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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. 
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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 
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    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 >>AccountsMaster >> 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 >>AccountsMaster >> 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 >>AccountsMaster >> TDS Rate Config>> Property Type Master 

 7.C.4 Dependency 

None 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 24 of 66  

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 >>AccountsMaster >> TDS Rate Config>> TDS Supplier Linkage 

 7.D.4 Dependency 

Supplier Master, Account Subhead  

 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 25 of 66  

 

 

 

 

 

 

 

 

   

 

 

 

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)              

 

 

 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 47 of 66  

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 

 

 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 48 of 66  

 

 
 

      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      
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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. 

 

 

 

 

 



Accounts Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 58 of 66  

 

 
 

      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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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 84  

 

II Purchase Master 

 

1. Unit Of Measurement (UOM) Class 

 

     1.1. Intended Audience 

System Administrator 

     1.2. Usage 

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

institutions. 

     1.3. Menu Access  

Main Menu >>Purchase >> Master >> UOM Class 

     1.4. Dependency 

none 
 

 
 

 

     1.5. To make a new entry follow these steps, 

Step1: Enter unit of measurement class required to create. 

Step2: Click “save” button to complete unit of measurement class creation. 
 

     1.6. 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 1.2. 

Step2: click “Back” button, initial page would load are shown in figure 1.1. 

 

 

 

 

 

http://localhost:8084/srmweb/usermanager/UserWiseModuleAssignment.jsp
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Figure 1.2 

 

     1.7. 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 1.2. 

Step3: Click a unit of measurement class in list to select it for modification. 

Step4: Modify unit of measurement class. 

Step5: Click “modify” to complete unit of measurement class modification. 

 

 

2. Unit Of  Measurement (UOM) 

 

     2.1. Intended Audience 

System Administrator 

     2.2. Usage 

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

institutions. 

     2.3. Menu Access  

Main Menu >>Purchase >> Master >>UOM   

     2.4. Dependency 

UOM Class 
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Figure 2.1 
 

     2.5. 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. 
 

     2.6. To view existing unit of measurement these steps 

Step1: Click “view” button, page would load with all unit of measurements. 

     as shown in figure 2.2. 

            Step2: Click “Back” button, initial page would load are shown in figure 2.1. 

 

 
Figure 2.2 
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     2.7. 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 2.2. 

Step3: Select Unit of Measurement by clicking for modification. 

Step4: Modify required fields to be modified. 

Step5: Click “modify” button to complete unit of measurement modification. 

 

 

3. Tax Master 

 

     3.1. Intended Audience 

System Administrator 

     3.2. Usage 

This centralized master interface records tax common for all the institutions. 

     3.3. Menu Access  

Main Menu >> Purchase >> Master >> Tax Master 

     3.4. Dependency 

None 
 

 

 
 

Figure 3.1 
 

 

     3.5. To make a new entry follow these steps, 

Step1: Enter Tax Name  required to create. 

Step2: Click “save” button to complete tax entry. 
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     3.6. To view existing tax follow these steps 

Step1: click “view/Modify” button,  page would load with all tax 

     as shown in figure 3.2. 

                  Step2:  click “Back” button, initial page would load are shown in figure 3.1. 

 

 
 

Figure 3.2 

 

     

 

4. Product Type Master 

 

     4.1. Intended Audience 

system administrator. 

     4.2. Usage 

This centralized master interface records product type classification common for all the 

institutions. 

     4.3. Menu Access  

Main Menu  >>Purchase  Master >> Product Type Master. 

     4.4. Dependency 

Account Head, UOM 
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Figure 4.1 

 

     4.5. 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. 
 

 

 
 

Figure 4.2 
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5. Product Master 

 

     5.1. Intended Audience 

Purchase Requestor and System Administrator 

     5.2. Usage 

This interface enables users to create new product into e-Varsity. 

     5.3. Menu Access  

Main Menu >>Purchase Installation & Masters >> Product Master 

     5.4. Dependency 

Product Type Master 

 

 
 

Figure 5.1 

 

     5.5. To make a new entry follow these steps, 

Step1: Select product type from the list. 

Step2: Enter product name to be created. 

Step3: Enter product code. 

Step4: Select unit of measure for the product. 

Step5: Enter specifications for the product. 

