> Mess Masters >> Member Type 
1.4.  Dependency 

Room Master 
1.5. To make entry on Member Type Master follow steps below 

1) Enter Mess Member Type Name required to create. 
2) Enter Mess Member Type Short Name for the Mess Member Type Name. 
3) Select List Students from the available list. 
4) Click “Save” button to Mess Member Type. 
5) Click “View” button to view the existing Member Type. 

Figure 2.B.1 

 

 

 

 

 

 

 

Figure 2.B.2 
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2.C. Mess Amount Categories 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to record Mess Amount Categories. 
1.3.  Menu Access 

Main menu >> Hostel >> Master >> Mess Masters >> Mess Amount Categories 
1.4.  Dependency 

None 
1.5. To make entry on Mess Amount Categories follow steps below 

1) Enter Mess Amount Category required to create. 
2) Click “Save” button to complete Mess Amount Category. 
3) Click “View” button to view the existing Mess Amount Category. 

Figure 2.C.1 

     Figure 2.C.2 
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2.D. Customer Mess Master 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to record Customer Mess Name. 
1.3.  Menu Access 

Main menu >> Hostel >> Master >> Mess Masters >> Customer Mess Master 
1.4.  Dependency 

None 
1.5. To make entry on Customer Mess Master follow steps below 

1) Enter Customer Mess Name required to create. 
2) Enter Customer Mess Short Name. 
3) Click “Save” button to complete Customer Mess Master. 
4) Click “View” button to view the existing Mess Amount Category. 

 

     Figure 2.D.1 

 

Figure 2.D.2 
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3. Hostel Member Registration 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to register Hostel Member. 
1.3. Menu Access 

Main menu >> Hostel >> Master >> Mess Masters >> Hostel Member Registration 
1.4. Dependency 

Student master 
1.5. To make entry on Hostel Member Registration follow steps below 

 

 
Figure 2.E.1 
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1) Select the Institution from the list. 
2) Select the Category (ie Student or Staff). 
3) Enter Hostel A/c No. required to create. 
4) Select the Register No. (details of selected student name and details would appear 

like Gender, Member Father Name, Date of Birth , Program and Semester etc… 
5) Enter the Contact No and Email ID . 
6) Select Hostel Name and Room from the list. 
7) Select Mess Name from the list. 
8) Click the check box Enable Advance payment Entry if required. 
9) Select the Member Type from the list. 
10) Enter the Fee Amount for the Fee Receipt Category. 
11) Click “Save” button to complete Hostel Member Registration. 
12) Click “View” button to view the existing Hostel Members as in Figure 2.E.2. 
 

 
Figure 2.E.2 
 
 

  



Hostel Module – User manual 
 

 
Firstline Infotech Pvt. Ltd., (Confidential)                                                                                         |     19 

 

 

 
 

4. Hostel Member Registration (Staff) 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to register Staff in Hostel. 
1.3. Menu Access 

Main menu >> Hostel >> Master >> Mess Masters >> Hostel Member Registration (Staff) 
1.4. Dependency 

Employee Master 
 

1.5. To make entry on Hostel Member Registration (staff) follow steps below 
1) Select the Institution from the list. 
2) Enter Hostel A/c No. required to create. 
3) Select the Employee Code (details of selected employee name and details would appear like 

Gender, Member Father Name, Date of Birth , Address … 
4) Enter the Contact No and Email ID. 
5) Select Hostel Name and Room from the list. 
6) Select Mess Name from the list. 
7) Click “Save” button to complete Staff Registration. 
8) Click “View” button to view the existing staff Registration Details as in Figure  

 

Figure 2.F.1 
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5. Hostel Member Details 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to update Hostel Member Details. 
1.3. Menu Access 

Main menu >> Hostel >> Master >> Mess Masters >> Hostel Member Details 
1.4. Dependency 

Hostel Member Registration 
1.5. To make entry on Hostel Member Details follow steps below 

1) Select the Room Rent Category from the list. 
2) Select Member Name from the list. 
3) Update all mandatory fields and personnel details like Phone No. , Nationality, Religion, 

Caste, Blood Group, Address etc. if required. 
4) Click “Save” button to complete Hostel Member Details. 
 

Figure 2.G.1 
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6. Customer Master 
 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This centralized master enables the user to record hostel Customers. 
1.3. Menu Access 

Main menu >> Hostel >> Master >> Customer Master 
1.4. Dependency 

None 
1.5. To make entry on Customer Master follow steps below 

1) Enter Customer Name required to create. 
2) Enter Customer Number for the Customer. 
3) Enter Address of Customer. 
4) Default ledger will be created.  
(otherwise uncheck the check box  “Create New Ledger” to select the Account Sub Head) 
5) Click “Save” button to complete the Customer Master. 
 
 

     Figure 6.1 
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II Transaction 
 
 

7. Room Allocation 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface used to Allocate Hostel Room. 
1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Room Allocation 
1.4. Dependency 

None 
1.5. To make entry on Room Allocation follow steps below 

1) Select Allocation Date by default current date would appear. 
2) Select Rent Category from the list. 
3) Select Student Name / Register No. from the list. 
4) Select the Room No. from the list. 
5) Click “Save” button to complete the Room Allocation. 
 

 
    Figure 7.1 
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8. Mess Allocation 
 

1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface used to Allocate Mess for Hostel. 
1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Mess Allocation 
1.4. Dependency 

Mess Master, Mess Type 
 

1.5. To make entry on Mess Allocation follow steps below 
1) Select Mess Allocation Date. 
2) Select Mess Name from the list. 
3) Select Mess Member Type from the list, list of students from Mess Type would appear. 
4) Select the Students by clicking check box. 
5) Click “Allocate” button to complete Mess Allocation. 
 
 

 

Figure 8.1 
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9. Mess Transfer 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to Transfer Mess. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Mess Transfer 

       1.4. Dependency 

Mess Master, Mess Type 

       1.5. To make entry on Mess Transfer follow steps below 

 1) Select Mess Transfer Date. 

 2) Select Coupon For month. 

 3) Select Reg. No. / Name from the list. 

(Existing Mess Name would appear for the selected student) 

 4) Select New Mess Name from the list. 

 5) Click “Save” to complete Mess Transfer. 

 

 

Figure 9.1 
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10. Room Transfer 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to Transfer Room. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Room Transfer 

       1.4. Dependency 

Rent Category, Room Master 

       1.5. To make entry on Room Transfer follow steps below 

 1) Select Room Transfer Date. 

 2) Select Rent Category. 

 3) Select Student Name / Register No. from the list. 

(Existing Room No. would appear for the selected student.) 

 4) Select the Room from the list to transfer the student. 

 5) Click “Transfer” to complete Room Transfer. 

 

 
      
     Figure 10.1 
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11. Room Rent Category 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to record Room Rent Category. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Room Rent Category 

       1.4. Dependency 

Room Type 

       1.5. To make entry on Room Charges Entry follow steps below 
 1) Select Account Sub Head. 
 2) Select Room Type. 
(Room Rent Category would appear) 
 3) Select Room Rent Category. 
(Existing Room No. would appear for the selected student.) 
 4) Select the Room Rent Category by clicking check box. 

 5) Enter Room Rent for the selected Category. 
 6) Click “Save” button to complete Room Rent Category. 
  

 
     Figure 11.1 
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12. Mess Amount Entry 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to record Mess Rent Entry. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Mess Amount Entry 

       1.4. Dependency 

Mess Master 

       1.5. To make entry on Mess Charges follow steps below 

 1) Select Mess Name from the list. 

(The list of category would appear) 

 2) Select the Category by clicking check box. 

 3) Enter Amount for the selected category. 

 4) Click “Save” button to complete Mess Rent Entry. 

  

 

     Figure 12.1 
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13.  Room Allocation Cancellation 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to Cancel Room Allocation. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Room Allocation Cancellation 

       1.4. Dependency 

Room Allocation 

       1.5. To make entry on Cancel Room Allocation follow steps below 

 1) Current Date will be displayed in Room Cancellation Date. 

 2) Select Student Name / Register No.  from the list to cancel the Rooms Allocated. 

 ( Room No. for the selected student would appear) 

 3) Click “Cancel Allocated Room” to cancel the Room Allocation. 

 
 

 
     Figure 13.1 
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14.  Mess Allocation Cancellation 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to Cancel Mess Allocation. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Mess Allocation Cancellation 

       1.4. Dependency 

Mess Allocation 

       1.5. To make entry on Cancel Mess Allocation follow steps below 

 1) Current Date will be displayed in Mess Cancellation Date. 

 2) Select Student Name / Register No.  from the list to cancel the Mess Allocation. 

 3) Click “Cancel Allocated Mess” to cancel the Mess Allocation. 

 

       Figure 14.1 
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15. Hostel Attendance Entry 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to record Hostel Attendance. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Hostel Attendance Entry 

       1.4. Dependency 

Leave Type 

       1.5. To make entry on Hostel Attendance follow steps below 

 1) Select the Category from the list. 

 2) Select Leave Type from the list. 

 3) Select Attendance Date by default current date would appear. 

 4) Click “Go” button, list of students would appear. 

 5) Select the student by clicking check box for the selected leave type. 

 6) Click “Save” button to complete the Hostel Absentees Entry. 

     Figure 15.1 
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16. Hostel Attendance Approval 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to Approve Hostel Attendance. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Hostel Attendance Approval 

       1.4. Dependency 

Hostel Attendance Entry 

       1.5. To Approve Hostel Attendance follow steps below 

 1) Select the Category from the list. 

 2) Select Leave Type from the list. 

 ( list of students would appear for the selected Leave Type) 

 3) Select the Student by clicking the check box to approve Hostel Attendance. 

 4) Click “Approve” button to Approve Hostel Attendance for the selected student. 

 

 
     Figure 16.1 
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17. Hostel Suspension 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to suspend Hostel student. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Hostel Suspension 

       1.4. Dependency 

Hostel Member Registration 

       1.5. To make entry on Hostel Suspension follow steps below 

 1) Select Suspension Date. 

 2) Select Rent category from the list.  

 (List of hostel students would appear along with the Register No. and Allotted Date.) 

 3) Enter Valid Reason for Hostel Suspension. 

 4) Select the student for Hostel Suspension. 

 5) Click “Suspend” button to suspend the student from Hostel. 

     Figure 17.1 
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18. Revoke Suspension 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to revoke the Hostel Suspension. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Revoke Suspension 

       1.4. Dependency 

Hostel Suspension 

       1.5. To make entry on Revoke Suspension follow steps below 

 1) Select the Revoke Date. 

 2) Select Rent Category from the list. 

 (List of hostel suspension students would appear along with the Register No.) 

 3) Enter Reason for Revoke Suspension. 

 4) Select the student by clicking check box for revoke the hostel suspension. 

 5) Click “Revoke” button to complete Revoke Suspension. 

 

 

     Figure 18.1 
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19. Studentwise Assets 
 
1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to assign Studentwise Assets. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Studentwise Assets 

       1.4. Dependency 

Asset 

       1.5. To make entry on Studentwise Assets follow steps below 

 1) Select the Installation Date. 
 2) Select the Rent Category from the list. 
 3) Select Asset from the list. 
 ( List of Students would appear along with the Room No.)  
 4) Select the student to assign the selected Asset . 
 5) Click “Save” button to complete the Studentwise Assets. 

     Figure 19.1 
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20. Studentwise Assets (multiple) 
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to assign Studentwise Assets(multiple). 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Studentwise Assets (multiple) 

       1.4. Dependency 

Asset 

       1.5. To make entry on Studentwise Assets (multiple) follow steps below 

1) Select Installation Date. 
2) Select Rent Category from the list. 
3) Select Member Name from the list. 
(List of Assets would appear) 
4) Select the Asset required for the selected member. 
5) Click  “Save” button to assign Student Wise Multiple Assets. 

      Figure 20.1 
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21. Mess Reduction  
 
1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface is used to process Mess Reduction. 
       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Mess Reduction 
       1.4. Dependency 

Mess Amount Entry 
       1.5. To process Mess Reduction follow steps below 
 1) Select Month & Year. 
 2) Select Student Name from the list to whom the mess reduction has to be done. 
 3) Select the Date from and To. 
 4) Click “Save” button to complete Mess Reduction. 
 5) Click “View” button to view the existing students list of Mess Reduction as in Figure 21.2. 
 6) Click “Export To Excel” button to view the records in excel. 
 

     Figure 21.1 
      

Figure 21.2 
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22. Common Mess Days 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to process Common Mess Days. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Common Mess Days 

       1.4. Dependency 
Account Sub Head 

       1.5. To process Common Mess Days follow steps below 
 1) Select Accounts Sub Head from the list for common mess. 

 2) Select From Date and To Date. (No. of Days will be displayed automatically) 

 3) Click “Save” button to Complete Common Mess Days process. 

 4) Click “View” button to view the existing Common Mess Days records as in Figure 22.2 

 

 
      Figure 22.1 
 

 
      Figure 22.2 
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24. Common Mess Registration 
 
1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to Register Common Mess. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Common Mess Registration 

       1.4. Dependency 

Common Mess Days  

       1.5. To Register Common Mess Registration follow steps below 

 1) Select Account Subhead from the list. 

 2) Select Mess Name from the list. 

 (students list would appear  along with the Room Name and Block Name for the selected Mess 

Name) 

 3) Select the student by clicking check box. 

 4) Click “Save” to complete Common Mess Registration. 

 
 

 
     Figure 24.1 
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25. Mess Days Calculation - Common 
 
1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface is used calculate Mess Days for common mess days. 
       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Mess Days Calculation - Common 
       1.4. Dependency 

Account Sub Head 
       1.5. To generate Mess Calculation for Common Mess Days follow steps below 
 1)  Select Member Type from the list. 
 2)  Select Account Subhead. 
 3)  Click “Go” button, students would appear for the selected member type. 
 4)  Select the student by clicking the check box. 
 5)  Click “Save” button to complete Common Mess Days Calculation. 
 

     Figure 25.1 

     Figure 25.2 
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26. Mess Bill Generation – Common 
 
1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface is used to generate Mess Bill for Common Mess days. 
       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Mess Bill Generation - Common 
       1.4. Dependency 

Account Sub Head 
       1.5. To generate Mess Bill for Common Mess Days follow steps below 
 1) Select Member Type from the list. 
 2) Select Account Sub Head from the list. 
 3) Enter per Day Amount Rs. for the selected member type. 
 4) Click “Go” button, students list would appear along with the Mess Fees. 
 5) Click “Save” button to complete Common Mess Bill Generation. 

 

     Figure 26.1 

     Figure 26.2 
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26. Asset Rent Entry 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to record Asset Rent. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Asset Rent Entry 

       1.4. Dependency 
Account Sub Head 

       1.5. To make entry on Asset Rent follow steps below 
 1) Select Rent Category from the list. 
 (list of Assets would appear ) 
 2) Select the Asset by clicking the check box. 

3) Enter Amount for the selected Asset. 
4) Click “Save” button to complete Asset Rent Entry. 

 
     Figure 26.1 
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27. Mess Days Calculation 
 

1.1. Intended Audience 

Hostel In-charge 

1.2. Usage 

This interface is used to Calculate Mess Days. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Mess Days Calculation  

       1.4. Dependency 

Mess, Member Type 

       1.5. To Calculate Mess Days follow steps below 

 1) Select Member Institution from the list. 

 2) Select Mess Name and Member Type from the list. 

 3) Select From Date and To Date to calculate Mess Days. 

 4) Click “Go” button, students list would appear for mess days calculation. 

 5) Select the students by clicking the check box . 

 6) Click “Save” button to complete Mess Days Calculation. 

 

 

 Figure 27.1 
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     Figure 27.2 
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28. Credit Bill  
 

1.1. Intended Audience 

Hostel In charge 

1.2. Usage 

This interface is used to process Credit Bill. 

       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Credit Bill  

       1.4. Dependency 

Bill Type, Mess Name 

       1.5. To make entry on Credit Bill follow steps below 

 1) Select the Bill Date. 
 2) Select Bill Type Credit Bill or Cash Bill. 
 3) Select Student Name / A/c. No. required to enter Credit Bill. 
 4) Enter Bill Amount for the selected student. 
 5) Select Mess Name from the list. 
 6) Select the Session. 
 7) Enter Quantity for the session. 
 8) Click “Save” button to complete Credit Bill. 
 ( Credit Bill Print would appear as in Figure 28.2 ) 
 

      Figure 28.1 

 



Hostel Module – User manual 
 

 
Firstline Infotech Pvt. Ltd., (Confidential)                                                                                         |     45 

 

 

 

     Figure 28.2 
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29. Mess Bill Generation 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to generate Mess Bill. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Mess Bill Generation  

       1.4. Dependency 
Mess, Member Type 

       1.5. To generate Mess Bill follow steps below 
 1) Select Mess Name from the list. 

 2) Select Member Type from the list. 

 3) Select Mess Month & Year for mess bill. 

 4) Enter Per Day Amount Rs. for the selected Mess Name. 

 5) Click “Go” button, students list would appear for the selected member type. 

 6) Click “Save” button to complete Mess Bill Generation. 

 
     Figure 29.1 

 

     Figure 29.2 
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30. Room Rent Generation 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to generate Room Rent. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Room Rent Generation  

       1.4. Dependency 
Mess, Member Type 

       1.5. To generate Room Rent follow steps below 
 1) Select Room Rent Category from the list. 
 2) Select Mess Month & Year. 
 (list of students would appear along with the Room No. and Room Rent  for the selected 
Room Rent Category) 
 3) Update the Room Rent if any changes in Room Rent. 
 4) Select the student by clicking checkbox. 
 5) Click “Save” button to generate Room Rent for the selected students. 

 
     Figure 30.1 
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31.  Misc. Bill Generation (Expense heads wise Expenses) 
  

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to generate Miscellaneous Bill. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Misc. Bill Generation 

       1.4. Dependency 
Mess, Member Type, Expense Head 

       1.5. To generate Misc. Bill follow steps below 
 1) Select Mess Name from the list. 

 2) Select Mess Member Type and Rent Category. 

 3) Select Institution and Expense head from the list. 

 4) Select Expense Month/Year. 

 5) Enter Expense Amount for the selected Expense Head. 

 6) Click “Go” button , list of students would appear for the selected mess as in Figure 31.2 . 

