Indira Gandhi Delhi Technical University for Women
Kashmere Gate, Delhi-110006

Guidelines
for
Faculty

Examination Division

IGDTUW, Kashmere Gate, Delhi-110006



Document Preparation/Revisions Summary

Version 1.0

24" August, 2017 Prof. R.K. Singh
Ms. Charu Gupta, Assistant Professor,
Deptt. of IT




Table of Contents

Sl Description Page No.
No.

1 Introduction 2

2 Important Points to be noted by the Faculty 2

3 Examination Portal 2

i) Faculty Registration: 2

ii) Semester Registration 3

iii) | Submission of Internal Assessment 3

iv) | Revision in Internal Marks 4

V) Manage Account 4

Guidelines for Faculty Page No. 1/4



Faculty

1.0  Introduction
Faculty members play an important role in a student and examination life cycle. Students are
required to be evaluated by the faculty through two minor exams and faculty assessment. After
the completion of each minor exam, marks are to be displayed to the students as per the
requirement of Academic Calendar. To facilitate student and faculty interaction with respect to the
evaluation of internal assessment of each student the process of awarding internal assessment
marks have been automated so as to facilitate both student and faculty.

2.0 Important Points to be noted by the Faculty

(i) All faculty members are required to be registered in the examination portal only once for
the creation of faculty account.

(ii) All faculty members are required to be registered in the examination portal every semester
for the subjects (Theory, Practical, Studio, NUES etc.) being taught by them.

(iii) It is requested to the faculty members to submit and freeze the marks for the minor-|,
minor-1l, minor-Ill (if applicable) alongwith faculty assessment well in time as per the
Academic Calendar so as to enable the students to view their marks.

(iv) It is requested that a duly signed print copy of the award list for internal assessment be
submitted in the examination division well before the start of end-semester examination.

3.0 Examination Portal

To facilitate the smooth conduct of the Examination related activities, every faculty is required to
register once in the Examination Portal for creation of the faculty profile. Thereafter faculty is
required to register every semester for the papers being taught by him/her. This will enable the
faculty to get the students’ list who have been registered for the specific papers being taught by
him/her. The Examination Portal provides the following facilities/features to the faculty through
various tabs:-

(1) Faculty Registration:
First Time Registration :
Each faculty (including visiting faculty) is required to register first time using his/her
official e-mail id in the igdtuw domain. On first time registration the faculty is required
to have a soft copy of his/her photograph and signature that will be required to be
uploaded during registration. The registration process is briefed below:

(i)  Onthe university website, go to Examination tab. Click on the Examination Portal link.

(i)  Onthe home page of the Examination Portal go to the tab “Faculty Registration”.

(iii) Fill the required information in the faculty registration form. Upload the photograph (less
than 60Kb) and signature(less than 20 kb). Faculty members are requested to use their
official e-mail id in the portal as this id will be used for all future correspondence from the
examination division.

(iv) Please carefully note the user id, password, security question and the answer filled during
the registration. You are advised not to share the vital information to anyone to avoid the
misuse of your account.
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(v)  On submission of the registration form a welcome e-mail will be sent on the registered e-
mail id stating the user-id and password for future reference. You can change your
password anytime by using the security question and answer using the “forgot password”
from the home page or “change password” from the faculty account.

(2) Semester Registration

i) Every faculty member is required to register every semester for the papers (Theory and
Practical) allotted to him/her by going to the tab “Register Papers” in the faculty home page.
Please note that in case of teaching a part of the class (especially in practical subjects and for
theory subjects where class is divided into sections), faculty member is required to select the
group “yes” and then choose starting and ending enroliment no (both inclusive).

ii) After registration of the subject faculty can view the list of the regular students who have
registered for the paper.

iii) Faculty can remove the paper if inadvertently registered for the un-allotted paper. Please note
that if a subject has been registered by a faculty it will not be offered to the other faculty for
the same class/ group.