Step6: Click “save” button to complete product master entry.      
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Figure 5.2 

 

 

 

 

 

 

 
 

6. Office-wise Products 

 

     6.1. Intended Audience 

Purchase Requestor and System Administrator. 

     6.2. 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.  

     6.3. Menu Access  

Main Menu >>Purchase >> Masters >> Office wise Products 

     6.4. Dependency 

Product Master, office wise account sub heads and asset prefix 

 

 

 

 
 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 13 of 84  

 

 

 

 

Figure 6.1 

 

 
 

     6.5. 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.  
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     6.6. 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 6.2. 

Step2: Enter product name to filter if available, else click search. All Products with filter 

product name entered would appear in list below 

Figure 6.2 

 

6.7. To modify 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 6.2. 

             Step2: select appropriate product category for the product to be updated. 

             Step3: select appropriate account head for the product to be updated. 

             Step4: select appropriate account sub head the product to be updated. 

             Step5: select appropriate asset prefix name, if product category is asset. 

     Step6: click “Modify” button to update office wise product details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 15 of 84  

 

 

 

 

 

 

7. Supplier Master (Client Master) 

 

     7.1. Intended Audience 

Purchase Requestor and System Administrator. 

     7.2. Usage 

This interface enables users to create new supplier and account sub head.  

     7.3. Menu Access  

Main Menu >>Purchase >> Masters >> Supplier Master 

    7.4. Dependency 

Place Master 

 

 
 

Figure 7.1 
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     7.5. To make a new entry follow these steps, 

Step1: Enter supplier first name. 

Step2: Enter supplier last name. 

Step3: Enter contact person name and contact person designation 

Step4: Enter supplier address. 

Step5: Select supplier place from list. 

Step6: Enter supplier phone number, supplier email id, supplier website, pan number, Tin 

number and Tan number. 

Step7: Click “Save” button to complete supplier master entry. 

 

7.6. To view existing products follow these steps 

Step1: Click “view/modify” button, new interface would appear as shown in figure 7.2. 

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 7.1. 

 

 
 

Figure 7.2 
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     7.7. To modify existing suppliers follow these steps 

Step1: Click “view/modify” button, new interface would appear as shown in figure 7.2. 

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. 

Step5: Click “modify” button to complete supplier modification. 

 

 
 

8. Office-wise Suppliers 

 

     8.1. Intended Audience 

Purchase Requestor and System Administrator. 

     8.2. Usage 

This interface enables users to create link between supplier and office. Only suppliers 

linked with offices would be listed in all purchase flow. (quotation received, purchase order 

etc.)  

     8.3. Menu Access  

Main Menu  >>Purchase >> Masters >> Office wise Suppliers 

     8.4. Dependency 

Supplier Master and office wise account sub heads. 

 
 

Figure 8.1 
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     8.5. 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.  

 

     8.6. 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 8.2. 

 

 
 

Figure 8.2 

 

 
 

 

9. Supplier Accounts Linkage 

 

     9.1 Intended Audience 

Purchase Requestor and System Administrator. 

     9.2 Usage 

This interface enables users to link Supplier and Account Subhead  

     9.3 Menu Access  

Main Menu  >>Purchase >> Master >> Supplier Accounts Linkage 

     9.4 Dependency 

Supplier Master  
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     Figure 9.1 

 

9.5 To Link Supplier to Accounts follow these steps 

 Step1: Select the Supplier to which the Accounts Subhead to be linked. 

 Step2: Select the Account Head from the list view. 

 Step3: Select the Account Sub Head from the  list to which the selected supplier to be 

linked. 

Step4: Click “Save” button to complete the Supplier Accounts Linkage. 

Step5: Click “View” button to view the Supplier linked with the Accounts.  

 

 

 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 20 of 84  

 

10. Supplier Contacts 

 

     10.1. Intended Audience 

Purchase Requestor and System Administrator 

     10.2  Usage 

This interface enables users to add Supplier Details.  

     10.3  Menu Access  

Main Menu  >>Purchase >> Master >> Supplier Contacts 

     10.4  Dependency 

Supplier Master 

    Figure 10.1 
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10.5 To Add Supplier Contacts follow these steps 

 Step1: Select the Supplier from the list. 

 Step2: Enter Contact Person’s Name for the selected Supplier. 

 Step3: Enter Designation for the contact person. 

