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Readmission Procedure

Define Documents to be uploaded while filling Re-admission form.

Click on Consolidated menu in College Admission incharge login (Student section incharge)
Select new admission

Select College Compulsory Documents to upload(Re-admission)

Following screen will appear
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Click on ‘add Required Documents’, Following screen will appear
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Select Branch, Semster and Document click on Submit button.
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Creation of Holiday Calender in ERP for accepting Leave
application

It has been noted that many faculty members are applying for EL/ML application in parts when their is a
leave in between the leave period which is against the rule. Now the Establishment Department will
have to create the Holiday list Including Sunday and 2™ 4™ Saturday when ever applicable in ERP and
approve it in consolidated Menu. This list will be used for checking the leave applications of faculty
members. In case calender is not created and/or leaves are not marked and Approval is not given in ERP
faculty members will not be able to send their leave request in ERP.

Link for creation of holiday list is available in Consolidated Menu

Click Establishment in consolidated menu click on Create Holiday list.
Following screen will appear

priyadarshini College of Englaeering, Nagpur - Motilla Firefox

™Y [ L1sss (sanstha) x | & aboutaddingfacult... * fENELCLERURCILERNER The Hitavada x 4

Q
&

Mondey vy 1L 2013 13046 Vewioma Ms. ¥ W kD, e v (A Sanel Lol (&

£ Priyadarshini College of Engineering, Nagpur ( Office - Estb. Section Subnussions & Approvals, )

PNz (meritaled v AR T8t Aryiary Mania ] SNl

&
s
L N

Consolidated Menus Create Holiday Calender

(€3 &9

B L) Rpnowa For Pt Create Hollday Calender  £dit Holiday Calender

Form - Create Noliday Calender

ERT o
* Crese Fovny L (rlasmhmen Secinn Colege
)

RCE

- Yea 2017

CasenderTie®  01-01:2017 Ta 31.12-2017
From Date ~ 01.01-2017

1122017

® 2 Emapmnent Peosay
oyt
() Swock Gy Margp st
B 5wk Repons

00 5ok Reurement

. S1dem Secsen

s oo Fortvm] gl f i e 08

BN 0B

|
i
t

23

Principal
Priyadarshini College of Engg.
Nagpur



Lokmanya Tilak Jankalyan Shikshan Sanstha’s
PRIYADARSHINI COLLEGR OF ENGINEERING

(Recognised by A.1.C.T.E, New Defhi & Govt. of Maharashtra, Affiliated to R.T.M.Nagpur University) A

Near CRPF Campus, Hingna Road, Nagpur-440 019, Maharashtra (India) y

Phone - 07104 - 299681 Fax : 07104 - 237648
emall : principal.pce.ngp@gmall.com, www.pcenagpur.edu.in RIS

Click in Edit Holiday calender tab to mark Sunday and holidays
The following screen will appear.
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Keep the mouse pointer in the date square to be marked as holiday and click the following will appcar
on the screen.
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Select event as holiday and click on save
screen will appear
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Select holiday type and holiday and click on save button.
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On Clicking save button holiday will be marked as shown below.
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In case by mistake if you have marked holiday on wrong date you can correct it
Click on the day by placing mouse pointer near Sunday (mouse pointer turn to finger point) which is

marked holiday by mistake following screen will appear.
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Click on the remove event. Remove ever\t Conﬁrmatlon dialog box will appear
Priyadarshini College of Engineering, Nagpur - Moxilta Firefox 7 i G ) 2:0203PM°
@ £ L1sss (Sanstha) x | & inbox (1.188)-muju.. % RTINS -3
: {tyos.net . B & n O

v
¥

Click Yes tab to remove the event.
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Afler marking all the holidays of the year you will have to approve it from the consolidated menu as
shown below.

From consolidated menu of Establishment section select Approval for payroll.

Select Holiday Approval (Establishment section
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Click on approve against the salary duration.

Once you approve you cannot edit the holiday list for that duration. . o
Faculty members and staff members will not be able to apply for leave online until Esta
section approves holiday list for that salary duration.
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User manual for complaint management in ERP

Now We have done away with Maintenance incharge panel.

Procedure to lodge complaint and close the complaint is given below.