(3) Submission of Internal Assessment

i) As per the academic calendar, faculty is required to submit the Minor 1 and Minor 2 marks by
specific dates. The submission of the marks for minor 1 and minor 2 are open only for specific
duration as defined in the academic calendar. On submission of the marks in the Exam Portal
by the faculty, students can view their marks in their profile.

ii) Submission of marks in the Examination Portal is a two stage process. In the first stage faculty
is required to enter the marks by selecting the tab “Enter Marks”. After entry of marks faculty
must freeze the marks entered for the subject by clicking on the “submit marks” tab.

iii) The complete process for submission of marks is in the Examination Portal is detailed below:

(i)  Onthe faculty home page, select the tab “Register Papers”.

(ii) Please select the “Enter Marks” link mentioned against the subject.

(iii) A page will be opened displaying the list of the students and text box for entering the
marks against each student.

(iv) Please note that the students who have not appeared in the paper are already marked
absent. In case of any discrepancy, faculty may send an e-mail on
support.exam@igdtuw.ac.in for addressal of the problem.

(v) For practical/NUES/ dissertation/ summer training/ Project/faculty assessment, student
can be marked absent by entering “-1” (minus 1) in the marks column. (Please note that
“-1” is a marker for absentee and not treated as deduction in marks). On submission of
marks, such students will shown as “AB” in the award list.

(vi) After entering the marks for the subject, faculty is required to submit the marks by
clicking on “Submit Marks” link, duly filled in award list will be displayed. Please verify
and press the “Final Marks Submit” button available at the bottom of the award list.
This step is mandatory for the final submission of marks. Please note that students will
be able to view the marks only after the final submission of marks.

(vii) The same procedure shall be followed for the Minor 2, Minor 3 (for absentee students

duly approved by HoD on the examination portal).
Faculty assessment for 10 marks will be available only after final submission (freezing)
of Minor exam marks by the faculty.

=

(viii
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(ix) After submission and freezing of Minor 1, Minor 2, Minor 3 (if applicable) and faculty
assessment, faculty is required to print the complete award list out of 40 marks or as
applicable according to Examination Scheme.

(x) The hard copy of the final award list duly signed by both the faculty and HoD must be
submitted in the Examination division on or before the last teaching day of the
semester. Please note that the hard copy of the award list be printed using “Internal
Marks” link available against each subject [after the freezing of Minor 1, Minor 2, Minor
3 (if applicable) and faculty assessment]. The status of the receipt of final award list for
the subject in the Examination Division will be reflected in the HoD account and faculty
account against that subject.

(4) Revision in Internal Marks:

After final submission (freezing) of the marks on the Examination Portal, faculty cannot edit the
marks submitted. Under special circumstances if it is essential to revise the marks for any student,
a feature has been provided on the examination portal to get the marks unfreeze by clicking on link
“Unfreeze Request” and a form will be opened for specifying the requirement for “Unfreeze”. After
submitting the unfreeze request the HoD must be contacted by the concerned faculty for accepting
the unfreeze request. The HoD while unfreezing will specify the time in hours(maximum 24 hours)
for updating the marks by the faculty. Please note that on expiry of the stipulated time, the faculty
will not be able to edit the marks. After editing the marks due to Unfreeze request, the faculty must
submit the / freeze the marks so that revised marks get reflected in student’s account. This will not
be possible after submission of the award list in hard copy in the Examination Division.

Please note that unfreezing shall not be allowed by the HOD after submission of print copy duly
signed by the faculty and HOD in the examination division.

(5) Manage Account:
(i) Faculty can change password by using security question and answer chosen by him/her at
the time of registration.
(ii) Faculty can also edit their profile by going to the tab “edit profile”.
(iii) All notifications related to the examination activities automated through examination
portal are available under the tab “notifications”.
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1.0

2.0

3.0

Faculty

Introduction

Faculty members play an important role in a student and examination life cycle. Students are
required to be evaluated by the faculty through two minor exams and faculty assessment. After
the completion of each minor exam, marks are to be displayed to the students as per the
requirement of Academic Calendar. To facilitate student and faculty interaction with respect to the
evaluation of internal assessment of each student the process of awarding internal assessment
marks have been automated so as to facilitate both student and faculty.