 7) Select the Student by clicking Check box those who wants to generate Misc. Bill. 

 8) Click “Save” button to generate Misc. Bill. 

 9) Click “Select between” to select more than one student. 

 

 
     Figure 31.1 
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     Figure 31.2 
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32. Transfer to Accounts 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to transfer the generation bills to Accounts. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Transfer to Accounts 

       1.4. Dependency 
Mess Bill Generation 

       1.5. To transfer the bills to Accounts follow steps below 
 1) Select Mess Month & Year to which month of bill to be process. 
 2) Select Mess Due Date. 
 3) Click “Transfer” button to transfer the bills to Accounts 
 4) Click “Detailed view” to view the bills in detailed as in Figure 32.2. 
 5) Click “Abstract” to view the bills in abstract as in Figure 32.3. 
 

 

     Figure 32.1 

 

     Figure 32.2 
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     Figure 32.3 
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33. Fee Management 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to collect the fees for hostel mess bill. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Fee Management 

       1.4. Dependency 
Transfer to Accounts 

       1.5. To make entry on Fee Collection follow steps below 
 1) Select the student to collect the fees. 
 (The academic detail of student would appear along with the Mess Name and Member Type 
on the right hand side. ) 
 2) Select the Fee Head required. 
 3) Select Receipt Date and Receipt Mode. 
 4) Select Receipt Ledger. 
 5) Enter Narration for the Receipt. 
 6) Click “Save Receipt” to complete Fees Collection. 

     Figure 33.1 
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34. Hostel Vacation 

 
1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface is used to collect the fees for hostel mess bill. 
       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Hostel Vacation 
       1.4. Dependency 

Room Allocation 
       1.5. To make entry on Room Vacation follow steps below 

1) Enter Vacation Date. 
2) Select Rent Category from the list. 
(list of students would appear for the Rent Category) 
3) Enter Reason for Room Vacation. 
4) Select the student by clicking check box. 
5) Click “Vacate” button to vacate the Hostel Room. 
 

       
Figure 34.1 
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34. Member Transaction 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to promote or De-Activate the students. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Member Transaction 

       1.4. Dependency 
Room Allocation 

       1.5. To make entry on Member Transaction follow steps below 

 1) Select Semester for which semester students have to promote. 

(list of students would appear along with the Room No. Mess Name and Program for the selected 
semester) 

 2) Select the students by clicking check box. 

 3) Click “Promote” button to promote the selected students. 

 4) Click “De-Activate” button to vacate hostel. 

  

     Figure 34.1 
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35. Advance Payment Entry 
 
1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface is used to make Advance Payment Entry. 
       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Advance Payment Entry 
       1.4. Dependency 

Hostel Member Registration 
       1.5. To make entry on Advance Payment follow steps below 
 1) Select the option Advance payment Entry or Fee Head Wise Advance Payment Entry. 
 2) Select Advance Payment Date. 
 3) Select Member Type from the list. 
 4) Select Member Name for those who wants to made advance payment. 
 ( Available Dues will be displayed for the selected member and Fee Head will be displayed 
along with the Fee Amount) 
 5) Select the Fee Head for Advance Payment. 
 6) Click “Save” button to complete Advance Payment Entry. 

 

 

     Figure 35.1 
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36.  Advance Payment Approval  
   
1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface is used to Approve Advance Payment. 
       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Advance Payment Approval 
       1.4. Dependency 

Advance Payment Entry  
       1.5. To Approve Advance Payment follow steps below 
 1) List of Fee Head waiting for Advance Payment Approval. 
 2) Select the Students by clicking check box. 
 3) Click “Approve” button to Approve the Advance Payment Entry. 
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37. Advance Payment Cancellation 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to cancel Advance Payment. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Advance Payment Cancellation 

       1.4. Dependency 
Advance Payment Approval 

       1.5. To cancel Advance Payment Cancellation follow steps below 
 1) Select From Date and To Date for Advance Payment Cancellation. 

 2) Click “Generate” button to list the Approved Advance Payment students. 

 3) Select the students by clicking check box. 

 3) Click “Cancel” button to complete Advance Payment Cancellation. 

 

 
     Figure 37.1 
 
 



Hostel Module – User manual 
 

 
Firstline Infotech Pvt. Ltd., (Confidential)                                                                                         |     58 

 

 

 
 

38. Hostel Fee Structure 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to update Hostel Fee Structure. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Hostel Fee Structure 

       1.4. Dependency 
Fee Heads 

       1.5. To make entry on Hostel Fee Structure follow steps below 
 1) Select Institution Name. 
 2) Select Member Type from the list. 
 3) Select Receipt Category from the list. 
 4) Select Fee Heads from the list. 
 5) Enter Fee Amount for the selected fee heads. 
 6) Click “Add List” button to add more than one fee heads. 
 7) Finally Click “Save” to complete Hostel Fee Structure. 

 
     Figure 38.1 
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39. Mess Bill Adjustment 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to adjust the Mess Bill. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Mess Bill Adjustment 

       1.4. Dependency 
Fee Heads 

       1.5. To make entry on Mess Bill Adjustment follow steps below 
 1) Select Mess Month & Year from the list. 
 2) Select Advance Fee Receipt Category from the list. 
 3) Click “Generate” button. 
(list of students would appear along with the Amount Collected and Amount to be Adjusted) 
 4) Click “Save Mess Bill Adjustment” button to adjust the Mess Bill. 

 

 
      Figure 39.1 
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40. Due Adjustment 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to adjust the Dues. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Due Adjustment 

       1.4. Dependency 
Fee Heads 

       1.5. To make entry on Due Adjustment follow steps below 
 1) Select Advance Fee Receipt Category from the list. 
 (List of students would appear along with the Due Amount and Amount to be Adjusted for 
the selected Fee Receipt Category) 
 2) Select the student by clicking check box. 
 3) Click “Save Due Adjustment” button to complete the Due Adjustment. 

 

     Figure 40.1 
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41. Hostel Concession 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used for Hostel Concession. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Hostel Concession 

       1.4. Dependency 
Fee Head, Concession Type 

       1.5. To make entry on Hostel Concession follow steps below 
 1) Select Mess Month & Year for Hostel Concession. 
 2) Select Adjust Fee Head and Concession Type from the list. 
 3) Enter Authorized By for Hostel Concession. 
 4) Select Due of Authorization Date. 
 5) Enter Concession Amount for hostel from authorised person. 
 6) Click “Generate” button to display the students.  
 7) Select the students by clicking check box. 
 8) Click “Save” button to complete Hostel Concession. 
 

     Figure 41.1 
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42. Customer Bill Entry 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to process Customer Bill. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Customer Bill Entry 

       1.4. Dependency 
Customer Master 

       1.5. To make entry on Customer Bill follow steps below 
 1)  Select Customer Name from the list. 

 2) Select Bill Date for customer bill. 

 3) Select the Mess Name and Mess Date. 

 4) Enter No. of Persons and Amount per Person required. 

 (Total Amount will be displayed automatically) 

 5) Click “Add List” button to add the mess details in list as in Figure 42.1. 

 6) Click “Save” button to complete Customer Billy Entry. 

 

 
     Figure 42.1 
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43. Customer Bill – Posting To Accounts 
 
 
1.1. Intended Audience 

Hostel In charge 
1.2. Usage 

This interface is used to post Customer Bill to Accounts. 
       1.3. Menu Access 

Main menu >> Hostel >> Transaction >> Customer Bill – Posting To Accounts 
       1.4. Dependency 

Customer Bill Entry 
       1.5. To post Customer Bill to Accounts follow steps below 
 1)  Select Customer Name from the list. 

 (list of Customer Bill waiting for Posting to Accounts   ) 

 2) Select the Customer Name by clicking check box. 

 3) By clicking “Ok” button, journal voucher would appear as in Figure 43.2. 

 4) Enter the Narration for the Journal Voucher. 

 5) Click “Save” button to complete the Posting of Customer Bill to Accounts. 

 (voucher view displayed as in Figure 43.3) 

      
Figure 43.1 
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     Figure 43.2 

 
     Figure 43.3 
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44. Expense Head Bill wise Cancellation 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to cancel Expense Head Bill wise. 

       1.3. Menu Access 
Main menu >> Hostel >> Transaction >> Expense Head Bill wise Cancellation 

       1.4. Dependency 
Misc. Bill Generation 

       1.5. To Cancel the Expense Head Bill wise follow steps below 
 1) Select the Mess Name and Mess Member Type from the list. 
 2) Select Rent Category and Institution from the list. 
 3) Select Expense Head for cancelling the expense bill. 
 4) Select Expense Month / Year. 
(List of students would appear for the selected Expense Head and Expense Month) 
 5) Select the student by clicking check box. 
 6) Click “Cancel” button to complete Head wise Expenses Cancellation. 

 

      Figure 44.1 
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 III Reports 
 

45. Room Allocation Report 
 
1.1. Intended Audience 

All Users 
1.2. Usage 

This interface is used to view Room Allocation Report. 
       1.3. Menu Access 

Main menu >> Hostel >> Report >> Room Allocation Report 
       1.4. Dependency 

Room allocation 
      1.5. To view Room Allocation Report follow steps below 

 1) Select From Date and To Date. 
 2) Select Rent Category from the list. 
 3) Click “Generate” button to view the Room Allocation Report as in Figure 45.1 

 
      Figure 45.1 
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46. Mess Allocation Report 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Mess Allocation Report. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Mess Allocation Report 

       1.4. Dependency 
Mess allocation 

      1.5. To view Mess Allocation Report follow steps below 
 1) Select From Date and To Date. 
 2) Select Mess Name from the list. 
 3) Select Mess Member Type from the list. 
 4) Click “Generate” button to view the Mess Allocation Report 
 

 
     Figure 46.1 
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47. Hostel Rooms Vacant List 

 
 
1.1. Intended Audience 

All Users 
1.2. Usage 

This interface is used to view vacant list of Hostel Rooms. 
       1.3. Menu Access 

Main menu >> Hostel >> Report >> Hostel Rooms Vacant List 
       1.4. Dependency 

Room Allocation 
      1.5. To view Hostel Rooms Vacant List follow steps below 

 1) Select Rent Category from the list. 
 2) Click “Generate” button to view the Hostel Room Vacancy list. 
 3) Click “Refresh” button to clear the data. 
 
 

 
     Figure 47.1 
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48. Hostel Attendance Report 
 
 
1.1. Intended Audience 

All Users 
1.2. Usage 

This interface is used to view Hostel Attendance Report. 
       1.3. Menu Access 

Main menu >> Hostel >> Report >> Hostel Attendance Report 
       1.4. Dependency 

Hostel Attendance Approval 
      1.5. To view Hostel Attendance Report follow steps below 

 1) Select Rent Category from the list. 
 2) Select Leave Type from the list. 
 3) Select Attendance Marked Date for particular date. 
 4) Click “Generate” button to view Hostel Attendance Report. 
 

 
 
     Figure 48.1 
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49. Mess Coupon 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Mess Coupon. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Mess Coupon 

       1.4. Dependency 
Mess Name 

      1.5. To view Mess Coupon follow steps below 
 1) Select Mess Coupon for Month / Year. 
 2) Select Mess Name from the list. 
 3) Select the option Mess Coupon Received or Mess Coupon Not Received. 
 4) Click “Generate” button to view Mess Coupon. 

 
    Figure 49.1 
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50. Program wise Strength  
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view  Program wise Strength. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Program wise Strength 

       1.4. Dependency 
Hostel Member Registration 

      1.5. To  view Program wise Student List follow steps below 
 1) List of Program would appear along with the Total No. of students. 
 2) The student Details can be view by selecting the Program as in Figure 50.2 

     Figure 50.1 
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     Figure 50.2 
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51. Hostel Strength 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Hostel Strength. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Hostel Strength 

       1.4. Dependency 
Hostel Member Registration 

 

      

     Figure 51.1 
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52.  Student wise Asset List 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Hostel Student wise Asset List. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Studentwise Asset List 

       1.4. Dependency 
Studentwise Assets 

       1.5. To view Studentwise Asset List follow steps below 
 1) Select Rent Category from the list. 
 2) Select Asset from the list. 
 3) Click “Generate” button to view the Studentwise Asset list. 
 

 

 
     Figure 52.1 
 
 
 
 
 
 
 



Hostel Module – User manual 
 

 
Firstline Infotech Pvt. Ltd., (Confidential)                                                                                         |     75 

 

 

 

53. Miscellaneous Bill 
 
1.1. Intended Audience 

All Users 
1.2. Usage 

This interface is used to view Miscellaneous Bill. 
       1.3. Menu Access 

Main menu >> Hostel >> Report >> Miscellaneous Bill 
       1.4. Dependency 

Misc. Bill Generation 
       1.5. To view Miscellaneous Bill follow steps below 
 1) Select Miscellaneous Bill Month / Year. 
 2) Select Expense Head from the list. 
 3) Select Mess Name from the list. 
 4) Click “Generate” button to view Miscellaneous Bill 

 

 
     Figure 53.2 
 
 
 
 
 
 



Hostel Module – User manual 
 

 
Firstline Infotech Pvt. Ltd., (Confidential)                                                                                         |     76 

 

 

 
 

54. Hostel Due List 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Hostel Due List. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Hostel Due List 

       1.4. Dependency 
Mess Bill Generation 

       1.5. To view Hostel Due List follow steps below 
 1) Select Account Sub Heads from the list. 
 2) Click “Generate” button to view the Hostel Due List. 
  

 

 Figure 54.1 
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55. Room Rent Bill 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Room Rent Bill. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Room Rent Bill  

       1.4. Dependency 
Room Rent Generation  

       1.5. To view Room Rent Bill follow steps below 
 1) Select Room Rent Bill Month/Year. 
 2) Select Room Rent Category from the list. 
 3) Click “Generate” button to view Room Rent Bill. 
 

 

     Figure 55.1 
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56. Room Vacation Report 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Room Vacation students. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Room Vacation Report  

       1.4. Dependency 
Room Allocation   

       1.5. To view Room Vacation Report follow steps below 
 1) Select Room Rent Bill Month/Year. 
 2) Select Rent Category from the list. 
 3) Click “Generate” button to view the Room vacation list. 
 

 

 

     Figure 56.1 
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57. Mess Bill 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Mess Bill. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Mess Bill  

       1.4. Dependency 
Mess Bill Generation 

       1.5. To view Mess Bill Report follow steps below 
 1) Select Mess Bill Month/Year. 
 2) Select Mess Name and Mess Member Type from the list. 
 3) Select Member Institution from the list. 
 4) Click “Generate” button to view the Mess Bill Report. 
  

 

 Figure 57.1 
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58.  Members Dynamic Report 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Members Dynamic Report. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Members Dynamic Report  

       1.4. Dependency 
Hostel Member Detail 

       1.5. To view Members Dynamic Report follow steps below 
 1) Select Fee Status from the list. 
 2) Select Room Rent Category from the list. 
 3) Click “Generate” button to view Members Dynamic Report. 

 

 

     Figure 58.1 
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59. Student wise Outstanding Report 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Student wise Outstanding Report. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Student Wise Outstanding Report  

       1.4. Dependency 
Advance Payment Entry 

       1.5. To view Student wise Outstanding  Report follow steps below 
 1) Select Hostel Institution from the list. 
 2) Select Advance Fee Receipt Category from the list. 
 3) Click “Generate” button to view the student wise Outstanding Report 
 

     Figure 59.1 
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60. Customer Bill Report 
 

1.1. Intended Audience 
All Users 

1.2. Usage 
This interface is used to view Customer Bill Report. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Customer Bill Report  

       1.4. Dependency 
Customer Bill Entry 

       1.5. To view Customer Bill Report follow steps below 
 1) Select From Date and To Date. 
 2) Click “ Get Details” button to view the Customer Bill Report. 
 3) Click “Get Mess Abstract” button to view the Mess abstract details as in Figure 60.2. 
 4) Click “Get Customer Abstract” button to view the Customer abstract details as in Figure 
60.3 
 

 

     Figure 60.1 
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     Figure 60.2 

 

 

     Figure 60.3 
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61. Hostel Due Abstract 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to view Hostel Due Abstract. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Hostel Due Abstract  

       1.4. Dependency 
Due Adjustment 

       1.5. To view Hostel Due Abstract Report follow steps below 
 1) Select Academic Year. 
 2) Select Member Institution from the list. 
 3) Click “Month Wise Abstract” button to view the Due as Month wise Abstract as in Figure 
61.1. 
 4) Click “Fee Headwise Due Abstract” button to view the Fee Headwise Due Abstract as in 
Figure 61.2. 
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      Figure 61.2 
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62. Hostel Fee Collection 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to view Hostel Fee Collection. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Hostel Fee Collection  

       1.4. Dependency 
Fee Management 

       1.5. To view Hostel Fee Collection follow steps below 
 1) Select From Date and To Date. 
 2) Select Cashier from the list. 
 3) Select Mode from the list. 
 4) Click “Fee Abstract” button to view the Hostel Fee Abstract as in Figure 62.1. 
 5) Click “Fee Receipt Details” button to view the Fee Receipt Details as in Figure 62.2. 
  

 

     Figure 62.1 
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     Figure 62.2 
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63. Overall Dues Credits 
 

1.1. Intended Audience 
Hostel In charge 

1.2. Usage 
This interface is used to view Overall Dues Credits. 

       1.3. Menu Access 
Main menu >> Hostel >> Report >> Overall Dues Credits  

       1.4. Dependency 
Fee Management 

       1.5. To view Hostel Overall Dues Credits follow steps below 
 1) Select Institution from the list. 
 2) Select the Student Status from the list. 
 3) Select From Date and To Date to view Overall  Dues and Credits. 
 4) Select the options Credit only , Debit only , show student Advance & Debits or Show 
Student Refunds if required. 
 5) Click “Generate” button to view the Overall Dues Credits.  

      

Figure 63.1 
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I. Transaction 

1. Accession Number Creation 
 

 Intended Audience 

Librarian 

 Usage 

This form enables user to create Accession Number. 

 Menu Access 

Main Menu >> Library>>Transaction>>Accession Number Creation 

  Dependency 

Title Master 

 

 

 

 To create Accession Number follow steps below 

1) Select Title from the list. 
2) Select Supplier Name. 
3) Select Date of inclusion (Purchase). 
4) Enter No. of Copies and No. of Borrowable. 
5) Enter Cost Price/Book for the selected title. 
6) Enter Classification Number and Author Cla.  Number. 
7) Select Location/Library from the list. 
8) Click “Save” button to complete Accession Number Creation. 
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2. Accession Number Delete 
 

 Intended Audience 

Librarian 

 Usage 

This form enables user to delete Accession Number. 