Lab Incharge will lodge the complaint from the Consolidated Menu by selecting Complaint
management(Lab incharge ) Following screen will appear.
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Select computer select complaint head from drop down list, Add comment and select tentative time

when lab incharge will be available in lab or cabin.
Click on save button. Complaint mail will be automatically sent to the concerned people.
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CLOSE Call
Click on close call button in complaint management once the complaint is solved. Following screen will
be displayed.
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To close the call click on close call link under action column against the complaint. Following screen
will appear
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Click on ‘updatc status’, following screen will a
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Select Status update to from drop down box, Type the comment/remark and click on Completed/rejected
tab , Complaint will be closed and moved to the completed call tab.

To view the completed or closed calls click on comleted Calls tab. Following screen will appear.
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New Academic Module
Note - Every Time Table In-charge has to work for the Semester which has been allotted to him/her
L dF)acuhy should create Teaching Plan for Every Allotted Theory and Practical Subject ([eachmy
oad).
Main Users of the academic module are
3. Head of the Department
4. Semester wise Time Table In-charges
S. Teaching Faculty
Academic Report is available to the Principal and Vice Principal, Dean Academics (at College Level).
HOD (at Department Level) and Teaching Faculty (at Personal Level)
Head of the Department Panel has following Links :
A) Classrooms/ Lab. :- This link is used to Add, Edit and Delete Classroom and Laboratory Names
required to make Departmental Time Table.
B) Slot Management :- This link has four tabs that are to be used to create Period timings and to
create slots by using period timings.
i) Create Period Timings :- Select Course, Period Number, Start time and End Time.
ii) Create Slots :- Create number of slots using period timings so that it can be used to create time
table (Theory, Practical, Tutorial, Project and Seminar)
iii) View/Delete Period Timings — View and Delete Period Timings created.
iv) View/Delete Slot, - View or Delete Slots created.
Above tabs are required to create master record for Period Timings and Time Slots at department level
These Period Timings and Time Slots are required to Create Section wise Time Table.
C) Dept-Academic Report - Select Academic Term, Course, Semester, and Date 1o sce Academic
Report for (Theory, Practical, Tutorial, Project and Seminar)
D) Weekly Time Table :- This link shows the weekly time table details with Engaged or Not
Engaged Status for complete academic span.
E) Master Attendance Report :- This link provide user interface to create consolidated attendance
report based on eligibility criteria for the specific date span.
To create master attendance report, Select Academic Term, Course, Semester, Section, Eligibility for
(CAT1, CAT2, Sessional Exam.), Eligibility Criteria (eg. 75% Attendance) and Date span to see subject
wise and overall attendance for (Theory, Practical, Tutorial, Project and Seminar).
Timme Table In-charge Panel Consist following Links :
A) Student Section Assignment :- This link have three tabs that can be used to assign Section and
Roll number and create section wise student roll list
Assign Confirm Students - This tab show the list of students who completed their regular admission
process and they have been sent to the department for their academic activity.
Select the students from the list and assign them section, and roll number (eg. Section-A. Scction-BB) A
soon as section and roll no. is assigned student name will be removed from the list.
Assign Provisional Students - This tab show the list of students from the last academic year cven
semester, who can be provisionally admitted to their next Semester for their academic activity.
Select the students from the list and assign them to section and roll number (eg. Section-A. Scction-B)
Section wise Students List - This tab shows the section wise roll list with current status (ie. Confirm
Provisional) of the students.
B) Batch Management. - This link have Five Tabs to create and manage Practical Ttutorial.
Project and Seminar batches.
Create Batch - To create new batch name (eg. Al, A2.... Bl, B2) as per batch type.
Practical Batches — This tab shows the list of Practical Batches along with the links to Delete batch,
Assign Students to batch and View Students in the batch.
To Delete created batch, Click on Delete link , make sure before delete any batch or students.
To Add Students in practical batch, click on Assign Students link, Students roll list will be displayed on
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the screen. Select the student to add to practical batch and press SUBMIT

button to confirm and SAVE.

To View student list, Click on View Students. The Students roll list will be displayed on the screen for
selected batch. The Delete link in the list can be used to remove the students from the practical batch
This removed student will be available to assign in other batch.