Important Points to be noted by the Faculty

(i) All faculty members are required to be registered in the examination portal only once for
the creation of faculty account.

(ii) Allfaculty members are required to be registered in the examination portal every semester
for the subjects (Theory, Practical, Studio, NUES etc.) being taught by them.

(iii) It is requested to the faculty members to submit and freeze the marks for the minor-I,
minor-Il, minor-IIl (if applicable) alongwith faculty assessment well in time as per the
Academic Calendar so as to enable the students to view their marks.

(iv) It is requested that a duly signed print copy of the award list for internal assessment be
submitted in the examination division well before the start of end-semester examination.

Examination Portal

To facilitate the smooth conduct of the Examination related activities, every faculty is required to
register once in the Examination Portal for creation of the faculty profile. Thereafter faculty is
required to register every semester for the papers being taught by him/her. This will enable the
faculty to get the students’ list who have been registered for the specific papers being taught by
him/her. The Examination Portal provides the following facilities/features to the faculty through
various tabs:-

(1) Faculty Registration:

First Time Registration :
Each faculty (including visiting faculty) is required to register first time using his/her
official e-mail id in the igdtuw domain. On first time registration the faculty is required
to have a soft copy of his/her photograph and signature that will be required to be
uploaded during registration. The registration process is briefed below:

(i) Onthe university website, go to Examination tab. Click on the Examination Portal link.

(i)  Onthe home page of the Examination Portal go to the tab “Faculty Registration”.

(iii)  Fill the required information in the faculty registration form. Upload the photograph (less
than 60Kb) and signature(less than 20 kb). Faculty members are requested to use their
official e-mail id in the portal as this id will be used for all future correspondence from the
examination division.

(iv) Please carefully note the user id, password, security question and the answer filled during
the registration. You are advised not to share the vital information to anyone to avoid the
misuse of your account.
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(v) Onsubmission of the registration form a welcome e-mail will be sent on the registered e-
mail id stating the user-id and password for future reference. You can change your
password anytime by using the security question and answer using the “forgot password”
from the home page or “change password” from the faculty account.

(2) Semester Registration

i) Every faculty member is required to register every semester for the papers (Theory and
Practical) allotted to him/her by going to the tab “Register Papers” in the faculty home page.
Please note that in case of teaching a part of the class (especially in practical subjects and for
theory subjects where class is divided into sections), faculty member is required to select the
group “yes” and then choose starting and ending enrollment no (both inclusive).

ii) After registration of the subject faculty can view the list of the regular students who have
registered for the paper.

iii) Faculty can remove the paper if inadvertently registered for the un-allotted paper. Please note
that if a subject has been registered by a faculty it will not be offered to the other faculty for
the same class/ group.

(3) Submission of Internal Assessment

i) As per the academic calendar, faculty is required to submit the Minor 1 and Minor 2 marks by
specific dates. The submission of the marks for minor 1 and minor 2 are open only for specific
duration as defined in the academic calendar. On submission of the marks in the Exam Portal
by the faculty, students can view their marks in their profile.

ii) Submission of marks in the Examination Portal is a two stage process. In the first stage faculty
is required to enter the marks by selecting the tab “Enter Marks”. After entry of marks faculty
must freeze the marks entered for the subject by clicking on the “submit marks” tab.

iii) The complete process for submission of marks is in the Examination Portal is detailed below:

(i)  On the faculty home page, select the tab “Register Papers”.

(ii) Please select the “Enter Marks” link mentioned against the subject.

(iii) A page will be opened displaying the list of the students and text box for entering the
marks against each student.

(iv) Please note that the students who have not appeared in the paper are already marked
absent. In case of any discrepancy, faculty may send an e-mail on
support.exam@igdtuw.ac.in for addressal of the problem.