 Menu Access 

Main Menu >> Library>>Transaction>>Delete Accession Number  

  Dependency 

Accession Number Creation 

 

 

 To delete Accession Number follow steps below 

1) Enter Accession No.. 
2) Enter Reason for Deleting Accession Number. 
3) Click “Delete Current Accession Number” button to delete Accession No.. 
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3. Access Log In 
 

 Intended Audience 

Librarian 

 Usage 

This form enables user to access Log In. 

 Menu Access 

Main Menu >> Library>>Transaction>>Access Log In  

  Dependency 

None 

 

 

 

 To make entry on Access Log  follow steps below 

1) Enter Card No. for Library Entry Log. 
2) The details of Current Status will display on the top of right side. 
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4. Access Log Out 

 

 Intended Audience 

Librarian 

 Usage 

This form enables user to access Log Out. 

 Menu Access 

Main Menu >> Library>>Transaction>>Access Log Out 

  Dependency 

None 

 

 

 

 To make entry on Access Log Out  follow steps below 

1) Enter Card No. for Library Check Out. 
2) The details of Current Status for the card will display. 
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5. Book/Case Approval 

 

 Intended Audience 

Librarian 

 Usage 

This form enables user to Approve Book/Case. 

 Menu Access 

Main Menu >> Library>>Transaction>>Book/Case Approval 

  Dependency 

Book/Case Requisition 

  

 

 

 To approve Book/Case  follow steps below 

1) Select the record available from Book Requisition List. 
2) Click “Approve” button to approve the Book/Case. 

  



Library User Manual 
 

 

 

 

 
 

 Page 10 
 

6. Book/Case Requisition 

 

 Intended Audience 

Librarian 

 Usage 

This form enables user to request Book/Case. 

 Menu Access 

Main Menu >> Library>>Transaction>>Book/Case Requisition 

  Dependency 

Book/Case Requisition 

 

 

 To request Book/Case  follow steps below 

1) Select the Book / Case from the list. 
2) Select the Book Requisition details. 
3) Click “Add to List” button to add the Book details. 
4) Enter Remarks for the Request. 
5) Select the Forward to employee from the list. 
6) Click “Save” button to complete Book / Case Requisition. 
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7. Member Due Cancellation 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to cancel the member due. 

 Menu Access 

Main Menu >> Library>>Transaction>>Member Due Cancellation 

  Dependency 

Members 

 

 

 

 

 To cancel Member Due Cancellation follow steps below 

1) Enter the Member Code. 
2) Click “Show Due Details” button to view the details of member. 
3) Click “Cancel Due” button to cancel the Member Due. 
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8. Book Issue and Return 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to process Book Issue and Return. 

 Menu Access 

Main Menu >> Library>>Transaction>>Book Issue and Return 

  Dependency 

Members, Accession Number Creation 

 

 

 

 

 

 To Issue and Return Book follow steps below 

1) Select the Date of Issue and Return. 
2) Enter Member Code and Accession No.. 
3) Select the Due Date. 
4) Click “Book Issue” or “Book Return” button to complete Book Issue and Return process. 
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9. Book Location Change 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to change the Book Location. 

 Menu Access 

Main Menu >> Library>>Transaction>>Book Location Change 

  Dependency 

Location Master 

 

 

 

 To change Book Location follow steps below 

1) Enter Accession Number. 
2) Select New Location from the list. 
3) Click “Save” button to complete Book Location Change. 
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10. Book Lost Fine Due Raise 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to raise fine for Book lost. 

 Menu Access 

Main Menu >> Library>>Transaction>>Book Lost Fine Due Raise 

  Dependency 

Book Issue 

 

 

 

 To raise fine due for Book lost follow steps below 

1) Enter Member Code. 
2) Click “Show Details” to view the details of member and Books. 
3) Enter Due Amount for the book lost fine. 
4) Enter Remarks for the Lost book. 
5) Click “Raise Due” button to raise due. 
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11. Book Return and Renewal 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to return and renewal the book. 

 Menu Access 

Main Menu >> Library>>Transaction>>Book Return and Renewal 

  Dependency 

Book Issue 

 

 

 

 To make entry on Book Return and Renewal follow steps below 

1) Enter Accession No for the process of Book Return / Renewal. 
2) Press Enter key or Tab to show the details. 
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12. Book Status Change 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to change the status of Book. 

 Menu Access 

Main Menu >> Library>>Transaction>>Book Status Change 

  Dependency 

Book Issue 

 

 

 

 To make entry on Book Return and Renewal follow steps below 

1) Enter Accession No for the process of Book Return / Renewal. 
2) Press Enter key or Tab to show the details. 
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13. Book Title Edit 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to edit the Book Title 

 Menu Access 

Main Menu >> Library>>Transaction>>Book Title Edit 

  Dependency 

Book Issue 

 

 

 

 To edit the book Title  follow steps below 

1) Enter Accession No for modifying the Title details. 
2) Press Enter key or Tab to show the details. 
3) Enter the necessary details to modify. 
4) Click “Update” button to complete Book Title Edit. 
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14. Book Title New 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to create new Book Title 

 Menu Access 

Main Menu >> Library>>Transaction>>Book Title New 

  Dependency 

Publisher and Author master 

 

 

 

 To add new book Title  follow steps below 

1) Enter Accession No. 
2) Select Title Type. 
3) Enter Title and Sub Title Name from the list. 
4) Enter the Book Details like ISBN No, Edition, Volume, Pages, Dimension. 
5) Select the Language, Subject, Supplier, Author, Date of inclusion etc., 
6) Enter the No. of Burrowable, Cost price / Book, Bill No., etc., 
7) Enter Key words and Remarks. 
8) Click “Save” button to complete Book Title New. 
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15. Call No. Modification 

 

 Menu Access 

Librarian 

 Usage 

This form enables user to modify the Call No. 

 Menu Access 

Main Menu >> Library>>Transaction>>Call No. Modification 

  Dependency 

Accession Number Creation 

 

 

 

 To modify Classification Number follow steps below 

1) Enter Accession No. from and Accession No. To. 
2) Click “Show Details for Call No. Modification” button for modifying the CL No.. 
3) Click “Save” button to complete Classification Modification. 
4) Click “Show Details for Remarks update” button to update the Remarks. 
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16. Fine Collection in Library 

 Menu Access 

Librarian 

 Usage 

This form enables user in the process of Fine Collection in library. 

 Menu Access 

Main Menu >> Library>>Transaction>>Fine Collection in Library 

 Dependency 

Books Issue 

 

 

 

 To make entry on Fine Collection in Library  follow steps below 

1) Enter Member Code to collect the fine. 
2) Click “Show Due Details” button to view member details 
3) Select the Accession No. for fine collection. 
4) Click “Show Details for Remarks update” button to update the Remarks. 
5) Click “Paid” button to complete Fine Collection in Library. 
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17. Holiday Master 

 Menu Access 

Librarian 

 Usage 

This form enables user in the process of Holiday Master. 

 Menu Access 

Main Menu >> Library>>Transaction>>Holiday Master 

 Dependency 

Books Issue 

 

 

 To make entry on Holiday Master  follow steps below 

1) Select From Date and To Date. 
2) Enter No. of Days. 
3) Enter Remarks for the Holiday Master. 
4) Click “Save” button to complete Holiday Master. 
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18. Inventory Period 

 Menu Access 

Librarian 

 Usage 

This form enables user in the process  of Inventory Period. 

 Menu Access 

Main Menu >> Library>>Transaction>>Inventory Period 

 Dependency 

Books Issue 

 

 

 To make entry on Inventory Period follow steps below 

1) Enter Inventory Period Description. 
2) Select From Date and To Date. 
3) Click “Save” button to complete Inventory Period. 
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19. Inventory Process 

 Menu Access 

Librarian 

 Usage 

This form enables user in the process Inventory. 

 Menu Access 

Main Menu >> Library>>Transaction>>Inventory Process 

 Dependency 

Books Issue 

 

 To make entry on Inventory Process follow steps below 

1) Enter Inventory Period Description. 
3) Click “browse” button for uploading file. 
3) Click “upload file ” to complete Inventory Process. 
. 
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20. Library Book Due Configuration 

 Menu Access 

Librarian 

 Usage 

This form enables user to configure Library Book Due. 

 Menu Access 

Main Menu >> Library>>Transaction>>Library Book Due Configuration 

 Dependency 

Books Issue 

 

 

 

 To configure Library Book Due follow steps below 

1) Select Exam month & Year. 
3) Select Book Due Date. 
3) Enter Book Due Amount. 
4) Click “Save” button to complete Library Due Configuration. 
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21. Library Fees Exemption – Hall Ticket 

 Menu Access 

Librarian 

 Usage 

This form enables user to process Library Fees Exemption – Hall Ticket. 

 Menu Access 

Main Menu >> Library>>Transaction>>Library Fees Exemption – Hall Ticket 

 Dependency 

Books Issue 

 

 

 To make entry on Library Fees Exemption – Hall Ticket  follow steps below 

1) Select Student Name/Dept No. from the list. 
2) Click “Go” button to process Hall Ticket Exemption Entry for Library Book and Due details. 
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22. Library Master 

a. Library Master 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Library Master. 

 Menu Access 

Main Menu >> Library>>Transaction>>Library Master>>Library Master 

 Dependency 

None 

 

 

 

 

 

 

 

 

 To make entry on Library Master follow steps below 

1) Enter Library Name required to create. 
3) Enter Short Name for the library. 
3) Select Office Name from the list. 
4) Select Division Name from the list. 
5) Click “Save” button to complete Library Master. 
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b. Floors 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Floors. 

 Menu Access 

Main Menu >> Library>>Transaction>>Library Master>>Floors 

 Dependency 

None 

 

 

 To make entry on Floors follow steps below 

1) Enter Floors required to create. 
3) Click “Save” button to complete Floors. 
3) The list of Existing Floors would appear below the screen. 
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c. Racks 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Racks. 

 Menu Access 

Main Menu >> Library>>Transaction>>Library Master>>Racks 

 Dependency 

None 

 

 

 To make entry on Racks follow steps below 

1) Enter Racks Description required to create. 
2) Click “Save” button to complete Racks. 
3) The list of Existing Racks would appear below the screen. 
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d. Shelves 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Shelf. 

 Menu Access 

Main Menu >> Library>>Transaction>>Library Master>>Shelves 

 Dependency 

Floor and Rack 

 

 

 

 To make entry on Shelf follow steps below 

1) Enter Shelf Name required to create. 
2) Select Floor from the list 
3) Click “Save” button to complete Shelf. 
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e. Locations 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Locations. 

 Menu Access 

Main Menu >> Library>>Transaction>>Library Master>>Locations 

 Dependency 

None 

 

 

 

 To make entry on Locations follow steps below 

1) Enter Locations required to create. 
2) Click “Save” button to complete Locations. 
3) The list of Existing locations would appear below the screen. 
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23. Link RFID 

 Menu Access 

Librarian 

 Usage 

This form enables user to link RFID. 

 Menu Access 

Main Menu >> Library>>Transaction>>Link RFID 

 Dependency 

Member Creation 

 

 

 

 To make entry on Link RFID in Library  follow steps below 

1) Enter Member Code. 
2) Click “Show Member Details” button to view Member details along with the Member 

Current Status of library. 
3) Enter RFID required to link card. 
4) Click “Link Card” to link RFID. 
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24. Members 

a. Member Type 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Member Type. 

 Menu Access 

Main Menu >> Library>>Transaction>>Members>>Member Type 

 Dependency 

None 

 

 
 
 To create Member Type follow steps below 

1) Enter Member Type required to create. 
2) Click “Save Member Type” button to complete Member Type. 
3) The list of Existing Member Type would appear below the screen. 
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b. Member Policy 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Member Policy. 

 Menu Access 

Main Menu >> Library>>Transaction>>Members>>Member Policy 

 Dependency 

Member Type 

 

 

 

 To create Member Policy follow steps below 

1) Enter Policy Name required to create. 
2) Select Member Type from the list. 
3) Enter No. of Tokens and Books per Token. 
4) Enter No. of Books Allowed and No. of Day Allowed. 
5) Enter “Due Amount and Max. Due Amount“  
6) Enter Remarks for Member Policy. 
7) Click “Save” button to complete Member Policy. 
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c. Member Registration 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user  in the process of Member Registration. 

 Menu Access 

Main Menu >> Library>>Transaction>>Members>>Member Registration 

 Dependency 

Member Type 

 

 

 

 To register Member follow steps below 

1) Select Member Type from the list. 
2) Enter Member Code require to create. 
2) Select Member Policy from the list. 
3) Enter Member details required. 
4) Click “Save” button to complete Member Registration. 
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d. New Members Auto Registration 
 

 Menu Access 

Librarian 

 Usage 

This form enables the user to register auto Members 

 Menu Access 

Main Menu >> Library>>Transaction>>Members>>New Members Auto Registration 

 Dependency 

Member Type, Member Policy 

 

 

 

 To register Auto Members follow steps below 

1) Select the Academic Year and Office from the list. 
2) Select the Graduation Type and Member Type. 
3) Select Date of Joining. 
4) Click “Generate Members” button to process Members Auto Registration. 
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25. Member Status Change 

 Menu Access 

Librarian 

 Usage 

This form enables the user to change the status of Member. 

 Menu Access 

Main Menu >> Library>>Transaction>>Member Status Change 

 Dependency 

Member 

 

 

 

 To change the status of Member follow steps below 

1) Enter the Member Code. 
2) Click “Show Member Details” button to display the details. 
3) Enter Reason for the change of member status. 
4) Click “Make in-Active (Cancel)” button to change the status of the Member. 
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26. No Due Certificate 

 Menu Access 

Librarian 

 Usage 

This form enables the user to print No Due Certificate Member. 

 Menu Access 

Main Menu >> Library>>Transaction>>No Due Certificate 

 Dependency 

Member 

 

 

 

 To print No Due Certificate  follow steps below 

1) Enter the Member Code. 
2) Click “Show Details” button to display the details. 
3) The details of member and member current status would display in the left side. 
4) Print the No Due Certificate if there is no due. 
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27. Supplier master 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Supplier. 

 Menu Access 

Main Menu >> Library>>Transaction>>Supplier Master 

 Dependency 

None 

 

 

 To make entry on Supplier Master  follow steps below 

1) Enter Supplier Name required to create. 
2) Enter Address of the Supplier. 
3) Enter Pin Code, Contact Number, Registration No., Fax Number, Pan Number etc., 
3) Click “Save” button to complete Supplier Master. 
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28. Thesis Entry 

 Menu Access 

Librarian 

 Usage 

This form enables the user to make thesis Entry. 

 Menu Access 

Main Menu >> Library>>Transaction>>Thesis Entry 

 Dependency 

Author, Subject Master 

 

 

 To make entry on Thesis Entry  follow steps below 

1) Enter Accession No. 
2) Enter Call No., Author Call No., Title etc 
3) Select Department , Author, Subject , Locations, Institution Name Etc 
4) Enter Internal and External Guide Name. 
3) Enter Keywords and Remarks. 
3) Click “Save” button to complete Thesis Entry. 
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29. Add Title Authors 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Title Authors. 

 Menu Access 

Main Menu >> Library>>Transaction>>Add Title Authors 

 Dependency 

None 

 

 

 

 To make entry on Title Authors  follow steps below 

1) Enter Accession No. 
2) Select Author Name from the list. 
3) Enter Sort Number. 
4) Click “Save” button to complete Title Authors. 
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30. Add Title keyword 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record Title Keyword. 

 Menu Access 

Main Menu >> Library>>Transaction>>Add Title Keyword 

 Dependency 

None 

 

 

 

 To make entry on Title Keyword  follow steps below 

1) Enter Accession No. 
2) Enter Title Keyword. 

       3) Click “Save” button to complete Title Authors. 
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31. Titles from Library of Congress 

 Menu Access 

Librarian 

 Usage 

This form enables the user to record from Library of Congress. 

 Menu Access 

Main Menu >> Library>>Transaction>>Titles from Library of Congress 

 Dependency 

Supplier, Author, Publisher 

 

 To make entry on Title from Library of Congress  follow steps below 

1) Enter Title Name and Sub Title required to create. 
2) Select Title Type from the list. 
3) Select Publication details from the list. 
4) Enter ISBN, Edition, Series, Dimension, Pages required to create. 
5) Select Language, Format, Genre Supplier, Department and Author Name from the list. 
6) Select the Purchase Date of book. 
7) Enter No. of Copies and No. of Borrowable. 
8) Enter Cost Price and Discount Amount/Net Amount. 
9) Enter Classification No. and Book No.   

       10) Click “Save” button to complete Titles from Library of Congress. 
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32. Token Management  

 Menu Access 

Librarian 

 Usage 

This form enables the user to generate Token. 

 Menu Access 

Main Menu >> Library>>Transaction>>Token Generation 

 Dependency 

None 

 

 

 To make entry on Token Generation  follow steps below 

1) Enter Token Prefix required to create. 
2) Enter From and To of Token Generation. 
3) Click “Save” button to complete Token Generation. 
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33. Update Due Date  

 Menu Access 

Librarian 

 Usage 

This form enables the user to update Due Date. 

 Menu Access 

Main Menu >> Library>>Transaction>>Update Due Date 

 Dependency 

None 

 

 

 To make entry on  Due Date Update  follow steps below 

1) Select Due Date. 
2) Select New Due Date. 
3) Click “Update Due Date” button to update the Due Date. 
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II. Periodical  

34. Active Periodical List 
 Intended Audience 

Administrator 

 Usage 

This interface enables the user to process Active Periodical List. 

 Menu Access 

Main Menu>> Library >>Periodical >> Active Periodical List 

 Dependency 

Title Master 

 

 

 To view Active Periodical List  follow steps below 

1) Select From Date and To Date. 
2) Select Periodical Type. 
3) Select Supplier and Location from the list. 
3) Click “Show Details” button to view the Active Periodical List. 
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35. Articles 
 Intended Audience 

Librarian 

 Usage 

This interface enables the user to record Articles. 