 Step4: Enter Telephone No., Fax No., Email and Mobile No.. 

 Step5: Click “Save” button to add the Supplier Contaacts. 

 Step6: Click “View” button to view the Supplier list linked with the Accounts. 

 

 

 

 

11. Supplier wise Products 

 

     11.1. Intended Audience 

Purchase Requestor and System Administrator 

     11.2  Usage 

This interface enables users to add Supplier wise Products.  

     11.3  Menu Access  

Main Menu  >>Purchase >> Master >> Supplier wise Products 

     11.4  Dependency 

Supplier Master and Product Master 

 

11.5 To make entry follow steps below 

 Step1: Select the Supplier Master from the list. 

You will have the list of Products along with the Product Code. 

 Step2: Select the Product Name by clicking on the check box. 

 Step3: Click “Save” button to add Supplier wise Products.  

 Step4: Click “View” button to view the Supplier wise Products. 
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           Figure 11.1 

 

12. Product Installation 

 

     12.1. Intended Audience 

Purchase Requestor  

     12.2 Usage 

This interface enables users to add quantity and the amount of the product for opening 

stock.  

     12.3 Menu Access  

Main Menu >>Purchase >> Master >> Product Installation 

     12.4 Dependency 

Division, Product Type and Product Master 
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12.5 To Install Products follow steps below 

 Step1: Select the Divisions from the available list. 

 Step2: Select the Product Type from the available list. 

The user can have the product list along with Quantity and Amount field. 

 Step3: Select the Product Installation Date. 

 Step4: Select the Product by clicking the “Add” button. 

 Step5:  Enter Quantity and Amount for the selected product. 

 Step6: Click “Save” button to update the product Details. 

 

 

 

   Figure 12.1 
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13. Asset Location 

 

 

13.1. Intended Audience 

Purchase In charge  

13.2 Usage 

This interface enables users to create Asset Location.  

13.3 Menu Access  

Main Menu >>Purchase >> Master >> Asset Location 

13.4 Dependency 

None 

 

 

 

 

 

 

 

 

   Figure 13.1 

13.5 To make entry on Asset Location master follow steps below 

 Step1: Enter Asset Location required to create. 

 Step2: Click “Save” button to save the Asset Location master. 

 Step3: Click “View” button to view the existing Asset Locations. 

 

 

 

 

 

 

 

Step 1 

Step 1 
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III   Purchase Transactions 

 

 

14. Workflow Controller 

 

     14.1. Intended Audience 

System Administrator 

     14.2. Usage 

This interface controls the flow of purchase request and purchase order. This ensures 

the workflow automation suggested by the management. 

     14.3. Menu Access  

Main Menu  >>Purchase >>  Transaction >> Workflow Controller 

     14.4. Dependency 

Menu Access 

 

 

Figure 14.1 
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     14.5. To make a new entry follow these steps, 

Step1: Select 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. 

Step4: Select employee(s) to whom workflow can be forwarded. 

Step5: Click “Save” button to register the workflow control. 

 

     14.6. To view existing course follow these steps, 

Step1: Click “View” button, list would appear with all available Work Flow as in figure 14.2. 

 

 
    

Figure 14.2 

 

     14.7 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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15. Purchase Indent Period 

 
 

     15.1. Intended Audience 

System Administrator 

     15.2. Usage 

This interface used to create Purchase Indent Period 

     15.3. Menu Access  

Main Menu  >> Purchase >> Transaction >> Purchase Indent Period  

     15.4. Dependency 

  Product Type Master 
 

      

 
 

 

 

     Figure 15.1 
 

 

 
 

 

 

 

 

 

 

 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 28 of 84  

 

15.5 To make entry on Purchase Indent Period follow steps below 

 

 Step1: Enter Purchase Indent Period . 

 Step2: Select From Date and To Date by default current date will be loaded. 

 Step3: Select the Product Type to link with the Purchase Indent Period. 

 Step4: Click “Save” button to complete the Purchase Indent Period. 

  

 

 

16. Purchase Request 

 
   

     16.1 Intended Audience 

Purchase Requestor 

     16.2 Usage 

This interface is used to raise a purchase requisition in e-Varsity ERP. 