(v) For practical/NUES/ dissertation/ summer training/ Project/faculty assessment, student
can be marked absent by entering “-1” (minus 1) in the marks column. (Please note that
“-1"is a marker for absentee and not treated as deduction in marks). On submission of
marks, such students will shown as “AB” in the award list.

(vi) After entering the marks for the subject, faculty is required to submit the marks by
clicking on “Submit Marks” link, duly filled in award list will be displayed. Please verify
and press the “Final Marks Submit” button available at the bottom of the award list.
This step is mandatory for the final submission of marks. Please note that students will
be able to view the marks only after the final submission of marks.

(vii) The same procedure shall be followed for the Minor 2, Minor 3 (for absentee students
duly approved by HoD on the examination portal).

(viii) Faculty assessment for 10 marks will be available only after final submission (freezing)
of Minor exam marks by the faculty.
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(ix) After submission and freezing of Minor 1, Minor 2, Minor 3 (if applicable) and faculty
assessment, faculty is required to print the complete award list out of 40 marks or as
applicable according to Examination Scheme.

(x)  The hard copy of the final award list duly signed by both the faculty and HoD must be
submitted in the Examination division on or before the last teaching day of the
semester. Please note that the hard copy of the award list be printed using “Internal
Marks” link available against each subject [after the freezing of Minor 1, Minor 2, Minor
3 (if applicable) and faculty assessment]. The status of the receipt of final award list for
the subject in the Examination Division will be reflected in the HoD account and faculty
account against that subject.

(4) Revisionin Internal Marks:

After final submission (freezing) of the marks on the Examination Portal, faculty cannot edit the
marks submitted. Under special circumstances if it is essential to revise the marks for any student,
a feature has been provided on the examination portal to get the marks unfreeze by clicking on link
“Unfreeze Request” and a form will be opened for specifying the requirement for “Unfreeze”. After
submitting the unfreeze request the HoD must be contacted by the concerned faculty for accepting
the unfreeze request. The HoD while unfreezing will specify the time in hours(maximum 24 hours)
for updating the marks by the faculty. Please note that on expiry of the stipulated time, the faculty
will not be able to edit the marks. After editing the marks due to Unfreeze request, the faculty must
submit the / freeze the marks so that revised marks get reflected in student’s account. This will not
be possible after submission of the award list in hard copy in the Examination Division.

Please note that unfreezing shall not be allowed by the HOD after submission of print copy duly
signed by the faculty and HOD in the examination division.

(5) Manage Account:
(i) Faculty can change password by using security question and answer chosen by him/her at
the time of registration.
(ii) Faculty can also edit their profile by going to the tab “edit profile”.
(iii) All notifications related to the examination activities automated through examination
portal are available under the tab “notifications”.
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Workflow for Faculty for Management of Faculty Assessment and Student Attendance
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ATTENDANCE MANAGEMENT MODULE
This module manages the marking of Attendance by the Faculties for the students they
teach in various course and papers. Attendance is taken into three phases: before
Minor |, before Minor Il and before Final Assessments. A timed window is opened by
the Administrator for marking the Attendance of students. After approval from HoD’s
Internal Assessment of marks is shown to the Students on the System.

Faculty Enter the attendance of the Students they teach by providing the total number
of lectures taken and lectures attended by the students. At the end of Session, HoD’s
can detain students on the basis of their attendance provided by the faculties. Students
can view their attendance in phases after the approval by HoD’s.

SCREEN NAME : Student Attendance Screen
RESPONSIBILITY : Display the current semester attendance details of the student.
S INDIRA GANDHI DELHI TECHNICAL UNIVERSITY FOR WOMEN