 Menu Access 

Main Menu>> Library >>Periodical>> Articles 

 Dependency 

Title Master 

 

 

 To record Articles follow steps below 

1) Select the Title. 
2) Enter the Article Title required to create. 
3) Enter Author Name for the Article Title. 
4) Enter Volume No., Issue No. and Page No., Month and Year and Keyword. 
5) Select Subject from the list. 
6) Click “Save” button to complete New Articles. 
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36. Article List 

 Intended Audience 

Librarian 

 Usage 

This interface enables the user to view Articles List. 

 Menu Access 

Main Menu>> Library >>Periodical>> Articles List 

 Dependency 

Title Master 

 

 To view Articles list follow steps below 

1) Enter Title and Article Name require to view. 
2) Click “Show All Articles” button to view all Articles list. 
3) Click “Show Title Wise Articles” button to view Title wise Articles. 
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37. Bundle Journal Register 
 Intended Audience 

Librarian 

 Usage 

This interface enables the user to view Bundle Journal Register. 

 Menu Access 

Main Menu>> Library >>Periodical>> Bundle Journal Register 

 Dependency 

Title Master 

 
 

 To view Bundle Journal Register follow steps below 

1) Select From Date and To Date. 
2) Select Status and Location from the list. 
3) Enter Title and Publisher. 
4) Click “Show Register” button to view Journal Register. 
 

 

 

 

 

 

 

  



Library User Manual 
 

 

 

 

 
 

 Page 49 
 

38. New Bound Journal 
 Intended Audience 

Librarian 

 Usage 

This interface enables the user to add New Bound Journal. 

 Menu Access 

Main Menu>> Library >>Periodical>> New Bound Journal 

 Dependency 

Title Master 

 

 

 To add New Bound Journal follow steps below 

1) Select Bound Periodical No. 
2) Select Title from the list. 
3) Enter Bound Periodical Month & Year. 
4) Enter Volume Number and Issue Number. 
5) Enter Subject and Publish Place required. 
6) Select Location and Date of Inclusion. 
7) Enter Remarks for new Bound Journal. 
4) Click “Save” button to complete Bound Journal. 

 

 

 

 

 

 

 

 



Library User Manual 
 

 

 

 

 
 

 Page 50 
 

39. New Periodical 
 Intended Audience 

Librarian 

 Usage 

This interface enables the user to add New Periodical. 

 Menu Access 

Main Menu>> Library >>Periodical>> New Periodical 

 Dependency 

Title Master 

 

 To add New Periodical follow steps below 

1) Select Periodical Type and Title from the list. 
2) Select Supplier and Publisher from the list. 
3) Select From Date and To Date. 
4) Enter No. of Issues and Copies. 
5) Enter DD details for the new periodical 
6) Enter Remarks for the periodicals. 
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40. Receive Periodical 
 Intended Audience 

Librarian 

 Usage 

This interface enables the user to receive Periodical. 

 Menu Access 

Main Menu>> Library >>Periodical>> Receive Periodical 

 Dependency 

Title Master 

 

 To receive Periodical follow steps below 

1) Select Title from the list. 
2) The Title details and Supplier details would display. 
3) Enter Volume and Issue No.. 
4) Enter Year, Month and Day for the Title. 
5) Enter Receiving Date for the Title periodical. 
6) Enter No. of Copies for the Periodical. 
7) Click “Save” button to complete receives Periodical. 
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41. Periodical Cancellation 
 Intended Audience 

Librarian 

 Usage 

This interface enables the user to cancel Periodical. 

 Menu Access 

Main Menu>> Library >>Periodical>> Periodical Cancellation 

 Dependency 

New Periodical 

 

 To cancel Periodical follow steps below 

1) Select Title from the list. 
2) The details of the Title and Supplier would display. 
3) Enter Reasons for Cancellation and for the periodical. 
2) Select “Periodical Cancellation” button to cancel the periodical. 
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42. Periodical Payment 
 Intended Audience 

Librarian 

 Usage 

This interface enables the user to process Periodical Payment. 

 Menu Access 

Main Menu>> Library >>Periodical>> Periodical Payment 

 Dependency 

New Periodical 

 

 

 To process Periodical Payment follow steps below 

1) Select Title from the list. 
2) The details of the Title and Supplier would display. 
3) Select Payment Date and Mode. 
4) Select From Date and To Date. 
5) Enter Volume No. and Issue No.. 
6) Enter Periodical Period Description. 
7) Select Bank Details like Bank, DD / Cheque No. and Date/ 
8) Enter Remarks and Amount for the Periodical Payment. 
9) Click “Save” button to complete Periodical Payment. 
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43. Periodical Payment list and Modification 
 

 Intended Audience 

Librarian 

 Usage 

This interface enables the user to view the list of Periodical Payment and Modification. 

 Menu Access 

Main Menu>> Library >>Periodical>> Periodical Payment list and Modification 

 Dependency 

Title Master 

 

 

 

 To process Periodical Payment Modification follow steps below 

1) Select From Date and To Date. 
2) Click “Show Details” button to view the Periodicals payment details. 
3) Select the Title for modifying Periodical Payment. 
4) Click “Save” button after modifying the payment details 
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44. Periodical Payment Report 
 

 Intended Audience 

Librarian 

 Usage 

This interface enables the user to view the list of Periodical Payment and Modification. 

 Menu Access 

Main Menu>> Library >>Periodical>> Periodical Payment Report 

 Dependency 

Title Master 

 

 

 To view Periodical Payment Report follow steps below 

1) Select From Date and To Date. 
2) Click “Show Details” button to view the Periodicals payment report. 
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45. Periodical Received Report 
 

 Intended Audience 

Librarian 

 Usage 

This interface enables the user to view the list of Periodical Received Report. 

 Menu Access 

Main Menu>> Library >>Periodical>> Periodical Received Report 

 Dependency 

Title Master 

 

 

 

 To view Periodical Received Report follow steps below 

1) Select From Date and To Date. 
2) Select Status from the list. 
3) Click “Show Details” button to view the Periodicals Received report. 
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46. Periodical Titles New 
 

 Intended Audience 

Librarian 

 Usage 

This interface enables the user to view the list of Periodical Received Report. 

 Menu Access 

Main Menu>> Library >>Periodical>> Periodical Titles New 

 Dependency 

Title Master 

 

 

 

 To add and view Periodical Titles follow steps below 

1) Enter Periodical Titles required to create. 
2) Click “Save” button to complete New Periodical Titles. 
3) Click “View Periodicals Titles” button to view the Periodicals titles. 
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III. Reports 

47. Accession Register 

 Intended Audience 

Librarian 

 Usage 

This report is used to view Accession Register. 

 Menu Access 

Main Menu >> Library >>Report>> Accession Register 

 Dependency 

Accession No. Creation 

 

 

 

 To view Accession Register  follow steps below 

1) Select From Date and To Date. 
2) Select Title Type and Location. 
3) Click “Show Accession Register” button to view the Accession Register. 
3) Click “Missing Accession Number” button to view the missing Accession Number. 
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48. Access Log Report 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view Access Log Report. 

 Menu Access 

Main Menu >> Library >>Report>> Access Log Report 

 Dependency 

Member Type 

 

 

 To view Access Log Report follow steps below 

1) Select From Date and To Date. 
2) Select Member Type from the list. 
3) Click “Show Details” button to view the Access Log Details. 
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49. Access Log Statistics 

 Intended Audience 

Librarian 

 Usage 

This report is used to view Access Log Statistics. 

 Menu Access 

Main Menu >> Library >>Report>> Access Log Statistics 

 Dependency 

Biometric Access 

 

 

 

 

 

 To view Access Statistics Report follow steps below 

1) Select From Date and To Date. 
2) Select Report on option. 
3) Click “Show Details” to view the Access Log Statistics. 
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50. Book Details  (Accession No. Ind.) 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view Book Details. 

 Menu Access 

Main Menu >> Library >>Report>> Book  Details  (Accession No. Ind.) 

 Dependency 

Accession No. Creation 

 

 

 

 To view Book Details follow steps below 

1) Enter Accession No. required to search. 
2) Click “Search” button to view the Accession Number Information. 
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51. Book Search Advanced 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to search Book. 

 Menu Access 

Main Menu >> Library >>Report>> Book Search Advanced 

 Dependency 

Title Master 

 

 

 

 To search Books follow steps below 

1) Enter Search Preference Book Name / Author. 
2) Click “Search” button to search the Books. 
3) Click “Title Type” to view the details of Title Type wise. 
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52. Book Utilization 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the Book Utilization. 

 Menu Access 

Main Menu >> Library >>Report>> Book Utilization 

 Dependency 

Title Master 

 

 

 

 To view Book Utilization follow steps below 

1) Select From Date and To Date. 
2) Click “Show Utilization” button to view the details. 
3) Click “Show Book wise Utilization” to view the details by book wise. 
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53. Check In Titles (Return) 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the details of Book Return. 

 Menu Access 

Main Menu >> Library >>Report>> Check In Titles (Return) 

 Dependency 

Book Return 

 

 

 

 To view Book  Return details follow steps below 

1) Select From Date and To Date. 
2) Select Member Type from the list. 
3) Click “Show Check In(Return)” button to view the Book Return details. 
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54. Check Out Titles (Issue) 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the details of Book Issue. 

 Menu Access 

Main Menu >> Library >>Report>> Check Out Titles (Issue) 

 Dependency 

Book Issue 

 

 

 

 To view Book Issue details follow steps below 

1) Select From Date and To Date. 
2) Select Member Type from the list. 
3) Click “Show” button to view the Book Issue details. 
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55. Circulation History 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the history of the book circulation. 

 Menu Access 

Main Menu >> Library >>Report>> Circulation History 

 Dependency 

Accession No. Creation 

 

 

 

 To view circulation history of Book follow steps below 

1) Enter Accession No. required to view the details. 
2) Click “Show History” button to view the history of the book circulation. 
3) The Title details along with the Title transactions would display for the Accession No. 
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56. Daily Circulation  
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the daily circulation of the book. 

 Menu Access 

Main Menu >> Library >>Report>> Daily Circulation 

 Dependency 

Accession No. Creation 

 

 

 

 To view Daily Circulation follow steps below 

1) Select From Date and To Date. 
2) Select Member Type from the list. 
3) Click “Show” button to view the daily circulation details. 
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57. Dash Board 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the details of Subscription Renewal, Subscription Missing, 

Book Reserved and current date transaction. 

 Menu Access 

Main Menu >> Library >>Report>> Dash Board 

 Dependency 

Title 

 
 
 
 Details of  Upcoming Renewal , Subscription Missing, Book Reserved and Today 

Transaction can see in the Dash Board report. 
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58. Due Collections 
 Intended Audience 

Librarian 

 Usage 

This report is used to view the details of Due Collections. 

 Menu Access 

Main Menu >> Library >>Report>> Due Collections 

 Dependency 

Due Fixed 

 

 

 

 To view Due Collections follow steps below 

1) Select From Date and To Date. 
2) Select Member Number from the list. 
3) Select Collection Mode. 
4) Click “Show Details” button to view the details of Due Collection. 
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59. Fee Abstract Report 
 Intended Audience 

Librarian 

 Usage 

This report is used to view the details of Fee Abstract. 

 Menu Access 

Main Menu >> Library >>Report>> Fee Abstract Report 

 Dependency 

Due Fixed 

 

 

 

 To view Fee Abstract Details follow steps below 

1) Click “Show Due Abstract Details” to view the Member and Due Fixed  details. 
2) Select Member Name to view the details of Book and Due date, Issue Date etc., 
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60.  Lost Item List 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the Lost Item List. 

 Menu Access 

Main Menu >> Library >>Report>> Lost Item List 

 Dependency 

Book Lost Fine Due Raised 

 

 

 

 To view the details of Lost Items  follow steps below 

1) Select From Date and To Date. 
2) Click “Show lost Item” button to view the details of the lost Items. 
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61. Member Report 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the member report of Library. 

 Menu Access 

Main Menu >> Library >>Report>> Member Report 

 Dependency 

Members 

 

 

 

 To view the details of member in library follow steps below 

1) Select From Date and To Date. 
2) Select Member Type from the list. 
3) Click “Show Details” button to view the details of the Library Members. 

  



Library User Manual 
 

 

 

 

 
 

 Page 73 
 

62. Member Search 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to search the member. 

 Menu Access 

Main Menu >> Library >>Report>> Member Search 

 Dependency 

Members 

 
 

 

 

 To search the member  follow steps below 

1) Enter Members Search (Name/Code) required to search. 
2) Select Member Type and Policy from the list. 
3) Click “Search Members” button to search the member of Library. 
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63. Member Transaction Details 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the details of Member transaction. 

 Menu Access 

Main Menu >> Library >>Report>> Member Transaction Details 

 Dependency 

Members 

 

 

 

 To view the member transaction details follow steps below 

1) Enter Members Search (Name/Code) required to search. 
2) Click “Search” button to search the member of Library. 
3) Click “Get Transaction details” button to view the transaction details. 
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64. My Library Activities 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view the activities of Library. 

 Menu Access 

Main Menu >> Library >>Report>> My Library Activities 

 Dependency 

Titles 

 

 

 Library activities can see in My Library Activities Report 
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65. New Arrivals 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view New Arrivals of Books. 

 Menu Access 

Main Menu >> Library >>Report>> New Arrivals 

 Dependency 

Titles 

 

 

 

 To view the New Arrivals of Book follow steps below 

1) Select From Date and To Date. 
2) Click “Show” button to view the details of new arrivals. 
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66. No Due Certificate Issue List 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view No Due Certificate Issue List. 

 Menu Access 

Main Menu >> Library >>Report>> No Due Certificate Issue List 

 Dependency 

Members 

 

 

 To view details of No Due Certificate Issue List follow steps below 

1) Select From Date and To Date. 
2) Select Batch from the list. 
3) Click “Show Details” button to view the details of No Due Certificate Issue List. 
4) Click “No due certificate not lssued list” button to view the details of No Due Certificate 

not Issue List. 
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67. Over Due List 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view details of Over Due List. 

 Menu Access 

Main Menu >> Library >>Report>> Over Due List 

 Dependency 

Members 

 

 

 

 To view details of Over Due List follow steps below 

1) Select Member Type. 
2) Enter Minimum Days and Maximum Days. 
3) Click “Generate” button to generate the Over Due list depend on the minimum and 

maximum days. 
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68. Unique Title 
 

 Intended Audience 

Librarian 

 Usage 

This report is used to view details of Unique Title. 

 Menu Access 

Main Menu >> Library >>Report>> Unique Title 

 Dependency 

Members 

 

 

 To view details of Unique Title follow steps below 

1) Enter Title required. 
2) Click “Show Titles” to view the Unique Title. 
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I. Introduction 

 

Preface 

 
 

The Purchase process across many organizations continues to be the traditional, paper based, labor 
intensive practice of procurement, invoice processing, routing and approvals making it a highly 
inefficient and cumbersome process. 
 

The lack of an automated solution results in inefficiencies and delays in purchase requisition, 
purchase order placement and delays in payment processing. Numerous hand offs and approval 
processes reduce productivity across the organization. A prolonged cycle time also implies higher 
associated risks and costs. Request for Quotation and bidding/negotiation process steps have not yet 
been automated in many companies. 
 

E-Varsity enhances efficiency and streamlines processes through hi-end automation. Configurable 
workflow as per client needs once configured, the process is frozen and employees have to rigidly 
comply with the process.  



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 5 of 85  

 
 

II Purchase Master 
 

1. Workflow Controller 

 
     1.1. Intended Audience 

System Administrator 

     1.2. Usage 

This interface controls the flow of purchase request and purchase order. This ensures 

the workflow automation suggested by the management. 

     1.3. Menu Access  

Main Menu  >> Purchase Installation & Masters >> Workflow Controller. 

     1.4. Dependency 

None. 

 

 
Figure 1.1. 

 
     1.5. To make a new entry follow these steps, 

Step1: select interface from menu interface to which work flow is to be simulated. 

Step2: select user to whom workflow control is to be enabled. 

Step3: select employee’s authorization level whether to be considered entry, interim check or 

approval. 

Step 1 

Step 2 

Step 3 

Step 4 

Step 5 
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Step4: select employee(s) to whom workflow can be forwarded. 

Step5: click “Save” button to register the workflow control. 

 

     1.6. To view existing course follow these steps, 

Step1: click “view” button, list would appear with all available courses as in figure 1.2. 

 

 
    

Figure 1.2 
 

     1.7. To modify existing workflow follow these steps 

Step1: select menu interface and user to whom workflow control is to be modified. 

Step2: Popup message would appear for confirmation on modification. 

Step4: on confirmation, it would display the existing workflow with forwarding employees. 

Step5: Modify the existing workflow. 

Step7: click “modify” button to complete workflow control modification. 
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2. Asset Code Prefix 

 

     2.1. Intended Audience 

system administrator 

     2.2. Usage 

This centralized master interface records institution wise asset code prefix.  

     2.3. Menu Access  

Main Menu >> Purchase Installation & Masters >> Asset Code Prefix 

     2.4. Dependency 

none 

 

Figure 2.1. 

     2.5. To make a new entry follow these steps 

 Step1: enter asset code prefix 

            Step2: start serial no. from would display automatically, or user can give value. 

            Step3: click “Save” button to complete asset prefix code entry. 

 

    2.6. To modify asset code prefix follow these steps 

           Step1: asset code prefix allows modifying, till it has not been linked with office wise products.   
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           Step2: click on asset code prefix that can able to modify. 

           Step3: modify required fields to be modified. 

           Step4: click on “update” button to complete asset code prefix modifications. 
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3. Unit Of Measurement (UOM) Class 

 
     3.1. Intended Audience 

system administrator 

     3.2. Usage 

This centralized master interface records unit of measurement class common for all the 

institutions. 

     3.3. Menu Access  

Main Menu  >> Purchase Installation & Masters >> UOM Class. 

     3.4. Dependency 

none 
 

 
Figure 3.1. 

 

     3.5. To make a new entry follow these steps, 

Step1: enter unit of measurement class required to create. 

Step6: click “save” button to complete unit of measurement class creation. 
 

     3.6. To view existing product type follow these steps 

Step1: click “view/Modify” button, page would load with all unit of measurement class as 

shown in figure 3.2. 

Step2: click “Back” button, initial page would load are shown in figure 3.1. 
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Figure 3.2. 
 