Tutorial Batches — The same process as mentioned for the Practical Batches

Project Batches - The same process as mentioned for the Practical Batches

Seminar Batches - The same process as mentioned for the Practical Batches.

C) Student Subject Management - This link consist two tabs Assign subjcct to students and View
Subject wise students list.

1) Assign Subjects to Student - This tab shows the Subject List (Compulsory subjects as well as
Elective subjects). Elective subject will have check box in front of subject name to select and
assign to students.

Select Section from dropdown section list, this will show the list of available students for the section
Select the students from the list and press SUBMIT to assign subjects to the students. The assigned
students will be immediately removed from the available student list.

If no students are available in section roll list, this means that all the students have been already assigned
their semester subjects.

2) View Subject Students - Select Section and Subject Name from dropdown menu to see the student
list for the selected subject

D) Teaching Load :- This link have five tabs and are used to assign teaching load to the faculty
members and view their teaching load details.

1) Assign Subject — Click on this tab to assign subject to faculty.

- Select Section, Subject type, Subject Name, Load type, College, Dept, Teacher and number of slots
from the dropdown menus.

- Press the submit button to add teaching load to the faculty member.

- Immediately entered details will be displayed in the Subject and Teacher list below.

2) Theory — This tab shows the list of theory subject assigned to the faculty name along with Fdit
and Delete facility. Edit link will provide user interface to change the no. of slot information.
Delete link will provide facility to remove subject load from the faculty.

Delete link will required to insert Date of Deletion. Date of deletion means the date from which you
wants to remove the subject load from the faculty name.
It has some rules or constraints to delete subject load, these are :-
- The subject with faculty name should not be active in the Time Table on or after the date of
deletion.
- All the attendance data for the days before the Date of Deletion should be available in the
attendance record.

3) Pracatical — Same process as given above for Theory Subjects.

4) Tutorial - Same process as given above for Theory Subjects.

5) Projects - Same process as given above for Theory Subjects.

6) Seminar - Same process as given above for Theory Subjects.

E) Time Table Management - This link consists three tabs which helps to create and manage
Academic Time Table for the specific Semester Section.

1) Create academic Span - This tab provides user interface to create academic span (ic. Start date
and End date of teaching span) to specified semester, section for the current academic session
This helps us to create Time Table for the given span and show the week wise personal time
table for current academic session.

2) Time Table Entry - Click on this tab to make time table data entry. Select Section. Day. Slot
type, Batch, Period Number, Subject Name, Classroom/Lab, Teacher Name, Effective Date and
press the SUBMIT button to confirm and save the timetable entry.

- The entered details will be immediately available in the timetable shown below.

u y

Principal
Priyadarshini College of Engg.
Nagpur



Lokmanya Tilak Jankalyan Shikshan Sanstha’s
PRIYADARSHINI COLLEGE OF ENGINEERING

(Recogniead by A1.C T New Defy A Govt of Maharaehtra A% ilated 1 R T M Nageor

\ \ / M Near CRPF Campus, Hingna Road, Nagpur-440 019, Maharashtra (India)
\ Phone 07104 - 299681 Fax 07104 - 237648
Q) / emall - principal.pce nap@gmail.com, www pcenagour edy.in

- The Effective Date plays very important role in the time table data entry. so be careful while enter
Date, by default it shows the start date of Teaching session ‘
;,T'o delete time table data you just entered, Click on the period/slot data shown in time table vicw
clow.

(** Important Note - Time table data entry is very important and logical task. some rules arc there 1o
delete data for specific Day and Period No.(slot) from the Time Table
Delete From Date is an important field to be entered. This means from which date you do not v
show time table period entry for remaining time table date-span. This will helps us to re-enter th
new/changed time table data for same day and period no.
Deletion of time table entry requires that the attendance entry of the particular subject for the previous
days should be done prior to deletion. Also attendance beyond the date of deletion should not b
available there in attendance record.
Date of Deletion should be of the same DAY for which period/slot data 1o be deleted
Also while re-entering time table entry for deleted slot, the DATE should be of the same DAY and should
not less than the Date of Deletion.)

3) View Time Table - To view time table. click on this View Time Table tab. Select section ime

table. This shows a complete view of the Current Time Table.