(Established by Govt. of NCT of Delhi under Act 9 of 2012)
EXAMINATION PTPORTAL

HOME DISPLAY PAPERS | ATTENDE ri RESULTS ADMIT CARD NOTIFICATIONS

4 =

CURRENT SEMESTER ATTENDANCE

1.  MCA 202 Computer Graphics and Multimedia Technologies Yet To Submit Yet To Submit Yet To Submit Yet To Calculate
2. MCA 204 Network Security Yet To Submit Yet To Submit Yet To Submit Yet To Calculate
3.  MCA 206 Theory of Computation Yet To Submit Yet To Submit Yet To Submit Yet To Calculate
4.  MCA 208 Cloud Computing Yet To Submit Yet To Submit Yet To Submit ‘Yet To Calculate
5. | MCA 210 Business Intelligence Yet To Submit Yet To Submit Yet To Submit Yet To Calculate
6. MCA 252 Computer Graphics and Multimedia Technologies Lab Yet To Submit Yet To Submit Yet To Submit Yet To Calculate
7.  MCA 254 Network Security Lab Yet To Submit Yet To Submit Yet To Submit Yet To Calculate
8. MCA 256 Business Intelligence Lab Yet To Submit Yet To Submit Yet To Submit Yet To Calculate
9. | MCA 258 Cloud Computing Lab Yet To Submit Yet To Submit Yet To Submit Yet To Calculate

Total percentage of Attendance in the Current Semester to be calculated

Copyright ® IGDTUW

IGDTUW - EXAMINATION DIVISION

Fig. STUDENT ATTENDANCE SCREEN
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SCREEN NAME : Faculty Mark attendance Screen
RESPONSIBILITY : After registration for papers faculty input number of lectures scheduled and
taken paper wise and submit through this screen.

>

INDIRA GANDHI DELHI TECHNICAL UNIVERSITY FOR WOMEN
(Established by Govt. of NCT of Delhi under Act 9 of 2012)
EXAMINATION PORTAL

HOME  REGISTER PAPERS R LUL€Np= .UM UPDATEPROFILE  NOTIFICATIONS

ﬂWELOOME RUET M = CHANGE PASSWORD LoGouT

ENTER ATTENDENCE FOR CURRENT SEMESTER PAPERS

8. No. Programme Session  Paper Students Till Minor | Till Minor Il Till External Exams

MCA 158 STUDENT | geeule Lecture : IU_ Schedule Lectures : IU_ Schedule Lectures : I[J_

LIST
Semester System

1. MCAIT Anaiysis and 00104092014 ' L ectures Taken : ’0_ Lectures Taken : ’0_ Lectures Taken : ’0_
Design lab To
LRI RE I ENTER ATTENDENCE ENTER ATTENDENCE ENTER ATTENDENCE
MCA 158 STE'::_NT Schedule Lecture : IU_ Schedule Lectures : IU_ Schedule Lectures : I[J_
Semester System
2 MeArT 2 | Analysisand 03104092014 | ectures Taken : IU_ Lectures Taken : IU_ Lectures Taken : I[J_
Design lab To
LUENEAC R ENTER ATTENDENCE ENTER ATTENDENCE ENTER ATTENDENCE
MCA 110 STE:;:_NT Schedule Lecture : IU_ Schedule Lectures : IU_ Schedule Lectures : I[J_
Semester System
3. MCAIT 00104092014 . . .
Analysis and T Lectures Taken : [0_ Lectures Taken : [0_ Lectures Taken : [0_
Design

EIEEFUCRR ENTER ATTENDENCE ENTER ATTENDENCE ENTER ATTENDENCE

Fig. FACULTY ATTENDANCE SCREEN

SCREEN NAME : Faculty attendance submission Screen
RESPONSIBILITY : After registration for papers faculty input and submit the internal
attendance of students through this screen.
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INDIRA GANDHI DELHI TECHNICAL UNIVERSITY FOR WOMEN
(Established by Govt. of NCT of Delhiunder Act 9 of 2012)
EXAMINATION PORTAL

HOME REGISTER PAPERS MARK ATTENDANCE UPDATE PROFILE NOTIFICATIONS

: [ LT - CHANGE PASSWORD LoGouT

ENTER ATTENDENCE TILL MINOR I : MCA 158 System Analysis and Design lab

No. Of Lectures Should Be Conducted : 12

S. No. Enroliment No. Student Name No. Of Lectures Taken Attendance
i, 00104092014 JYOTSNA PANWAR 10 [7_
23 00204092014 MANPREET KAUR SAYAL 10 ’7_
3. 00304092014 SHAIVYA AGGARWAL 10 ’7_
4, 00404092014 PRITIKA GOYAL 10 ’7_
5. 00504092014 SAKSHI GARG 10 [7_
6. 00604092014 SWATI JAIN 10 [7_
T, 00704092014 NANCY SAINI 10 [7_
8. 00804092014 SANYA KHURANA 10 [7_

SUBMIT ATTENDENCE !