     3.7. To modify existing unit of measurement class, follow these steps. 

Step1: click “view/Modify” button.  

Step2:  page would load with all unit of measurement class available as shown in  

figure 3.2. 

Step3: click a unit of measurement class in list to select it for modification. 

Step4: modify unit of measurement class. 

Step5: click “modify” button to complete unit of measurement class modification. 
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4. Unit Of Measurement (UOM) 

 
     4.1. Intended Audience 

system administrator 

     4.2. Usage 

This centralized master interface records unit of measurement common for all the 

institutions. 

     4.3. Menu Access  

Main Menu >> Purchase Installation & Masters >> UOM 

     4.4. Dependency 

UOM Class 
 

 
 

Figure 4.1. 
 

     4.5. To make a new entry follow these steps, 

Step1: select unit of measurement class. 

Step2: enter the unit of measurement name. 

Step3: enter conversion rate. 

Step4: click “save” button to complete unit of measurement entry. 
 

     4.6. To view existing unit of measurement these steps 

Step1: click “view” button,  page would load with all unit of measurements. 

     as shown in figure 4.2. 

            Step2: click “Back” button, initial page would load are shown in figure 4.1. 
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Figure 4.2. 
 
 
 

     4.7. To modify existing unit of measurement follow these steps. 

Step1: click “view/Modify” button.  

Step2:  page would load with all unit of measurement available as shown in figure 4.2. 

Step3: click a unit of measurement in list to select it for modification. 

Step4: modify required fields to be modified. 

Step5: click “modify” button to complete unit of measurement modification. 

 
 

5. Tax Master 

 
     5.1. Intended Audience 

system administrator 

     5.2. Usage 

This centralized master interface records tax common for all the institutions. 

     5.3. Menu Access  

Main Menu  >> Purchase Installation & Masters >> Tax Master. 

     5.4. Dependency 

none 
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Figure 5.1. 
 

     5.5. To make a new entry follow these steps, 

Step1: enter tax name required to create. 

Step2: click “save” button to complete tax entry. 
 

     5.6. To view existing tax follow these steps 

Step1: click “view” button,  page would load with all tax 

     as shown in figure 5.2. 

                  Step2:  click “Back” button, initial page would load are shown in figure 5.1. 

 

 
 

Figure 5.2. 
 

     5.7. To modify existing product type follow these steps. 

Step1: click “view/Modify” button.  

Step2:  page would load with all tax available as shown in figure 5.2. 

Step3: click a tax in list to select it for modification. 

Step4: modify tax. 

Step5: click “modify” button to complete tax modification. 
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6. Product Type Master 

 
     6.1. Intended Audience 

system administrator 

     6.2. Usage 

This centralized master interface records product type classification common for all the 

institutions. 

     6.3. Menu Access  

Main Menu  >> Purchase Installation & Masters >> Product Type Master. 

     6.4. Dependency 

none 
 

 
 

Figure 6.1. 
 

     6.5. To make a new entry follow these steps, 

Step1: enter product type name required to create. 

Step2: enter the product type code (if any) available. 

Step3: if required, select parent product type under which new product type is to be created. 

Step4: if required, select unit of measurement for the entered product type. 

Step5: select appropriate account head under which product type to be created. 

Step6: click “save” button to complete product type entry. 
 

     6.6. To view existing product type follow these steps 

Step1: click “view” button, list would appear with all product type  
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     as shown in figure 6.2. 

 

 
 

Figure 6.2. 
 

     6.7. To modify existing product type follow these steps. 

Step1: click “view” button.  

Step2: a list would appear will all product type available as shown in figure 6.2. 

Step3: click a product type in list to select it for modification. 

Step4: modify required fields to be modified. 

Step5: click “modify” button to complete product type modification. 
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7. Product Master 

 
     7.1. Intended Audience 

Purchase Requestor and System Administrator 

     7.2. Usage 

This interface enables users to create new product into e-Varsity. 

     7.3. Menu Access  

Main Menu >> Purchase Installation & Masters >> Product Master 

     7.4. Dependency 

Product Type Master 
 

 
 

Figure 7.1. 
 
     7.5. To make a new entry follow these steps, 

Step1: select product type from the list. 

Step2: enter product name to be created. 

Step3: if any, enter product code. 

Step4: select unit of measure for the product. 

Step5: if any, enter specifications for the product. 

Step6: click “save” button to complete product master entry.      
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7.6. To view existing products follow these steps 

Step1: select a product type from product type. 

Step2: click “view” button, list would appear with products available under selected 

product type as shown in figure 7.2. 

 

 
 

Figure 7.2. 
 

     7.7. To modify existing products follow these steps 

Step1: select a product type from product type list. 

Step2: click “view” button.  

Step3: a list would appear will all products available under selected product type as shown 

in figure 7.2. 

Step4: click a product in list to select it for modification. 

Step5: modify required fields to be modified. 

Step6: click “modify” button to complete product modification. 
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8. Office-wise Products 

 
     8.1. Intended Audience 

Purchase Requestor and System Administrator 

     8.2. Usage 

This interface enables users to create link between product and office and product and 

accounts  to user who access to respective offices. Only products linked with offices would be 

listed in all purchase flow i.e. purchase requisition, stock list etc.  

     8.3. Menu Access  

Main Menu  >> Purchase Installation & Masters >> Office wise Products.  

     8.4. Dependency 

Product Master, office wise account sub heads and asset prefix. 

 

 
 

 

Figure 8.1. 
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     8.5. To make a new entry follow these steps,  

Step1: select product type in which products to be linked is available. 

Step2: select product(s) to be linked with office and accounts 

Step3: select appropriate product category for the selected product(s). 

Step4: select appropriate account head for the selected product(s). 

Step5: select appropriate account sub head for the selected product(s). 

Step6: select appropriate asset prefix for the selected product(s), if product category is 

asset 

Step7: click “save” button to complete link of product to office, accounts and product 

category.  

 

     8.6. To view existing office wise products follow these steps 

Step1: click “view” button, list would appear with available products linked to the login 

office as shown in figure 8.2. 

Step2: enter product name to filter if available, else click search. All Products with filter 

product name entered would appear in list below 

 

 
 

 Figure 8.2. 
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9. Place Master 

 
     9.1. Intended Audience 

System administrator. 

     9.2. Usage 

This centralized master interface records place details.. 

     9.3. Menu Access  

Main Menu >> Purchase Installation & Masters >> Place Master. 

     9.4. Dependency 

none 
 

 
 

Figure 9.1. 
 

 

 

     9.5. To make a new entry follow these steps, 

Step1: select district name. 

Step2: enter the place name to be created. 

Step3: if any, enter place local name. 

Step4: select place type. 

Step5: if any enter pin code, STD code. 
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Step6: if required select head quarter flag. 

Step6: click “save” button to complete place master entry. 
 

     9.6. To view existing placename follow these steps 

Step1: click “view” button, page would load with place details.  

     as shown in figure 9.2. 

 

 
 

Figure 9.2. 
 

     9.7. To modify existing place name follow these steps. 

Step1: click “view” button.  

Step2: page would load with all places available as shown in figure 9.2. 

Step3: click a place name in list to select it for modification. 

Step4: modify required fields to be modified. 

Step5: click “modify” button to complete place master modification. 
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10. Supplier Master (Client Master) 

 
     10.1. Intended Audience 

Purchase Requestor and System Administrator 

     10.2. Usage 

This interface enables users to create new supplier and account sub head into e-

Varsity. 

     10.3. Menu Access  

Main Menu  >> Purchase Installation & Masters >> Supplier Master 

     10.4. Dependency 

Place Master 

 
 

Figure 10.1. 
 

     10.5. To make a new entry follow these steps, 

Step1: enter supplier first name. 

Step2: if any, enter supplier last name. 
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Step3: if any, enter contact person name and contact person designation 

Step3: enter supplier address. 

Step4: select supplier place from list. 

Step5: if any, enter supplier phone number, supplier email id, supplier website url, pan 

number, tin number and tan number. 

Step6: click “save” button to complete supplier master entry. 

 

10.6. To view existing products follow these steps 

Step1: click “view/modify” button, new interface would appear as shown in figure 10.2. 

Step2: enter supplier name to filter if available, else click search. All suppliers with filter 

supplier name entered would appear in list below. 

Step3: click “Back” button, initial page would load are shown in figure 10.1. 

 

 
 

 Figure 10.2. 
 

     10.7. To modify existing suppliers follow these steps 

Step1: click “view/modify” button, new interface would appear as shown in figure 10.2. 

Step2: enter supplier name to filter if available, else click search. All suppliers with filter 

supplier name entered would appear in list below. 

Step3: select any on the listed supplier to enable modification 

Step4: modify required fields to be modified. 

Step6: click “modify” button to complete supplier modification.
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11. Office-wise Suppliers 

 
     11.1. Intended Audience 

Purchase Requestor and System Administrator 

     11.2. Usage 

This interface enables users to create link between supplier and office. Only suppliers 

linked with offices would be listed in all purchase flow i.e. quotation received, purchase order 

etc.  

     11.3. Menu Access  

Main Menu  >> Purchase Installation & Masters >> Office wise Suppliers 

     11.4. Dependency 

Supplier Master and office wise account sub heads. 

 

 
 

Figure 11.1. 
 

     11.5. To make a new entry follow these steps, 

Step1: select supplier(s) to be linked with login office.  

Step2: click “save” button to complete link of supplier to office.  

 

     11.6. To view existing office wise products follow these steps 

Step1: click “view” button, list would appear with available suppliers linked to login office 

as shown in figure 11.2. 

 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 25 of 85  

 
 

Figure 11.2. 
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III   Purchase Transactions 
 

12. Purchase Request 

 
  Three provisions for generating purchase requisition 

      12.1. Purchase Request. 

      12.2. Purchase Request – Embed. Product Master. 

      12.3. Purchase Request – All Products.   

 

  12.1. Purchase Request 

     12.1.1. Intended Audience 

Purchase Requestor. 

     12.1.2. Usage 

This interface is used to raise a purchase requisition in e-Varsity ERP. 

     12.1.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Requisition. 

     12.1.4. Dependency 

Office wise Products. 
 

 

Step 2 
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Figure 12.1.1. 
      

 

Figure 12.1.2. 

 

12.1.5. To make a new entry follow these steps (Refer Figure 12.1.1 and 12.1.2), 

      Step1:  Enter the valid purchase requisition date, by default it would display current date.

      Step2:  To Add Product Details click “Add Product Details”  

Step1a: select product type. 

Step1b: select product for the product type. 

Step1c: enter quantity as per the unit of measurement. 

Step1d: if required, click the link “view product availability”, would appear     

available products for all office. 

Step1e: enter lead-time and expected receiving date. 

Step1f: if any, enter specifications for the product. 

Step1g: click “Add To List” to add product details in the list. 

Step3: select requesting division. 

Step4: enter delivery address. 

Step5: if any, enter identified suppliers and other remarks. 

Step6: select the employee to whom this requisition is to be forwarded. 

Step7: click “save” button to complete purchase requisition entry. 
 

                      

Step 1a 

Step 1b 

Step 1c 
Step 1d 

Step 1f 

Step 1e 

Step 1g 
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  12.2. Purchase Request – Embed. Product Master 

     12.2.1. Intended Audience 

Purchase Requestor. 

     12.2.2. Usage 

This interface is used to raise a purchase requisition in e-Varsity ERP. 

     12.2.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Request – Embed. Product Master. 

     12.2.4. Dependency 

Product Type Master. 

 

To make a new entry follow these steps (Refer Figure 12.1.1 and 12.2.1), 

      Step1:  Enter the valid purchase requisition date, by default it would display current date.

      Step2:  To Add Product Details click “Add Product Details”  

Step1a: select product type. 

Step1b: if any, enter product code. 

Step1c: enter product name to be created. 

Step1d: if any, enter specifications. 

Step1e: enter quantity. 

Step1f: select unit of measurement. 

Step1g: enter lead time. 

Step1h: enter expected receiving date 

Step1i: select product category. 

Step1j: select account head. 

Step1k: select account sub head. 

Step1l: select asset prefix (if product category is asset)). 

Step1m: click “Add To List” to add product details in the list. 

Step3: select requesting division. 

Step4: enter delivery address. 

Step5: if any, enter identified suppliers and other remarks. 

Step6: select the employee to whom this requisition is to be forwarded. 
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Step7: click “save” button to complete purchase requisition entry. 
 

 
 

Figure 12.2.1 
 
 

Step 1a 

Step 1b 

Step 1c 

Step 1d 

Step 1e 

Step 1f 

Step 1g 

Step 1h 

Step 1i 
Step 1j 

Step 1k 

Step 1l 

Step 1m 
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  12.3. Purchase Request – All Products 

     12.3.1. Intended Audience 

Purchase Requestor. 

     12.3.2. Usage 

This interface is used to raise a purchase requisition in e-Varsity ERP. 

     12.3.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Request – All Products. 

     12.3.4. Dependency 

Office wise Products. 

 

     12.3.5. To make a new entry follow these steps (Refer Figure 12.1.1 and 12.3.1), 

      Step1:  Enter the valid purchase requisition date, by default it would display current date.

      Step2:  To Add Product Details click “Add Product Details”  

Step1a: select product type. 

Step1b: select product for the product type. 

Step1c: enter quantity as per the unit of measurement. 

Step1d: enter lead-time and expected receiving date. 

Step1e: if any, enter specifications for the product. 

Step1f: click “Add To List” to add product details in the list. 

Step3: select requesting division. 

Step4: enter delivery address. 

Step5: if any, enter identified suppliers and other remarks. 

Step6: select the employee to whom this requisition is to be forwarded. 

Step7: click “save” button to complete purchase requisition entry. 
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Figure 12.3.1. 
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13. Purchase Request Approval 

 
     13.1. Intended Audience 

Principal, Dean, Director and Purchase Department. 

     13.2. Usage 

This interface is used to approve purchase requisition raised by the departments. 

     13.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Requisition Approval. 

     13.4. Dependency 

Purchase Requisition.  

 
Figure 13.1. 

 
     13.5. To make a new entry follow these steps, 

Step1: List shows the purchase requisition awaiting for approval.  

       click “approve” button to approve the purchase requisition in the corresponding 

row. 

Step2: click “reject” button to reject the purchase requisition in the corresponding row. 

Step3: click “view/modify” to view/modify the purchase requisition details (Refer Figure 

13.2) 

    Step 3a:  click “modify” button, which enables to modify quantity, lead-time, expected 

receiving date and specifications for the particular product. 
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   Step 3b: click “save” button to save requisition details for the product. 

        Step 3c:  click “exit” button does not allow to save the changes. 

   Step 3d: click “remove” button to remove the product. 

   Step 3e: clicking “back” button would let user to view purchase requisition list 

awaiting for approval.  

 

 

Figure 13.2. 
 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 34 of 85  

 
 

14. Quotation Initiation 

 
     14.1. Intended Audience 

Purchase Assistant and Head of the Department. 

     14.2. Usage 

This interface is used to initiate quotation process for one or more requested product 

from one or more purchase requisitions. 

     14.3. Menu Access  

Main Menu >>Purchase Transactions >> Quotation Process. 

     14.4. Dependency 

Purchase Requisition. 

 
 

Figure 14.1 
 

     14.5. To make a new entry follow these steps, 

Step1: select Quotation/Tender opening and closing date. 

Step2: select Quotation/Tender opening authority. 

Step3: if any, enter Quotation/tender venue 

Step4: if any, enter remarks of opening authority. 
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Step5: click “Add Product” button to add purchase requisition details (Refer Figure 14.2) 

    Step 5a:  select product. 

  Step 5b: select one or more purchase requisition listed for a product. 

  Step 5c: User can enter number of quantity to be process in the quotation.  

Quantity should not be less than 1 and quantity cannot be greater than total quantity. 

 Step 5d: if any, enter product specification. 

 Step 5e: click “Add To List” button to add the product for the quotation. 

 Step 5f: click “modify” button to modify the quotation quantity value. 

 Step 5g: click “cancel” button to remove from the list. 

                         Step 6: click “save” button to complete the quotation initiation process. 
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15. Quotation Received Details 

 
 

     15.1. Intended Audience 

Head of the Department and Purchase Assistant 

     15.2. Usage 

This interface is used to register the price details for the quotation received from the 

supplier. 

     15.3. Menu Access  

Main Menu >>Purchase Transactions >> Quotation Received Details.  

     15.4. Dependency 

Quotation Initiation 

 

 

Figure 15.1 

     15.5. To make a new entry follow these steps, 

Step1: click on the quotation list that would be listed. (Refer Figure 15.2) 

 Step1a: select supplier. 

 Step1b: enter supplier reference number. 

 Step1c: if any, enter terms and conditions. 

                       Step1d: check on the product from the product list. 

                       Step 1e:  enter rate per unit, discount per unit and tax details for the selected product.  
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                                     (The price details for the selected supplier would appear, if pre-quotation entry 

completed. Refer 15.6. )  

                       Step 1f: if required, enter description, amount and round off. 

                       Step 1g: click “save” button to save the quotation received details for the selected 

supplier. 

 
 

Figure 15.2. 
 

15.6. To Complete Pre – Quotation Entry 

      1. Supplier wise products 

      2. Pre – Quotation Entry  

 1. Supplier wise Products 

 15.6.1. To create supplier wise products, follow these steps, 

           Step1: select supplier name. 

           Step2: select product(s). 

           Step3: click “save” button to complete supplier wise products entry. 
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Figure 15.6.1. 

15.6.2. To view existing supplier wise products, follow these steps, 

Step1: select supplier name. 

Step2: click “view” button, a page would appear with supplier wise products available as 

shown in figure 15.6.2 

Step3: click “close” button, this page would unload. 

 

 

Figure 15.6.2. 

2. Pre Quotation - Entry 

15.6.3. To make Pre – Quotation Entry, follow these steps, 

Step1: select supplier name. 

Step2: select product  

Step3: enter rate/unit 

Step4: if any, enter discount/unit, tax details. 

 

Figure 15.6.3. 
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15.6.4. To view quotation template details, follow these steps, 

Step1: select supplier name. 

Step2: click “view” button, a page would appear with quotation template details as shown in 

figure 15.6.4. 

Step3: click “close” button, this page would unload. 