Print button helps to take the hard copy and Excel button helps to download the time table in excel
format.
Teaching Faculty Panel Consist following Links :
1) Personal Teaching Plan
- This link displays personal teaching load details (ie. Theory, Tutorial batches. Practical Batches.
Project Batches, Seminar Batches if any)
- This report also shows link in action column to Add Teaching Plan for selected subject.
Add Teaching Plan :-
To add teaching plan click on the green Plus button in Action Column.
Data entry screen for Teaching Topic will be available on computer screen. Select topic code. sclect
topic from the syllabus and press SUBMIT button to save.
2) Personal Time Table
- This link shows Personal Academic Time Table for the selected academic term.
- To view time table for particular week (ie. Week-1, Week-2.....), click on the Number button
- This weekly time table details shows the day wise and period wise time table as per your persond
teaching load along with day and dates for the selected week.
Add Students Attendance
To Add students attendance for specific Date and Day with allotted period/slot. click on the add buttor
of that particular slot. Then facility for attendance entry will be available on the screen.
Students Roll list with default Present checked mark will be displayed on the computer screen.

- Select Class Status (Engaged / Not Engaged)
If Engaged then select Topic Code from the dropdown menu, (you can select at most three regular topic
from dropdown menu). Other Topic text box is available, faculty wanted to add topic details beyond
teaching plan can use them. Finally make check mark for present student and uncheck for absen
students.
For confirmation and save, press SUBMIT button.
If Not Engaged then select the reason for not engaging the period/slot.
Once attendance data added then Add button will be changed into View button with green background
for Engaged slovperiod and with orange background for Not Engaged slotperiod.
Delete Students Attendance
Deletion for attendance data will be available only for the Same Date on which vou made dae
entry, it will not available from next day onward.
To delete attendance entry, click on view button - It shows the complete details ot the attendance
available, along with DELETE button and Cancel button.
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Extra Period Entry
Every blank slot in time table will have ADD button. Click on button will show you list of theory
subjects allotted to you with one of the column name is Action.
This facility is for Extra Theory Class with some rules and restrictions.
Rulel - The Period/slot should be completely free in the time table
Rule2 - If occupied by other faculty then his/her Attendance status should be NOT Engaged with any
reason from the list except reason MASS BUNK.
If the above conditions are TRUE then the Plus sign will be available in Action column. Click on Plus
sign, this will provide you screen for attendance entry for EXTRA period.
In any other case, Plus button in Action column will NOT be available for extra period entry.
Tutorial to Extra Theory —
If Faculty wants to covert his/her Tutorial period into Extra Theory period. Any one of the faculty can
add the extra theory for the same tutorial slot. To do this, both faculty should Add attendance with Not
Engages status with the reason Released for Extra Theory, the extra Add button will be appear in the
same slot to the both faculties in their personal time table.
All the other reasons except MASS BUNK in the reasons for NOT Engaged tab will release this slot for
extra theory for other faculties teaching for the same Semester, Section. (Not Engaged status should be
entered for Both TUTORIAL batches ie. T1 and T2)

3) Personal Academic Report
This link provides Personal Academic Report for your complete teaching load. Click on the Number in
Yellow background column name (ie. Average % of students attendance till date) to see detail
attendance report.

@
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Procedure to Apply, Generate and Issue Transfer Certificates to Students

Now Colleges can issue Transfer Certificate to Students through ERP by using the following procedure
1. Application for TC by student on ERP form his/her ERP login.

When student will login in ERP and select Certificate the following screen will appear
Click on Apply for Certificate
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Certificate Application }
' | |
Student Applications List
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Sem 12nd = 5 = — T R 1
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On Clicking Apply for Certificate following screen will appear
Select Transfer Certificate, Select the reason, and Remark in the drop down and click on Submit button
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Welcome : KUNAL VILAS KUMBHARE KUMBHARE | Monday July 11, 2016 02:43:33 | Lognaet ‘

@ Priyadarshini College of Engineering, Nagpur
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Certificate Application

10 No 1 150100401 Apply For Certificate
Course : FYBE

Sem 1 2nd Semester
Acad Year: 2016

Acad Term 1 20160dd -
S,

[. the undersigned require the following documents - (Please marv antne retificata anich oo w4t
&’
M o Transfer Certificate *Reason; Fassedos v| < Remark: liruees-cox| 'w

c Character Certificate

m [ uplaad Firal rear Marcshee: |
b 7

H

s— 1, therefore request you to kindly issue certificate at the earliest. [ am giving herewith my details for your ready