Copyright © IGDTUW

IGDTUW - EXAMINATION DIVISION

Fig. FACULTY ATTENDANCE SUBMISSION SCREEN
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FACULTY REGISTRATION & MARKS ENTRY MODULE VERSION 1.0

1 Document Purpose

This document explains the application process flow of Faculty Registration & Marks Entry Module in
Indira Gandhi Delhi Technical University For Women (also referred to as “IGDTUW”). The user manual
describes the Faculty registration and marks entry process through which all the subjects will be displayed
to the registered faculty to do the marks entry in internal practical and theory. The document also
provides screenshots explaining the entire process.

2 Background

IGDTUW has embarked on an Institute wide ERP Project to automate of Faculty Registration & Marks
Entry Process. Campus EAIl has implemented its product suite ERP to automate of Faculty Registration &
Marks Entry Module consisting of:

e URL, User Login ID and Password
e Exam Process

This document provides an overview of the functionality related to the faculty registration and marks
entry process with the help of this module of ERP product suite.

3 Overall Structure of Faculty Registration & Marks Entry Module

IGDTUW allows to user/faculty register self through an online portal. The purpose of this system is to
allow faculty to register online for the marks entry of the whole exam process.

Faculty Registration & Marks Entry module of ERP comprises of mainly four screens that allow faculty to
register self and do the marks entry of internal theory and practical exam.

This module is used to help the user to register them self and help them to mark attendance, to add
data of different subjects and to enter internal theory and practical exam marks.

Campus EAI India Private Limited Confidential 3



FACULTY REGISTRATION & MARKS ENTRY MODULE VERSION 1.0

4 URL, User Login ID and Password

4.1 URL

Open a web browser (Chrome, Mozilla) and enter the below URL in the address bar and click enter.

https://igdtuw.in/IGDTUW/

4.2 Login Page

New user/faculty can register here by create a login ID/Password by using this screen.

1. However, first New Faculty need to verify the Details by OTP.

Indira Gandhi Delhi Technical University for Women (IGDTUW)
Cloud Based University Student Information System

Kashmere Gate, Dellyi - 110000
(An 150 50012015 Cortified University)

Steps to be followed:

e User need to click on New User Register here link

e Now user need to enter the Unique id provided by the admin / HOD & click on check to
continue.

e After this, a screen will pop up and ask faculty to generate the OTP.

Campus EAI India Private Limited Confidential 4
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FACULTY REGISTRATION & MARKS ENTRY MODULE VERSION 1.0

4.3 New User Register Here

PF He/Anl Ko, * ] 389123567 (hees

By click on the Check button, next screen situated in the user registration will be displayed shown as:

PF Mo Rl M. * l- ohanas

sl nehamajdSigdan ac n

- .l‘|

Mobde Nanber

2. OTP Verification

e Now User will generate the OTP for the verification.

e OTP will be sent to the Faculty registered mobile no.

e Now user need to enter the OTP which is comes on their registered mobile no. & Submit
the form.

e If OTP matched, then User is verified successfully & tell user to set Password of the
mentioned User id else user need to re-generate the OTP & get verified first. Without
verification faculty will not get their credentials.

e Now User can login with their credentials on the same

URL: https://igdtuw.in/IGDTUW/

Campus EAI India Private Limited Confidential 5
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FACULTY REGISTRATION & MARKS ENTRY MODULE VERSION 1.0

3. Faculty whose ID & password is already generated can directly login through their credentials.
URL: https://igdtuw.in/IGDTUW/

Indira Gandhi Delhi Technical University for Women (IGDTUW)
Cloud Based University Student Information System

Kashmere Gate, Delhi - 110006
(An 150 50012015 Certified Univergiy)

New user register here
For Admin User onty

4.4  Forgot Password

When a user forgets the password, by clicking on the Forgot Password button in the login screen user
can retrieve the password by providing the registered user id.