 

Figure 15.6.4. 
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16. Quotation Finalization 

 
 
     16.1. Intended Audience 

Dean, Purchase Department 

     16.2. Usage 

This interface is used to finalize the quotations, by finalizing a bidder, forward them to 

purchase department to approve the quotations. 

     16.3. Menu Access  

Main Menu >>Purchase Transactions >>Quotation Finalization 

     16.4. Dependency 

Quotation Received Details. 

 

 

 

Figure 16.1 

     16.5. To make quotation finalization, follow these steps, 

Step 1: List of Quotations waiting for approval will be listed (as shown in Figure 16.1) 

Step 2: To select a quotation click on respective row with reference to quotation reference 

number, quotation date etc.  On selection, quotation received details with comparative 

figures on various suppliers as well as products would be listed as show in figure 16.2.  

Step3: If any, enter approval remarks and click “approve” button. 

Step4: select forwarding employee  

                  Step5: click “Forward” button to forward to purchase officer. 
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Figure 16.2 
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17. Quotation Approval  

 
     17.1. Intended Audience 

Dean, Purchase Department 

     17.2. Usage 

 This interface is used to approve the quotations 

     17.3. Menu Access  

Main Menu >>Purchase Transactions >>Quotation Approval 

     17.4. Dependency 

Quotation Finalization 

 

                                             Figure 17.1. 

     17.5. To approve quotation follow these steps, 

Step 1: List of Quotations waiting for approval will be listed (as shown in Figure 17.1) 

Step 2: To select a quotation click on respective row with reference to quotation reference 

number, quotation date etc.  On selection, quotation received details with comparative 

figures on various suppliers as well as products would be listed as shown in figure 17.2.  

Step3: If any, enter approval remarks. 

Step4: Check on send back and select send back employee the click on “Send Back” button 

to complete interim approval. 

                  Step5: click “Approve” button to complete quotation approval. 

                  Step6: click “View Purchase Flow Details” to view the flow are shown in figure 17.3. 
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Figure 17.2. 
 

 
 

Figure 17.3. 
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18. Purchase Order Generation 

 
 Two provisions for generating purchase order,  

      18.1. Quotation purchase order generation and  

      18.2. Direct Purchase Order generation. 

 

  18.1. Quotation purchase order generation  

     18.1.1. Intended Audience 

Purchase Officer. 

     18.1.2. Usage 

This interface enables users to generate purchase order for the approved quotation.  

     18.1.3. Menu Access  

Main Menu  >> Purchase Transactions  >> Purchase Order 

     18.1.4. Dependency 

Quotation Approval 

 
 

 
 

Figure 18.1.1 
 

18.1.5. To generate purchase order for the quotation, follow these steps, 
 
      Step1:  Quotations waiting for purchase order generation are listed as shown in Fig 18.1.1. 

      Step2:  Click the required quotation, it will open another page which was shown in Fig: 18.1.2.  

                  Also the selected supplier of the quotation is displayed. Selected quotation details are 

displayed in the upper right and the products with amount quoted list are displayed in the bottom. 

       Step3: Enter delivery address. 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 45 of 85  

       Step4: Enter payment terms. 

       Step5: Enter Purchase terms. 

       Step6: Enter Purchase Order note and Copy to. 

       Step7: Enter deadline date for each product listed. 

       Step8: Click “Generate Order” button, to generate the purchase order for the quotation selected. 

       Step9: Click “Back” button, to load the initial page as shown in figure 18.1.1. 
 

 

 
 

Figure 18.1.2. 
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18.2. Direct Purchase Order generation 

 
     18.2.1. Intended Audience 

Purchase Officer 

     18.2.2. Usage 

This interface enables users to generate purchase order for the approved purchase 

requisition.  

     18.2.3. Menu Access  

Main Menu  >> Purchase Transactions  >> Direct Purchase Order 

     18.2.4. Dependency 

Purchase Requisition Approval 

 

 
 

     Figure 18.2.1. 
 
 

 
 

Figure 18.2.2. 
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18.2.5. To generate direct purchase order, follow these steps, 
 

Step1: Purchase Requisition approval list are listed as shown in Fig: 18.2.1. 
 
Step2: When click on a row, it will display the page as shown in Fig: 18.2.2. 
 
Step3: Purchase requisition details such as requisition date and requisition code are displayed 
in the top of the page. 
 
Step4: Reference no for purchase order is automatically generated. 
 
Step5: Select the supplier to whom the products are to be purchased.  

 
            Step6: Enter delivery address. 

            Step7: Enter payment terms. 

            Step8: Enter Purchase terms. 

            Step9: Enter Purchase Order note and Copy to. 

            Step10: Enter deadline date for each product listed. 

            Step11: Click Generate Order button, to generate the purchase order for the purchase 

requisition selected. 

            Step12: Click Back button, to load the initial page as shown in figure 18.2.1.  
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19. Gate Pass Generation 

 
 

     19.1. Intended Audience 

Purchase Department 

     19.2. Usage 

This interface is used to generate gate pass for the purchase order. 

     19.3. Menu Access  

Main Menu >>Purchase Transactions >> Gate Pass Generation 

     19.4. Dependency 

Quotation/Direct Purchase Order. 
 

           
 
       Figure 19.1. 
 

19.5. To make a new entry follow these steps 

Step1: enter purchase order number. 

Step2: click on “Submit” button to list purchase order details are shown in figure 19.2. 
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Figure 19.2. 

Step3: if any enter vehicle number, enter invoice number, enter received by and remarks. 

Step4: click on “Generate Gate Pass” to complete gate pass generation.  
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20. Goods Receipt Note (GRN) 

 
Following are the two different ways to generate GRN,  

            20.1. GRN without Gate pass. 

            20.2. GRN from Gate Pass. 

 

20.1. Goods Receipt Note (GRN without Gate pass) 

 
     20.1.1. Intended Audience 

Purchase Department, Stores In-charge and Head of the Department 

     20.1.2. Usage 

This interface is used to record details when goods received from the supplier. 

     20.1.3. Menu Access  

Main Menu >>Purchase Transactions >> Goods Receipt Note 

     20.1.4. Dependency 

Purchase Order. 
 

 

 
 

Figure 20.1.1. 
 

     20.1.5. To select the purchase order, follow these steps, 

Step1: enter from date and to date in which purchase order was issued. 

Step2: optional filter, select products/goods received. 

Step3: optional filter, select supplier name from whom goods received. 
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Step4: click “Go” button to view various purchase order list falling in the selected criteria. 
Step5: select purchase order from list to which goods were delivered. 
 
 
 

 
 

Figure 20.1.2. 
 
20.1.6. To make entry of goods received follow these steps, 

Step1: Enter invoice number, invoice date and delivery order number of goods 

received. 

Step2: Select receiving division from the list. 

Step3: Select the products received and user have option to change receiving quantity, 

price as received in bill and discount %. 

Step4: enter the warranty in months. 

Step5:  click “save” button to complete the goods received process.   
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20.2. GRN from Gate Pass 

 
           20.2.1. Intended Audience 

Purchase Department, Stores In-charge and Head of the Department 

           20.2.2. Usage 

This interface is used to record details when goods received from the supplier. 

           20.2.3. Menu Access  

Main Menu >>Purchase Transactions >> Goods Received Note.  

           20.2.4. Dependency 

                        Gate Pass 
 

 
 

Figure 20.2.1. 
 
20.2.7. To select gate pass follow these steps, 

Step1: enter from date and to date in which gate pass was generated. 

Step2: click “Generate”  button to view gate pass list falling in the selected criteria. 

Step3: select gate pass from list.  

                  Step4: It would display page as shown in Figure 20.1.2. 

 

20.2.8. To make entry of goods received follow these steps, 

Step1: Enter invoice number, invoice date and delivery order number of goods 

received. 

Step2: Select receiving division from the list. 
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Step3: Select the products received and user have option to change receiving quantity, 

price as received in bill and discount %. 

Step4: enter the warranty in months. 

Step5:  click “save” button to complete the goods received process.   
 
 
 
 

21. Goods Issue 

 
 

     21.1. Intended Audience 

Purchase Department 

     21.2. Usage 

This interface is used to issue the goods into e-Varsity. 

     21.3. Menu Access  

Main Menu >>Purchase Transactions >> Goods Issue.  

     21.4. Dependency 

Goods Receipt Note. 
 

 
 

Figure 21.1 
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    21.5. To make a new entry follow these steps, 

                  Step1: enter goods issue date. 

Step2: select requesting office. 

Step3: select requesting division, product list would appear. 

Step4: if any, enter remarks. 

Step4: select product. 

                  Step5: User can enter number of quantity to issue. Quantity should not be less than 1 and   

                  quantity cannot be greater than required quantity 

Step6: click “save” button to complete the goods issue process.   
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22. Posting to Accounts 

      

22.1. Intended Audience 

Accounts Officer. 

      22.2. Usage 

This interface enables users to post Purchase Order Journal for the amount entered to 

the accounts module. 

       22.3. Menu Access  

Main Menu  >> Purchase Transactions  >> Posting to Accounts 

       22.4. Dependency 

Purchase Order generation. 

 

 
 

Figure 22.1. 

 
    22.5. To Post the Purchased amount to accounts, follow these steps, 

 Step1: select supplier name, it lists goods received notes.           

            Step2: enter date. 

 Step3: enter narration. 

            Step4: select goods received note. 
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            Step5: click on link to view the Goods Received Note details. 

 Step6: click “ok” button, it loads the page as shown in Fig: 22.2.  

 
 

Figure 22.2. 

 
       Step7. Click’ save’ button, to complete the journal posting details. 

       Step8: click ‘Back’ button, initial page would load are shown in figure 22.1. 

 
 

23. Purchase Request Cancellation 

 
 

     23.1. Intended Audience 

Purchase Officer 

     23.2. Usage 

This interface has the provision to cancel the generated purchase request.  

     23.3. Menu Access  

Main Menu >> Purchase Transactions >> Cancellation>> Purchase Request 

Cancellation 

     23.4. Dependency 

Purchase Request. 
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Figure 23.1. 
 

 
23.5. To cancel the purchase requisition, follow these steps, 
 
       Step1:  Enter From date and To date, default current date 

Step2:  Click ‘Generate” button, it would list purchase requisition generated for the specified 

period.  

Step3: optional filters, select purchase request code. 

Step4: Click on purchase requisition to view purchase requisition product details are shown 

in figure 23.2. 

Step5: if any, enter reason for close. 

 Step6: Click ‘Manual Close’ button, to cancel the purchase requisition. 
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24. Quotation Cancellation 

 
     24.1. Intended Audience 

Purchase Officer 

     24.2. Usage 

This interface has the provision to cancel the Quotations.  

     24.3. Menu Access  

Main Menu  >> Purchase Transactions  >> Quotation Cancellation. 

     24.4. Dependency 

Quotation Initiation/Quotation Received/Quotation Finalization /Quotation Approval 

 
 

Figure 24.1. 
 

24.5. To cancel the quotation, follow these steps, 
 
       Step1:  Enter From date and To date, default current date 

Step2:  Click ‘Generate” button, it would list quotations generated for the specified period.  

Step3: optional filters, select quotation reference number, authority. 

Step4: Click on quotation to view quotation details  

Step5: if any, enter reason. 

 Step6: Click ‘Manual Close’ button, to cancel the quotation. 
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25. Purchase Order Cancellation 

 
     25.1. Intended Audience 

Purchase Officer. 

     25.2. Usage 

This interface has the provision to cancel the generated purchase order.  

     25.3. Menu Access  

Main Menu  >> Purchase Transactions  >> Purchase Order Cancellation. 

     25.4. Dependency 

Purchase Order 
 

 
 

Figure 25.1. 

 
 

Figure 25.2. 

 
25.5. To cancel the generated purchase order, follow these steps, 
 
       Step1:  Purchase order generated for the quotations are listed as shown in figure 25.1. 

Step2:  Click ‘View’ button to view the product details of the selected purchase order. The  

 purchase order product details are shown in fig: 25.2. 

 Step3: Click ‘Cancel’ button, to cancel the purchase order selected. 
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26. Previous Date Cancellation Rights 

 
 

     26.1. Intended Audience 

Purchase Department 

     26.2. Usage 

This interface allows the user to cancel GRN and/or Goods Issue for the specified 

period.  

     26.3. Menu Access  

Main Menu >> Purchase Transactions >> Cancellation >> Previous Date 

Cancellation Rights 

     26.4. Dependency 

none 

 
 

 

Figure 26.1. 
 

26.2. To make previous date cancellation rights entry, follow these steps, 

       Step1:  select menu name. 

               Step2: select employee name. 

               Step3: enter from date and to date, by default current date. 

Step4:  Click ‘Save” button, to complete previous date cancellation rights entry.  
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27. GRN Cancellation 

 
 

     27.1. Intended Audience 

Purchase Officer 

     27.2. Usage 

This interface has the provision to cancel the goods received note.  

     27.3. Menu Access  

Main Menu >> Purchase Transactions >> GRN Cancellation 

     27.4. Dependency 

Goods Receipt Note. 

 

 
 

Figure 27.1. 
 
 

 
 

27.2. To cancel the GRN, follow these steps, 

       Step1:  Enter From date and To date, default current date 

Step2:  Click ‘Generate” button, it would list goods receipt notes generated for the specified 

period.  

Step3: optional filters, select grn code, suppliers, status. 

Step4: Click on grn to view grn details. 

 Step5: Click ‘Cancel’ button, to cancel the grn. 
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28.  Goods Issue Cancellation 

 
     28.1. Intended Audience 

Purchase Officer 

     28.2. Usage 

This interface has the provision to cancel the goods issue. 

     28.3. Menu Access  

Main Menu >> Purchase Transactions >> Stock Issue Cancellation 

     28.4. Dependency 

Goods Issue 

 

 

Figure 28.1. 

 

Figure 28.2. 
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28.5. To cancel the Goods Issue, follow these steps, 
 
       Step1:  Enter From date and To date, default current date 

Step2:  Click ‘Generate” button, it would list goods issues generated for the specified period.  

Step3: optional filters, select from divisions, to divisions. 

               Step4: Click on one row to view goods issue details are shown in figure: 28.2. 

 Step5: Click ‘Cancel’ button, to cancel the goods issue. 
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29. Purchase Return 

 
 

     29.1. Intended Audience 

Purchase Department 

     29.2. Usage 

This interface is used to return the goods into e-Varsity. 

     29.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Return 

     29.4. Dependency 

 Goods Issue 
 

 
 
      Figure 29.1. 
 
     29.5. To make a new entry follow these steps, 

Step1: if any, enter purchase return remarks. 

Step2: select supplier name. 

Step3: select product, enter quantity to be returned. 

Step4: click “save” button to save the purchase return entry. 
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30. Purchase Return Approval 

 
     30.1. Intended Audience 

Purchase Department 

     30.2. Usage 

This interface is used to approve the purchase return into e-Varsity. 

     30.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Return Approval. 

     30.4. Dependency 

 Purchase Return 
 

 
 

Figure 30.1 
 

    30.5. To Approve the Purchase Return follow these steps, 
         

Step1: click “approve” button to approve the purchase return. 

Step2: click “reject” button to reject purchase return. 

Step3: click “view” button to view the purchase return. 
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IV. Purchase Reports 
 

31. Purchase Requisition 

 
 

     31.1. Intended Audience 

  All Users 

     31.2. Usage 

This interface is used to list purchase requisition list and purchase requisition details 

for a specified period for all users. 

     31.3. Menu Access  

                All User  Main Menu >>Purchase Reports >>Purchase Requisition Report 
 

     31.4. Dependency 

 Purchase Requisition 
 
 

 
 

Figure 31.1 
 

      31.5. To view the Purchase Requisitions follow these steps, 

 Step1: Enter “From Date” and “To Date”, by default current date. 
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 Step2: Click “Generate” button, this would list all purchase requisitions generated in the 

period. 

 Step3: To view further details of purchase requisition as shown in figure 31.2 click on row  

Respective to purchase requisition code and requesting division etc.  
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32. Comparative Statement 

 
 

     32.1. Intended Audience 

  All Users 

     32.2. Usage 

This interface is used to generate comparative statement from quotations received. 

     32.3. Menu Access  

Main Menu >>Purchase Reports >>Comparative Statement 

     32.4. Dependency 

 Quotation Received Details. 
 

 
 

Figure 28.1. 
 
32.5. To view the Comparative Statement, follow these steps, 

 Step1: List of quotations received would be listed as shown in figure 32.1. 

            Step2: Comparative statement would be listed as shown in figure 32.2. On clicking a row 

respective to quotation reference number and department etc. 
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33. Quotation Report 

 
 

     33.1. Intended Audience 

  All Users 

     33.2. Usage 

This interface is used to view Quotation list and quotation details report 

     33.3. Menu Access  

Main Menu >>Purchase Reports >>Quotation Report 

     33.4. Dependency 

 Quotation Received Details 
 

 
 

Figure 33.1. 

    33.5. To view Quotation Report follow these steps 

             Step1: enter quotation from date and to date, by default current date. 

             Step2: click on “Generate” button, it would lists quotations generated in the specified period. 

             Step3: optional filters, select quotation reference number, authority, status. 

             Step4: click on quotation to view quotation details. It would display as shown in figure 33.2. 
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Figure 33.2 

 
 
 
 
 
 

34. Purchase Order Report 

    
Tow provisions to view purchase order report 

34.1. Purchase Order Report for login Office 

34.2. Purchase Order Report for All Office 

 
34.1. Purchase Order Report for login Office 

     34.1.1. Intended Audience 

  All Users 

     34.1.2. Usage 

This interface is used to view purchase order list and purchase order details.  

     34.1.3. Menu Access  

                      Main Menu >>Purchase Reports >>Purchase Order Report 

     34.1.4. Dependency 

                  Purchase Order 
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Figure 34.1.1. 
 

     34.1.5. To view purchase order report, follow these steps 

              Step1: enter from date and to date, by default current date. 

              Step2: click on “Generate” button, to list purchase orders generated in the specified period. 

              Step3: click on one row to view purchase order details are shown in figure 34.1.2. 
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34.2. Purchase Order Report for All Office 

     34.2.1. Intended Audience 

  All Users 

     34.2.2. Usage 

This interface is used to view purchase order list and purchase order details for all 

office.  