     16.3 Menu Access  

Main Menu >>Purchase >> Transactions >>Purchase Requisition 

     16.4 Dependency 

Office wise Products 

 

 
 

 

Figure 16.1 
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Figure 16.2 

 

16.5. To make a new entry follow these steps (Refer Figure 19.1 and 19.2), 

      Step1:  Enter the valid purchase requisition date, by default it would display current date.

      Step2:  To Add Product Details click “Add Product Details”  

Step2a: Select Product Type. 

Step2b: Select Product for the selected product type. 

Step2c: Enter Quantity as per the unit of measurement. 

Step2d: if required Click the link “View Product Availability”, would appear 

available products for all office. 

Step2e: Enter Lead Time and Expected Receiving date. 

Step2f: if any, Enter specifications for the product. 

Step2g: Click “Add To List” button to add product details in the list. 

Step3: Select requesting division. 

Step4: Enter delivery address. 

Step5: 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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17. Purchase Request Approval 

 

     17.1. Intended Audience 

Principal, Dean, Director and Purchase Department 

     17.2. Usage 

This interface is used to approve purchase requisition raised by the departments. 

     17.3. Menu Access  

Main Menu >>Purchase >> Transactions >>Purchase Requisition Approval 

     17.4. Dependency 

Purchase Requisition 

 
 

Figure 17.1 

 

     17.5. To Approve Purchase Request follow these steps, 

Step1: List shows the purchase requisition waiting 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 and modify  the purchase requisition details (Refer 

Figure 17.2)  

 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: By clicking “back” button would let user to view purchase requisition list waiting 

for approval.  

 

 

Figure 17.2 

 

 
 

18. Stock Transfer from Request 

 
 

 

     18.1. Intended Audience 

Purchase Department 

     18.2. Usage 

This interface is used to transfer the stock for the purchase request by the departments. 

    18.3. Menu Access  

Main Menu >>Purchase >> Transactions >>Stock Transfer for Request 

    18.4. Dependency 

Purchase Requisition 

    18.5. To Transfer Stock for Purchase Request follow these steps 

  Step1: Select From Date and To Date , by default current date would appear. 
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  Step2: Select Request Period from the list, Product list would appear along with the 

current stock and requested quantity. 

  Step3: Select the Product by clicking the check box. 

  Step4: Enter Processed Quantity to transfer stock. 

  Step5: Click “Stock Transfer Request” button to Transfer the Stock requested. 

   

 
 

 

 

 

 

 

 
 
 

 

 

 

 

      Figure 18.1 
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19. Purchase Initiation from Request 

 

     19.1. Intended Audience 

Purchase Assistant and Head of the Department. 

     19.2. Usage 

This interface is used to initiate purchase from request. 

     19.3. Menu Access  

Main Menu >>Purchase >>Transactions >> Purchase Initiation from Request 

     19.4. Dependency 

Purchase Requisition. 

 
 

Figure 19.1 

 

     19.5. To Purchase Initiation from Request follow these steps, 

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

Step2: Select Request Period from the list, Product list along with the quantity to purchase 

would appear. 

Step3: Select the products from the list. 

Step4: Click “Initiate Purchase” button to Initiate the Purchase. 
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20. Send Quotation to Suppliers 

 
 

 

     20.1. Intended Audience 

Purchase Assistant. 

     20.2. Usage 

This interface is used to initiate purchase from request. 

     20.3. Menu Access  

Main Menu >>Purchase >>Transactions >> Send Quotation to Suppliers 

     20.4. Dependency 

Purchase Initiation 

 

 

20.5. To Send Quotation To Suppliers follow steps below 

 

Step1: List shows the records waiting to send Quotation to Suppliers. 

Step2: Select the Purchase Initiation for whom the Quotation to be send, Quotation Details 

would appear for the selected purchase initiation. 

Step3: Select the Supplier Name from the list. 

Step4: Select the products from the product list. 

Step5:  Click “Send Mail” button to complete the process. 

   

 

Figure 20.1 
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      Figure 20.2 
 

 

 

 

 

 

 

21. Supplier Rate Contract 

 
 
 

     21.1. Intended Audience 

Purchase Assistant 

     21.2. Usage 

This interface is used to fix Supplier Rate. 

     21.3. Menu Access  

Main Menu >>Purchase >>Transactions >> Supplier Rate Contract 

     2.1.4 Dependency 

Purchase Initiation 
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           Figure 21.1 

 

21.5   To make Supplier Contract Entry follow steps below 

 Step1: Select the Supplier Name from the list. 