Campus EAI India Private Limited Confidential 6
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VERSION 1.0

FACULTY REGISTRATION & MARKS ENTRY MODULE

§ Forgot Password Login &

Enter UserID

Enter Registered User ID 2

T T
SR ] K H

o
Laell
Click to change

Enter Validation Code

Then, click on the Check button to proceed further Generate OTP screen will be displayed shown as:

C5E168331

Enter Registered User ID *

Sos

== .-
LT T

ks
L

e,

Enter Validation Code g
Click to change
GSTWV
Emailld* gmail.com
Mobile Mumber JOOONKO090

' Generate OTP

Then, by click on the Generate OTP button, OTP will be sent to registered email id and next screen will

be shown where user can enter the received OTP as:

Campus EAI India Private Limited Confidential
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£ OTP Verification Login

Enter Verification Code * Enter Verification Code

+ Submit

Then, once Verification code will be entered, login credentials will send to registered user id from where
user can logging into the application again.

4. Dashboard

4. Once faculty is logged in, now faculty need to go to My Subjects Page (Exam Process / Post-Exam
Activities / My Subjects)
ENOIRA GANOM DELIN

TECHMICAL UMIVERD(TY = “ Agrima fthamm .
FOR WOMEMN

& Dashboard Qo
B2 Calendar
< > Jda Nov 22 - 28, 2020 muonth wesh  day
Sun 1122 Mon 11723 Tue 11124 Wed 11/75% The 11/26 i 11ar St 1128
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5 Exam Process

Exam Process includes the Post Exam Activities which will further includes different sub-links shown as:

6 Post Exam Activities

Post Exam Activities includes mainly four types of links which are, My Subjects, Mark Exam Attendance,
Enter Internal Theory Marks and Enter Internal Practical Marks and which are explaining the whole exam
process as shown below:

6.1 My Subjects

Faculty will click on add button & a pop-up will be open to select the details as per the form. Once user
submit this all internal exam component related to the subject will assign to the faculty.

5’ My Subjects Eamn Process - Fost-Exam Activiies - My Subjects

B Add My Subjects- ®

£ < .
Exam Session —Calpact-
= .
Course
< 2 A
Semester Seie
-
Branch

- -
Subpect Select Some Oplions

Studsnt Group Requirsd Bves T

.
From Larolimem salect

To Enrolimant ~Salagt
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Faculty can check the assigned subject by selecting the “Exam Session / Course / Semester” & click on
show button. To add new subject faculty, need to click on add button to add the subject for an exam
session.

& My Subjects Exam Process  Pout Exam Acthilies My Sutreess

& You are accessing this page 2s role » Faculty

p .
Exam Sewsion N-Dec 2020

oy
Coares MASTER OF BUSINESS ADMMNIS TRATION (8.,

. .
Semester

$id @Godeee B8 ® | C | He D
wsplay 1 »  record; per page Filtee

Mackwting Managemaent 00105152020 10 03000132020  CAT|QV28) MTETIZR) M

6.2 Mark Exam Attendance

To enter the exam Attendance Faculty will go the “Mark Exam Attendance Link”.