     34.2.3. Menu Access  

                      Main Menu >>Purchase Reports >> All Purchase Order Report 

     34.2.4. Dependency 

                  Purchase Order 

 
 

 
 
 
 
 

Figure 34.2.1.  
 

     34.1.5. To view purchase order report for all office, follow these steps 

              Step1: enter from date and to date, by default current date. 

              Step2: click on “Generate” button, to list purchase orders generated in the specified period. 

              Step3: optional filters, select institution name, purchase order code, supplier, status. 

              Step3: click on one row to view purchase order details are shown in figure 34.1.2. 
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35. Gate Pass Report 

 
     35.1. Intended Audience 

  All Users 

     35.2. Usage 

This interface is used to view Gate Pass list and Gate Pass details list. 

     35.3. Menu Access  

Main Menu >>Purchase Reports >>Gate Pass Report 
 

     35.4. Dependency 

 Gate Pass Generation 
 

 
 

Figure 35.1. 
 

      35.5. To view Gate Pass Note follow these steps 

               Step1: enter from date and to date, by default current date. 

               Step2: click on “Generate” Button to list gate pass generated in the specified period. 

               Step3: click on one row to view gate pass details.  
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36. Goods Recevied Note (GRN) Report 

 
 

   Two Provisions to view GRN Report 

36.1. Goods Received Note(GRN) Report 

36.2. GRN – Product wise 

 

36.1.  Goods Received Note(GRN) Report 

 
     36.1.1. Intended Audience 

  All Users 

     36.1.2. Usage 

This interface is used to view Goods received list and goods received details list. 

     36.1.3. Menu Access  

Main Menu >>Purchase Reports >>GRN Report 
 

     36.1.4. Dependency 

 Goods Received Note. 
  

 
 

Figure 36.1.1. 
 

      36.1.5. To view Goods Receipt Note, follow these steps 

               Step1: enter from date and to date, by default current date. 

               Step2: click on “Generate” Button to list goods received notes generated in the specified 

period. 

              Step3: optional filters, select grn code, supplier, status. 

              Step4: click on one row to view goods received details. 
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36.2.  GRN  - Product Wise 

     36.2.1. Intended Audience 

  All Users 

     36.2.2. Usage 

This interface is used to view goods received details list. 

     36.2.3. Menu Access  

Main Menu >>Purchase Reports >>GRN – Product wise 
 

     36.2.4. Dependency 

 Goods Received Note. 
 

      36.2.5. To view GRN – Product Wise details, follow these steps 

               Step1: enter from date and to date, by default current date. 

               Step2: if required, select product name, supplier name. 

               Step3: click on “Generate” Button to list goods received notes generated in the specified 

period for the selected product, supplier. 

              Step5: click on one row to view goods received details are shown in figure 36.1.2. 

  

 

 
Figure 36.2.3. 
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37. Goods Issue Report 

 
 Two Provisions to view Goods Issue Report 

37.1. Goods Issue Report 

    37.2. Goods Issue – Product wise 

 

  37.1. Goods Issue Report 
 

     37.1.1. Intended Audience 

  All Users 

     37.1.2. Usage 

This interface is used to view goods issue and goods issue details list. 

     37.1.3. Menu Access  

Main Menu >>Purchase Reports >>Goods Issue Report 
 

     37.1.4. Dependency 

                        Goods Issue 
 

 
 

Figure 37.1.1. 
 

37.1.5.  To view Goods Issue Details follow these steps 

Step1: enter from date and to date, by default current date. 

Step2: click on “Generate” button, it would list goods issues. 

Step3: select from divisions and to divisions to filter goods issues. 

               Step4: click on one row to view goods issue details. 
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37.2. Goods Issue – Product wise 
 

     37.2.1. Intended Audience 

  All Users 

     37.2.2. Usage 

This interface is used to view goods issue details list. 

     37.2.3. Menu Access  

Main Menu >>Purchase Reports >>Goods Issue- Product wise 
 

     37.2.4. Dependency 

                        Goods Issue 
 

37.2.5. To view Goods Issue Details follow these steps 

Step1: Enter from date and to date, by default current date. 

Step2: if required, select product name, from division, to division. 

Step2: click on “Generate” button, it would list goods issue details. 

 

 
 

Figure 37.2.1. 
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38. Stock List Report 

 

     38.1. Intended Audience 

  Stores In-charge, Purchase Officer and Head of the Department 

     38.2. Usage 

This interface is used to view stock list and stock details list. 

     38.3. Menu Access  

Main Menu >>Purchase Reports >>Stock Report 
 

     38.4. Dependency 

 Goods Received Note, Goods Issue 
 

 

Figure 38.1. 
 
 

38.5. To view stock details follow these steps, 

Step1: enter from date and to date, by default current date. 

Step2: click on “Generate” button to view stock details. 

Step3: select division to filter division wise stock details. 

Step4: click on one row, it would list product wise stock details. 
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39. Purchase Journal Report 

 
 

     39.1. Intended Audience 

  All Users 

     39.2. Usage 

This interface is used to view purchase journal list and purchase journal details list. 

     39.3. Menu Access  

Main Menu >>Purchase Reports >>Purchase Journal 
 

     39.4. Dependency 

Purchase Journal 
 

 
 

Figure 39.1. 
 

      39.5. To view Goods Receipt Note, follow these steps 

               Step1: Enter from date and to date, by default current date. 

               Step2: Click on “Generate” Button to list purchase journal details generated in the specified 

period. 

              Step3: click on one row to view voucher details as shown in figure 39.2. 

              Step4: click “view” button to view purchase journal details are shown in figure 39.3. 
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40. Purchase Order Product Price Difference 

 
 

     40.1. Intended Audience 

  Stores In-charge, Purchase Officer and Head of the Department 

     40.2. Usage 

This interface is used to view purchase order product price list and grn purchase order 

product price details list. 

     40.3. Menu Access  

Main Menu >>Purchase Reports >>Price Diff. Report – P.O 
 

     40.4. Dependency 

 Purchase Order 
 

 

Figure 40.1. 
 

40.5. To view purchase order product price details follow these steps, 

Step1: enter from date and to date, by default current date. 

Step2: click on “Generate” button to list purchase order product price difference. 

Step3: click on one row to view purchase order details are shown in figure 40.2.  
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Figure 40.2. 
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41. GRN Product Price Difference 

 

     41.1. Intended Audience 

  Stores In-charge, Purchase Officer and Head of the Department 

     41.2. Usage 

This interface is used to view grn product price list and grn product price details list. 

     41.3. Menu Access  

Main Menu >>Purchase Reports >>Price Diff. Report - GRN 
 

     41.4. Dependency 

 Goods Received Note 
 

 

Figure 41.1. 
 

41.5.  To view grn product price details follow these steps, 

Step1: enter from date and to date, by default current date. 

Step2: click on “Generate” button to view GRN product price difference. 

Step3: click on one row to view goods receipt note details are shown in figure 41.2.  
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42. Undelivered Products Report 

 

     42.1. Intended Audience 

  Stores In-charge, Purchase Officer and Head of the Department 

     42.2. Usage 

This interface is used to view undelivered products. 

     42.3. Menu Access  

Main Menu >>Purchase Reports >>Undelivered Products Report 
 

     42.4. Dependency 

Purchase Order. 
 

 

Figure 42.1. 
 

42.5. To view undelivered product details follow these steps, 

Step1: enter from date and to date, by default current date. 

Step2: click on “Generate” button to undelivered product details. 
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43. Asset Register 

 

     43.1. Intended Audience 

  Stores In-charge, Purchase Officer and Head of the Department 

     43.2. Usage 

This interface is used to view asset register details. 

     43.3. Menu Access  

Main Menu >>Purchase Reports >>Asset Register 
 

     43.4. Dependency 

Goods Receipt Note 
 

 

Figure 43.1. 
 

43.5. To view asset register details follow these steps, 

Step1: enter from date and to date, by default current date. 

Step2: click on “Generate” button to view division wise asset details. 

Step3: click on division to view product details. 
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I Workforce Masters 
 

1. Division Type 

 
 Intended Audience 

        HR Manager 

 Usage 
        This centralized master interface records Division Type. 

 Menu Access  
        Main Menu >>Workforce >> Master>> Workforce Masters >> Division 

Type 

 Dependency 
        None 

 

 

 To create Division Type follow steps below 

1) Enter Division Type required to create. 

2) Click “Save” button to complete Division Type. 
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2. Division 
 

 Intended Audience 

         HR Manager 

 Usage 

         This centralized master interface records Division. 

 Menu Access  

         Main Menu >>  Workforce >> Master>> Workforce Masters >> Division    

 Dependency 

         Division Type 

 

 To create Division follow steps below 

1)  Select Division Type from the list. 

2)  Enter Division for the selected Division Type. 

3)  Enter Division Short Name. 

4)  Click “Save” button to complete Division Type. 

5)  Click “View” button to view the existing Divisions. 
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3. Office Division  

 
 Intended Audience 

        HR Manager 

 Usage 
        This centralized master records office wise division for this institution. 

 Menu Access  
        Main Menu >>  Workforce >> Master>> Workforce Masters >> Office 

Divisions 

 Dependency 
         Division 
 

 
 

 To link Office wise Division follow steps below 

1) Select the Division to assign for the selected office. 

2) Click “Save” button to link the division to the office. 

3) Click “View” button to view the existing divisions for the particular 

Office. 
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4. Designation 
 

 Intended Audience 
        HR Manager 
 

 Usage 
        This centralized master interface records Designation. 

 Menu Access  
        Main Menu >>  Workforce >> Master>> Workforce Masters >> Designation    

 Dependency 
         None 

 

 To create Designation follow steps below 

1) Enter Designation required to create. 

2) Enter Short Designation. 

3) Click “Save” button to complete Designation Master. 

4) Click “View” button to view the existing Designations. 
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5) Employee Category 
 

 Intended Audience 
        HR Manager 

 Usage 
         This interface enables users to create Employee Category. 

 Menu Access  
        Main Menu >>  Workforce >> Master>> Workforce Masters >> Employee 

Category 

 Dependency 
         None 

 

 To create Employee Category  follow steps below 

1) Enter Employee Category required to create. 

2) Click “Save” button to complete Employee Category. 

3) Click “View” button to view the existing Employee Category. 
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4) Employee Details 
 

 Intended Audience 
         HR Manager 

 Usage 
         This interface enables users to update Employee Details.  

 Menu Access  
         Main Menu >>  Workforce >> Master>> Workforce Masters >> Employee 

Details 

 Dependency 
         Employee Master 

 To create Employee Details  follow steps below 

1) Select Employee from the list to modify or view the details. 

2) Enter and select all the mandatory details required. 

3) The Employee Status would display as Active or Inactive depends on the 

Employee Resignations. 

4) Click “Update” button to update the Employee Details. 
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6)   Category Wise Employees  

 

 Intended Audience 
                     HR Manager 

 Usage 
        This interface enables users to assign Category Wise Employees 

 Menu Access  
         Main Menu >>  Workforce >> Master>> Workforce Masters >> Category 
Wise Employees 

 Dependency 
          Employee Master, Employee Category. 

 To make entry on Category wise Employees  follow steps below 

1) Select Employee Category from the list. 

2) Select the Employees for the selected Employee Category. 

3)  Click “Save” button to complete Category wise Employees. 
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7)   EPF Master 

 

 Intended Audience 
        HR Manager 

 Usage 
        This interface enables users to create EPF. 

 Menu Access  
         Main Menu >>Workforce >>Master>>Workforce Masters >> EPF Master 

 Dependency 
          None 

 To make entry on  EPF Master  follow steps below 

1) Enter Establishment Code. 

2) Enter Employer Contribution 1and Employer Contribution 2. 

3) Enter P.F Account Bank. 

4) Click “Save” button to complete EPF Master. 

5) Click “View” button to view the records. 
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8) EPF Account Number Entry 
 

 Intended Audience 
        HR Manager 

 Usage 
        This interface enables users to create EPF Account Number. 

 Menu Access  
         Main Menu >>Workforce >> Master>> Workforce Masters >> EPF 
Account Number Entry 

 Dependency 
          Employee Master 

 

 To make entry on  EPF Account Number Entry  follow steps below 

1) Enter Employee Name from the list. 

2) Enter EPF Account Number for the selected Employee. 

3) Select the Open Date for the EPF Account. 

4) Click “Save” button to complete EPF Account Number Entry. 
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9)   EPF Pension Account Close 

 

 Intended Audience 
         HR Manager 

 Usage 
        This interface enables users to close the EPF Pension Account.  

 Menu Access  
         Main Menu >> Workforce >> Master>> Workforce Masters >> EPF 
Pension Account Close 

 Dependency 
          Employee Master 
 

 

 To make entry on  EPF Pension Account Close  follow steps below 

1) Enter Employee Name from the list. 

2) Click “Account Close” button to close the EPF Pension for the 

employee. 
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10)  Bank Account No Entry 

 

 Intended Audience 
                    HR Manager 

 Usage 
                This interface enables users to create Employee Wise Bank Accounts.  

 Menu Access  
                 Main Menu >> Workforce >> Workforce Masters >> Bank Account No 

Entry                                                                        

 Dependency 
           Bank Master, Employee Master 

 To make entry on Employee Wise Bank Accounts 

1) Select Office Salary Account Sub Head from the list. 

2) Select Employees Salary Bank Name from the list. 

3) Select Employee Name from the list. 

4) Enter Bank Account No. for the employee. 

5) Select Open Date for the Bank Account. 

6) Click “Save” button to complete Employee wise Bank Accounts. 
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II. Payroll Masters 

11) Pay Component Group 

 

 Intended Audience 
        HR Manager 

 Usage 
                  This interface enables users to create Pay Component Group.  

 Menu Access  
         Main Menu >> Workforce >> Master>>  Payroll Masters >> Pay 

Component Group 
 

 Dependency 
          None 

 
 

 To make entry on Pay Component Group follow steps below 

1) Enter Pay Component Group Name. 

2) Enter Pay Component Group Short Name. 

3) Click “Save” button to complete Pay Component Group. 
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12) Pay Component 

 
 Intended Audience 

        HR Manager 
 Usage 
              This interface enables users to create Pay Component.  
 Menu Access  

        Main Menu >> Workforce >>Master>> Payroll Masters >> Pay Component  
 Dependency 

        Pay Component Group. 
 

 To make entry on Pay Component  follow steps below 

1) Enter Pay Component Name. 

2) Enter Pay Component Short Name. 

3) Enter Pay Component Description.  

4) Select Pay Component Group from the list. 

5) Enter Display Format. 

6) Click “Save” button to complete Pay Component. 
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13)  Pay Type 

 
 
 Intended Audience 

       HR Manager 

 Usage 
                 This interface enables users to create Pay Type.  

 Menu Access  
        Main Menu >> Workforce >>Master>> Payroll Masters >> Pay Type 

 Dependency 
        None 

 
 To make entry on Pay Type  follow steps below 

1) Enter Pay Type required to create. 

2) Click “Save” button to complete Pay Type. 

3) Click “View” button to view the existing Pay Type. 
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14) Pay Structure 

 

 Intended Audience 
        HR Manager 
 

 Usage 
               This interface enables users to create Pay Structure.  
 
 Menu Access  

         Main Menu >> Workforce >>Master>> Payroll Masters >> Pay Structure 
 

 Dependency 
         Pay Type, Pay Component, Pay Component Group 
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15) Office Wise Pay Structure 
 

 Intended Audience 
        HR Manager 
 

 Usage 
               This interface enables users to assign Office Wise Pay Structure.  
 
 Menu Access  

        Main Menu >> Workforce >>Master>> Payroll Masters >>Office Wise Pay 
Structure 

 
 Dependency 

          Pay Structure 

 
 To make entry on Office wise Pay Structure  follow steps below 

1) Select the Office from the list. 
(List of Pay Structure would appear) 

2) Select the Pay Structure to assign. 
3) Click “Save” button to complete Office Wise Pay Structure. 
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16) Employee Wise Pay Structure 

 

 Intended Audience 
         HR Manager 
 

 Usage 
               This interface enables users to assign Employee Wise Pay Structure.  
 
 Menu Access  

          Main Menu >> Workforce >>Master>> Payroll Masters >>Employee Wise 
Pay Structure 

 
 Dependency 

           Pay Structure, Employee Master. 
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17) Employee Wise Pay Component 

 

 Intended Audience 
        HR Manager 
 

 Usage 
               This interface enables users to assign Pay Component for employees.  
 
 Menu Access  

          Main Menu >> Workforce >>Master>> Payroll Masters >>Employee Wise 
Pay Component 
 

 Dependency 
                              Pay Structure, Pay Component 

 

 To make entry on Employee Wise Pay Component follow steps below 

1) Select Pay Structure from the list. 

2) Select Pay Component from the list. 

3) Select the employees for the selected pay components. 

4) Click “Save” button to complete Employee Wise Pay Component. 
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18) Pay Period 
 

 Intended Audience 
        HR Manager 
 

 Usage 
               This interface enables users to create Pay Period.  
 
 Menu Access  

         Main Menu >> Workforce >>Master>> Payroll Masters >>Pay Period 
 

 Dependency 
                Pay Type 

 
 
 To make entry on Pay Period follow steps below 

1) Select Pay Type from the list. 

2) Enter Pay Period required to create. 

3) Select From Date and To Date. 

4) No. of day would appear based on From Date and To Date. 

5) Click “Save” button to complete Pay Period. 

6) Click “View” button to view existing Pay Periods. 
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19) Employee Family Member Details 
 
 Intended Audience 

        HR Manager 
 

 Usage 
               This interface used to record family member details of employee. 
 
 Menu Access  

         Main Menu >> Workforce >>Master>> Employee Family Member Details 
 

 Dependency 
                Employee Master 
 
 

 
 
 To make entry on Employee Wise Family Details 

1) Select Employee Name from the list. 

2) Enter Relative Name for the selected employee. 

3) Select the Relation of the relative name. 

4) Select Date of Birth. 

5) Click “Add To List” button to add the details in the list. 

6) Click “Save” button to complete Employee Wise Family Details. 
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20) Employee Wise Pay Ledger Link 
 

 Intended Audience 
        HR Manager 
 

 Usage 
               This interface used to create Employee Wise Pay Ledger Link. 
 
 Menu Access  

         Main Menu >> Workforce >>Master>> Employee Wise Pay Ledger Link 
 

 Dependency 
      Employee Pay Structure Link, Ledger Creation Form. 
 