[ Uplzad Firal (aar Marcshee: .
|
|

reference.
= o fom Enrollmant No. : 2015016600111964 Callege Roll No. 10636
. . e :2nd
Name 2 KUNAL VILAS KUMBHARE KUMBHARE Year/Semaster Semester
Branch : FYBE University Roll No. 1397084

4 J 2
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Application for certificate will appear
Fill in the required information and update Educational qualification and click on save button.
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Application for TC 1
ERP No. : 150100401 DTE ID No EMIE700444
Enrollment No. 2015016600111 954 1
Name of the Pupil in full KUNAL VILAS KUMBHARE
Father's Name vilas Kumbhare
Mother's Name Sadhana
Race and caste with sub caste KOSHTI
Nationality Indian |
Date of birth,month and year according to the Christian era in viords and 11-02-1997 |
figures Eleven Februar, Minataan fin.r
Last [nstitute Attended VIMALTA) TIOKE CONVENT & JUNIOR COL_E £ [0k f
Date of Adnussien 19-06-2015 B
Date of leaving the Institute EEXE ‘
Year(i.e.standard)in which studing and since when 2nd Semester BE First Year 2015-2016
Reason for leaving the Institute Own Request |
S f.am %ote] in BE First vear in o Tal |
s - -
Roll No, 397034
Update your Educational Details upto last appearing examinations - ) -
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Similarly Student can also apply for Character certificate.
For Office Use
Now in Admission Incharge Panel click on Student Certificate
Following Screen will appear.
Select Year(Student took admission in college) Select Month and College.
. . T~
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Click on View button

Following Screen will appear.
Before Verifying The TC application Data sent by student Please Verify and if needed correct the student data

from Student management Panel of Admission Incharge.
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First click on Verify and then Generate button will appear if needed edit Last institute attended, Date of

admission, Date of leaving the institute, Year in which studying and since when, reason of leaving , remarks, Roll
no.
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1

First click on Verify Following screen will appear

IF data is found correct then select Verify and click on submit or else reject and submit (Student will have to re

submit the application with correct data in case rejected)
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|
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4, Nationality s Indian
| = Date of birth,month and year according to the 11-:02-1997
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3. Race and caste with sub caste BAIRAG! -
4. Nationality Indian
Date of birth,month and year according to the 01-01-1990
Christian era in words and figures First Januar, tineteen Minet,
6. Last Institute attended BEE.
7. Date of Admission 29-06-2011
8. " Date of leaving the Institute 07072016 =
wY;:g(l.e.standard)in which studing and since : MTech. in Mechanical Engineering Design  2012-2013 ie
10. " Conduct t o Cood |
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|
1. Enroliment No. : 2015016600111964  Discharge No. : 13114
I 2. Name of the Pupil in full ! KUNAL VILAS KUMBHARE .
‘ Father's Name : Vilas Kumbhare U:
I Mother's Name : Sadhana
3. Race and caste with sub caste : KOSHTI
4. Nationality H Indian
5. Date of birth,month and year according to the 11-02:1997 |
Christian era in words and figures Eleven Fabruar, Ninetean Hinat, Seven |
6 Last Institute Attended H VIMALTAL TIDKE CONVENT & JUNIOR COLLEGE N2CeuR |
7. Date of Admission : 19-06-2015
8. Date of leaving the Institute : [rowe T
3. “\:ea:fu,e,s(andard}m which studing and since Ind Semestar BE First vaar 2013 20
10.  Conduct : ceod
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i Certified that above information is in according with the Institute Register .
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On clicking Print you will get Print and PDF tab.

On clicking on PDF tab PDF file of the TC will be generated.

Get the Print out of the PDF file on College Letter Head Sign and stamp it and then click the issue button in ERP
panel. Issue the printed Copy of TC to student.

For issuing Duplicate TC please PUT Rubber stamp Mentioning DUPLICATE TC on Printed Copy of TC

You can cancel the generated TC by Revoking it. But keep the printed copy of TC marked as Canceled in the
Record.
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