Now User need to the select the details which is available. As per the selection taken list of
students will be come to mark attendance. By default, all student is marked present & user need
to only select Absent & UFM case students & click on submit button at the last of the page.
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& Mark Exam Attendance £xam Process - Fost-Exam Activibes - Mack Exam Attandance
‘'ou are accessang this page as ro aculty
v ang thi le B Facul
Exam Session * ul-Rec 202 N Course ¥ BACHELOR OF TECHNOLOGY |
Semaster * 1 v gesnch * CSE° v
Subjact . Applied Mathematics-1 BAS 10 ® Component * Mid Term Evalustion - Theory
Search:
KUMARI KALYANI 00501012019 Reappear ®orezantTAbrent OUFM
2 BHAWNA YADAY 02801012019 Reappear ®orezont Abzant OUFM
3 POOIA KUMARY 06301012019 Reappear ®erezont Absant JUFM
4 JAYATI ANJELA MIN 14102052019 Reappear ®orazent _Absant UFM

6.3 Enter Internal Theory Marks

To enter the Internal Marks, faculty need to select the link for which exam component they want to
enter Marks. Like CAT, MTET exam Component is Internal Theory Exam Component so marks entry of
these component will be under done under “Enter Internal Theory Marks Link”.

For CAP, ETIP, MTEP, CAS exam components are marked as Internal Practical Exam Component, so their
marks entry will be done under “Enter Internal Practical Marks Link”.
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UNIVERSITY = B sgimafhasin
FOR WOMEN

Agrims Bhasin @ Dashboard i

2 Catenday

¢ Nov 22 - 28, 2020
Sun 11722 Noa 11723 Tue 1124 Wed 11125 Thu 11726 ity Sat 10/08
-day
12am
lam
lan
Aam

Once user has click on Enter Internal Practical Marks Link then all subjects having that component which
faculty has register will be displayed for internal theory marks entry.

& Enter Internal Theory Marks Exam Procass ~ Fouk-Esar Activiies ~ Enti nbermal Theory Marbs

.Vau.vaﬂndﬂgmhpapnmhbfxm
Ble |l c @

Sslect subject to Enter marks

Saarch

Show 10 . sntries
tom | it Sublect | | Subjecs || o |studont | Approwal. [ Freeme |
1 JulDec CSE* 3 Cad BCS301  MTET ¢ XO 121%

BYECH Data

J-Dec MRA MGIT™ 1 Ocd Marketing MMS 105 AT 220 X0 a 0.00%
2000 Kansgeament X Ertar Marks
IV
Jul-ec WBA MGMT* 1 Odd Marketing MV 105 MTET 0OL09152020 O [ o | 0.00%
Kansgerment to X Ertey Marks
03066152020

By click on the Enter Marks button, all the subjects to which faculty has registered will be displayed
through which user can do the internal theory marks entry shown below and also, use “TAB” to go to
the next field to do the marks entry.
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& Enter Internal Theory Marks

Campus EAI India Private Limited Confidential

13



FACULTY REGISTRATION & MARKS ENTRY MODULE VERSION 1.0

Note: Before submitting the internal theory marks entry details, make sure that all the marks entry
should be completed.

Also, by click on the Back button, user will be redirected to the listing view of the Enter Internal Theory
Marks Screen.

6.4 Enter Internal Practical Marks

Once user has click on Enter Internal Practical Marks Link then all subjects having that component which
faculty has register will be display for internal practical marks entry.

User will see the subject in the listing with the exam component name & Student group.

For enter the marks user will click on the Enter Marks Button & for Freezing the marks user will click on
Lock button. Unfreeze request can be sent to HOD’s by again clicking on Lock Button.

Marks only be freeze once all student marks entry has been completed for an exam component.

& Enter Internal Practical Marks P A DU L AR (L AT e SPr e

B sl | B

Select subject to Enter marks

wh

v entries

Show. 3 Ses
T w subject | Stucwent | Appeal | ¢
| Ju-Deg ) Cood Doty 6CS5201 CAP 00101012019 NO

BIECH

2020 Structures

Showing 1to 2 of 2 entriea Peey -

By click on the Enter Marks button, all the subjects to which faculty has registered will be displayed
through which user can do the internal practical marks entry shown below and also, use “TAB” to go to
the next field to do the marks entry.
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Once marks will be entered, user can click on the Save button to save the marks entered details.
However, if entry of marks will be done user can now freeze the marks.

Also, by click on the Back button, user will be redirected to the listing view of the Enter Internal Practical
Marks Screen.
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