 
 

 To make entry on Employee Wise Pay Ledger Link 
 

1) Select the Pay Structure from the list. 

2) Select the Pay Component from the list. 

3) Select Employee Name from the list. 

4) Select Ledger Name from the list. 

5) Click “Save” button to complete Employee Wise Pay Ledger Link. 
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III. Transaction 

21) Multiple Employees Fixed Due Entry 

 

 Intended Audience 
        HR Manager 
 

 Usage 
        This interface enables the users to enter Fixed Due Entry for multiple 

employees. 
 

 Menu Access  
         Main Menu >>Workforce >>  Transaction >> Multiple Employees Fixed 

Due Entry 
 

 Dependency 
         Pay Structure, Pay Component, Employee Pay Structure Link. 
 
 

 
 

 To make entry on Employee Fixed Amount Entry follow steps below 
 

1) Select the Pay Structure –Pay Component from the list. 

2) Enter New Value for the employees. 

3) Use Tab Key to save the values. 
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22) Employee Wise Fixed Due Approval 

 

 Intended Audience 
                      HR Manager 

 Usage 
        This interface enables user to Approve Multiple Employees Fixed Due Entry. 

 Menu Access  
        Main Menu >> Workforce >>  Transaction >> Employee Wise Fixed Due 

Approval 

 Dependency 
        Multiple Employees Fixed Due Entry  

 To approve Multiple Employees Fixed Due Approval follow steps below 

1) Select Pay Structure – Pay Component from the list 

2) List of employees waiting for approval for the selected pay component 

would appear. 

3) Select the employees for approval. 

4) Click “Approve” button to approve the Fixed Due. 

5) Click “Reject” button to reject the Fixed Due. 
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23) Employee Wise Dynamic Due Entry 

 
 Intended Audience 

        HR Manager / HR Executive 
 

 Usage 
        This interface enables users to enter Dynamic Due Employee Wise. 
 

 Menu Access  
         Main Menu >>  Workforce >>  Transaction >> Employee Wise Dynamic 

Due Entry 
 

 Dependency 
          Pay Structure, Pay Component 

 To make entry on Employee wise Dynamic Due Entry 

1) Select Pay Structure / Pay Component from the list. 

2) Select the Due Date.(date should be within the pay period) 

3) Enter the new value for the employees. 

4) Use Tab Key for Save. 

 
 
 

 

 

 

 



 
Workforce – User Manual 
 

Firstline Infotech Pvt. Ltd., (Confidential) Page 29 
 

24) Employee wise Dynamic Due Approval 

 
 Intended Audience 

        HR Manager 
 Usage 

        This interface enables user to Approve Employee wise Dynamic Due. 
 

 Menu Access  
         Main Menu >>  Workforce >>  Transaction >> Employee Wise Dynamic 
Due Approval 
 

 Dependency 
          Employee wise Dynamic Due Entry 
 

 
 To approve Dynamic Due Entry follow steps below 

1) Select Pay Structure / Pay Component from the list. 

2) Select the employees to Approve or Reject. 

3) Click “Approval” button to approve the record. 

4) Click “Reject” button to reject the record. 
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25) Automatic Periodic Due 
 

 Intended Audience 
       HR Manager 
 

 Usage 
       This interface enables users to post Automatic Periodic Due. 
 

 Menu Access  
        Main Menu >>Workforce>> Transactions >>Automatic Periodic Due 

Posting 
 

 Dependency 
         Pay Structure, Pay Component, Employee Master 

 
 
 
 
 

 To make entry on Automatic Periodic Due Posting  follow steps below 
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1) Select Pay Structure from the list. 

2) Select Pay Component from the list. 

3) Select Employee Name from the list. 

4) Select the Due months. 

5) Enter Total Due Amount and No. of Dues. 

6) Enter Current Due Number. 

7) Enter Due Amount and Amount Collected so far. 

8) Click “Save” button to complete Automatic Periodic Due Posting. 
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26) Loss of Pay Days  
 
 Intended Audience 

        HR Manager 
 

 Usage 
        This interface enables users to enter LOP Days. 
 

 Menu Access  
         Main Menu >>Workforce>> Transactions >>LOP Days 
 

 Dependency 
         Pay Structure, Pay Period, Division, Employee Category 
 

 
 To make entry on LOP follow steps below 

 
1) Select the Pay Structure from the list. 
2) Select Pay Period from the list. 
3) Select the Division and Employee Category. 
4) Enter No. of Days for the employees. 
5) Use Tab key for saving the details. 
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27) Stop Salary 

 
 Intended Audience 

        HR Manager 
 Usage 

        This interface enables user to stop the Salary from the particular date. 
 

 Menu Access  
         Main Menu >>Workforce >> Transactions >>Stop Salary 
 

 Dependency 
          Employee Master, Stop Salary Type 
 

 
 
 
 

 To make entry on Stop Salary follow steps below 

1) Select the Employee Name from the list to stop the salary. 
2) Select the Stop Date. 
3) Select the Stop Salary Type from the list. 
4) Click “Save” button to Employee Stop Salary. 
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28) Employee Re-join 

 
 Intended Audience 

        HR Manager 
 

 Usage 
        This interface enables users to rejoin the Employees. 
 

 Menu Access  
        Main Menu >> Workforce >>Transactions >> Employee Rejoin 
 

 Dependency 
        Stop Salary 
 

 To rejoin the Employee follow steps below 

1)  Select the Employee Name from the list. 

2) Re-Joining Office & Current Status of the employee. 

3) Select Rejoin Data. 

4) Select the option Yes or No for the Experience Calculation.  
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29) Employee ID Card 

 
 

 Intended Audience 
        HR Manager 
 

 Usage 
        This interface enables users to rejoin the Employees. 
 

 Menu Access  
        Main Menu >> Workforce >>Transactions >> Employee ID Card 
 

 Dependency 
        Employee Master 
 

 To print Employee ID Card follow steps below 
 

1) Select the Employee Name from the list. 

2) Select Valid Up to from the list. 

3) Click “Add Photo” link to update photo. 

4) Click “Print ID Card” button to print Employee ID Card. 
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30) Payroll Process 

 
 Intended Audience 

        HR Manager 
 

 Usage 
       This interface enables user to Process Payroll. 
 

 Menu Access  
        Main Menu >>Workforce >>Transactions >> Payroll Process 
 

 Dependency 
         Fixed Entry Approval, Dynamic Entry Approval 
 

 To make entry on Process Payroll follow steps  below  

1) Select Pay Structure from the list. 

2) Select Pay period from the list. 

3) Select Employee  Category from the list. 

4) Select the employees to process salary. 

5) Click “Process” button to complete Process Payroll. 
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31) Payroll Approval 

 
 Intended Audience 

        HR Manager 

 Usage 
        This interface enables users to Approve Payroll. 

 Menu Access  
        Main Menu >>Workforce >>Transactions >> Payroll Approval 

 Dependency 
         Payroll Process 

 To make Payroll Approval follow steps below 

1) Select Pay Structure from the list. 

2) Select Pay Period from the list. 

3) Select the Employee Category. 

4) Select the Employees for approving the Payroll. 

5) Click “Approve” button to complete the Payroll Approval. 
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32) Pay Slip Configuration 
 

 Intended Audience 
        HR Manager 

 Usage 
        This interface used to configure the Pay Slip. 

 Menu Access  
        Main Menu >>Workforce >>Transactions >> Pay Slip Configuration 

 Dependency 
         Payroll Process 

 

 To Configure Pay Slip follow steps below 

1) Select the Division from the list. 

2) Click “Load Employees” to list the employees. 

3) Enter the values (1 or 0) if pay slip required or not. 
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33) Employee wise Cheque Detail 

 

 Intended Audience 
        HR Manager 

 Usage 
        This interface is used to record cheque details of employee. 

 Menu Access  
        Main Menu >>Workforce >>Transactions >> Employee Wise Cheque Detail 

 Dependency 
         Payroll Process 

 

 To make entry on Employee wise Cheque details follow steps below 

1) Select the Pay Structure from the list. 

2) Select Pay Period from the list. 

3) Select Bank Account from the list. 

4) Select Cheque Issue Date. 

5) Enter the cheque no. for the employee. 

6) Use Tab Key for saving the record. 
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34) Salary Posting 

 

 Intended Audience 
        HR Manager 

 Usage 
        This interface is used to post the salary to accounts.  

 Menu Access  
        Main Menu >>Accounts >> Transactions >> Salary Posting 

 Dependency 
         Payroll Process 

 

 To post Salary to accounts follow steps below 

1) Select Posting Date. 

2) Select Pay Period from the list. 

3) Click “Select” button for processing salary posting. 

4) Click “Post Salary” button to post salary in accounts. 
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IV. Reports 

35) List of Employees 
 
 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view details of employees.  

 Menu Access  
        Main Menu >>Workforce >> Reports>> List of Employees 

 Dependency 
    Employee Master 
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36) Acquittance Roll – A4 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Acquaintance Roll-R4 report  

 Menu Access  
        Main Menu >>Workforce >> Reports>> Acquittance Roll – R4 

 Dependency 
  Payroll Process 
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37) Acquittance Roll – Lengthy 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Acquaintance Roll- Lengthy report  

 Menu Access  
        Main Menu >>Workforce >> Reports>> Acquittance Roll – Lengthy 

 Dependency 
  Payroll Process 
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38) Automatic Periodic Due View 

 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view Automatic Periodic Due report  

 Menu Access  
        Main Menu >>Workforce >> Reports>> Automatic Periodic Due View 

 Dependency 
  Payroll Process 
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39) Employee wise Dynamic Amount 

 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view Employee wise Dynamic Amount report  

 Menu Access  
        Main Menu >>Workforce >> Reports>> Employee wise Dynamic Amount  

 Dependency 
  Payroll Process 
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40) Automatic Periodic Due Detailed View 

 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view Automatic Periodic Due Detailed View report. 

 Menu Access  
        Main Menu >>Workforce Reports>> Automatic Periodic Due Detailed View 

 Dependency 
  Payroll Process 
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41) Employee wise Pay Details 

 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view Employee wise Pay Details.  

 Menu Access  
        Main Menu >>Workforce >> Reports>> Employee wise Pay Details 

 Dependency 
  Payroll Process 
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42) Employee ESI Report 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Employee ESI Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>> Employee ESI Report 

 Dependency 
  Payroll Process 
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43) Employee ESI Half Yearly Report 

 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view Employee ESI Half Yearly Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>> Employee ESI Half Yearly Report 

 Dependency 
  Payroll Process 
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44) Establishment Report 

 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view Establishment Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>> Establishment Report 

 Dependency 
  Payroll Process 
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45) Festival Advance Report 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Festival Advance Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Festival Advance Report 

 Dependency 
  Payroll Process 
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46) Monthly TDS Deduction Summary 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Monthly TDS Deduction Summary.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Monthly TDS Deduction Summary 

 Dependency 
  Payroll Process 
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47) Single Pay Component Report 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Single Pay Component Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Single Pay Component Report 

 Dependency 
  Payroll Process 
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48) Multiple Pay Component Report 

 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view Multiple Pay Component Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Multiple Pay Component Report 

 Dependency 
  Payroll Process 
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49) Bank Statement 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Bank Statement of salary details.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Bank Statement 

 Dependency 
  Bank Account No. Entry 
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50) Employee Stop Salary Report 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to employee stop salary details.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Employee Stop Salary Report 

 Dependency 
  Bank Account No. Entry 
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51) Printing Pay Slip  
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to print pay slip.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Printing Pay Slip 

 Dependency 
  Payroll Approval 
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52) Salary Difference Report 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Salary Difference Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Salary Difference Report 

 Dependency 
  Payroll Process 
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53) Cash Statement 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view salary details of Cash Statement.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Cash Statement 

 Dependency 
  Payroll Process 
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54) Loss of Pay Report 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view loss of pay report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Loss of Pay Report 

 Dependency 
  Loss of Pay Entry 
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55) Salary Abstract Report 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Salary Abstract report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Salary Abstract Report 

 Dependency 
  Payroll Process 
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56) View Pay Details 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Salary details.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>View Pay Details 

 Dependency 
  Payroll Process 
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57)  IT Statement 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view IT Statement.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>IT Statement 

 Dependency 
  Payroll Process 
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58) Salary Register 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Salary details.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Salary Register 

 Dependency 
  Payroll Process 
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59) Professional Tax Report 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Professional Tax Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Professional Tax Report 

 Dependency 
  Payroll Process 
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60) Employee Details Report 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Employee Details Report.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Employee Details Report 

 Dependency 
     Employee Master 
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61) Pf Statement 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view PF Statement.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>PF Statement 

 Dependency 
     Process Payroll 
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62) Automatic Periodic Due Abstract 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Automatic Periodic Due Abstract.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Automatic Periodic Due Abstract 

 Dependency 
     Process Payroll 
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V. Personnel Management Transaction 
 

63) Employee Hierarchy 

 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used in the process of ordering the employee.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Employee Hierarchy 

 Dependency 
     Employee Master  

 

 

 

 To make entry on Employee Hierarchy follow steps below 
 

1) Select Employee Category from the list. 
2) Select Division from the list. 
3) Click “Generate” button to list the employees for the selected division. 
4) Enter Hierarchy No. for the corresponding employee. 
5) Use TAB key for saving the record. 
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64) Employee Posting 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to transfer Employee office.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Employee Posting 

 Dependency 
     Employee Master  
 

 

 

 To make entry on Employee Posting follow steps below 
 

1) Select Employee Name for Employee Posting. 
2) Select the Effective Date. 
3) Select Office and Division from the list. 
4) Select Posting Office and Posting Division from the list. 
5) Click “Save” button to complete Employee Posting. 
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65) Employee Posting Approval 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to approve the Employee Posting.  

 Menu Access  
        Main Menu >>Workforce >> Reports>>Employee Posting Approval 

 Dependency 
     Employee Posting  

 

 To make entry on Employee Posting follow steps below 
 

1) Select Employee for Employee Posting Approval. 
2) Click “Approve” button to complete Employee Posting Approval. 
3) Click “Reject” button to reject the Employee Posting. 
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VI. Tax Declaration 

66) Tax Declaration 

 
 Intended Audience 

        Administrator 

 Usage 
        This interface is used in the process of Tax Declaration 

 Menu Access  
        Main Menu >>Tax Declaration>>Tax Declaration 

 Dependency 
     None  

 

 
 

 To make entry on Tax Declaration follow steps below 
 

1) Select the Office from the list. 
2) Select Financial Year. 
3) Select Start Date and End Date. 
4) Click “Save” button to complete Tax Declaration. 
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67) Tax Declaration Controller 
 Intended Audience 

        Administrator 

 Usage 
        This interface is used to declare the tax details for the login employees. 

 Menu Access  
        Main Menu >>Tax Declaration>>Tax Declaration Controller 

 Dependency 
     None  
 

 

 To make entry on Tax Declaration follow steps below 
 

1) Enter the necessary details for Tax Declaration. 
2) Click “Declare” button to declare Tax Declaration. 
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68) Employee wise Tax Declaration 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to declare the tax details for individual employees 

 Menu Access  
        Main Menu >>Tax Declaration>>Employee wise Tax Declaration 

 Dependency 
     None  
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69) IT Posting - Multiple 
 Intended Audience 

        Administrator 

 Usage 
        This interface is used to declare the tax details for individual employees 

 Menu Access  
        Main Menu >>Tax Declaration>>IT Posting - Multiple 

 Dependency 
     None  
 

 

 To make entry on IT Computation follow steps below 
 

1) Select the Financial from the list for processing IT Computation. 
2) Select Pay Structure from the list. 
3) Select Pay Period Upto. 
4) Click “Load IT Details” to the details of employees. 
5) Enter TDS Amount to be deducted Per Months. 
6) Click “Save IT Posting” to complete IT Computation. 
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70) Form 16 Preparation 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used in the preparation of Form 16. 

 Menu Access  
        Main Menu >>Tax Declaration>>Form 16 Preparation 

 Dependency 
     None  
 

 

 To make entry on Form 16 Preparation  follow steps below 
 

1) Select the Financial Year and Pay Period. 
2) Enter Challan Identification Number if required. 
3) Click “Generate” button to load the employee details. 
4) Modify the Tax Paid if required. 

 

  



 
Workforce – User Manual 
 

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

71) Tax Declaration Report 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to view Tax Declaration report. 

 Menu Access  
        Main Menu >>Tax Declaration>>Tax Declaration Report 

 Dependency 
     Tax Declaration 
 

 

 To generate Tax Declaration Report  follow steps below 
 

1) Select the Financial Year. 

2) Click “Generate” button to generate Tax Declaration Report. 
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72) TDS 24Q 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to generate TDS 24Q. 

 Menu Access  
        Main Menu >>Tax Declaration>>TDS 24Q 

 Dependency 
     Tax Declaration 

 

 

 To generate TDS 24Q Report  follow steps below 
 

1) Select the Financial Year. 

2) Select Pay Period from the list. 

3) Click “Generate” button to generate TDS 24Q. 
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73) TDS Printing 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to print TDS. 

 Menu Access  
        Main Menu >>Tax Declaration>>TDS Printing 

 Dependency 
     Tax Declaration 

 

 

 To print TDS Printing  follow steps below 
 

1) Select the Financial Year and Pay Structure. 

2) Select Pay Period and Employee Cateogory. 

3) Click “Load TDS Employees” button to display employees. 

4) Select the employees and click “Print TDS” button for TDS Printing. 
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74) FORM 16 Part B Annexure 
 

 Intended Audience 
        Administrator 

 Usage 
        This interface is used to print TDS. 

 Menu Access  
        Main Menu >>Tax Declaration>>FORM 16 Part Annexure 

 Dependency 
     Form 16 Preparation 
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 To print Form 16  follow steps below 
 

1) Select the Financial Year and Employee Name. 

2) Click “Generate” button to view Employee wise Form 16. 
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75) Annexure II Report 
 Intended Audience 

        Administrator 

 Usage 
        This interface is used to view and print Annexure II Report. 

 Menu Access  
        Main Menu >>Tax Declaration>> Annexure II Report 

 Dependency 
     Form 16 Preparation 

 

 

 To view Annexure II print  follow steps below 
 

1) Select the Financial Year from the list. 

2) Click “Generate” button to view Annexure II. 

 