 Step2: Select the product by clicking the check box and fix the rate. 

 Step3: Click “Save” button to complete Supplier Contract Entry. 
 

 

 

 

 

 

 

 

 

 

22. Quotation Received Details 

 

 

     22.1. Intended Audience 

Purchase Assistant 

     22.2. Usage 

This interface is used to register the price details for the quotation received from the 

supplier. 

     22.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Quotation Received Details 

     22.4. Dependency 

Quotation Initiation 
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22.5 To make entry on Quotation Received Details follow steps below 

 Step1: Select the Quotation Initiation to which the Quotation Details received, details of 

Quotation along with the product list would appear. 

 Step2: Select Quotation Received Date. 

 Step3: Select Supplier Name, from whom the quotation received. 

  Step4: Enter Supplier Ref. No. 

 Step5: Select the Product by clicking check box. 

 Step6: Enter the Rate/Unit for the selected product. 

 Step7: Enter Discount and Tax Percentage if required. 

 Step8: Enter Overall Additional Charges Description and Amount if required. 

 Step9: Click “Save” button to save the quotation received details for the selected supplier. 

 

 

Figure 22.1 
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Figure 22.2 

 

23. Quotation Finalization 

 

 

     23.1. Intended Audience 

Dean, Purchase Department 

     23.2. Usage 

This interface is used to finalize the quotations. 

     23.3. Menu Access  

Main Menu >>Purchase >> Transactions >>Quotation Finalization 

     23.4. Dependency 

 Quotation Received Details 
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Figure 23.1 

 

     23.5. To make quotation finalization, follow these steps, 

Step 1: List of Quotations waiting for approval will be listed (as in Figure 23.1) 

Step 2: Select a Quotation for finalization, quotation received details with comparative 

figures on various suppliers as well as products would be listed as in figure 23.2.  

Step3: Select the Quotation based on finalized supplier. 

Step4: Enter Approval Remarks for Quotation Finalization. 

                  Step5: Click “Approve” button to Approve the Quotation. 
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Figure 23.2 

 

 

 

 

24. Purchase Order Generation 

 

 Two provisions for generating purchase order,  

      24.A. Quotation Purchase Order Generation  

      24.B. Direct Purchase Order Generation 

 

      24A. Quotation Purchase Order Generation  

 

     24.A.1. Intended Audience 

Purchase Officer 

     24.A.2. Usage 

This interface enables users to generate purchase order for the approved quotation.  

     24.A.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Purchase Order Generation 

     24.A.4. Dependency 

Quotation Approval 

http://localhost:8084/srmweb/usermanager/UserWiseModuleAssignment.jsp


Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 41 of 84  

 
 

24.A.5. To generate purchase order for the quotation, follow these steps, 

 

      Step1:  Quotations waiting for purchase order generation are listed as in Fig 24.A.1 

      Step2:  Select the required quotation, details for the purchase order generation along with the 

product list will be displayed as in Figure 24.A.2 

       Step3: Enter Delivery Address. 

       Step4: Enter Payment and Purchase Terms. 

       Step5: Enter Purchase Order note and Copy to. 

       Step6: Enter Deadline Date for each product listed. 

        Step7: Click “Generate Order” button, to generate the purchase order for the quotation selected. 

       Step8: Click “Back” button, to load the initial page as in Figure 24.A.1. 

 

 

 

 

 

 

 

 
 

     Figure 24.A.1 
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24.B. Direct Purchase Order Generation 

 
 

 

Figure 24.A.2 

 

 

 

 

 

 

     24. B.1. Intended Audience 

Purchase Officer 

     24. B.2. Usage 

This interface enables users to generate Purchase Order for the approved purchase 

requisition.  

     24. B.3. Menu Access  
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Main Menu >>Purchase >> Transactions >> Direct Purchase Order 

    24. B.4. Dependency 

Purchase Requisition Approval 

 

   24. B.5. To generate Direct Purchase Order, follow these steps, 

 

Step1: Purchase Requisition approval list are listed as in Figure 23.B.1. 

 

Step2: Select Purchase Requisition Approval, Purchase Requisition details will be displayed as 

in Figure 23.B.2 

 

Step3: Select the supplier Name to whom the products are to be purchased.  

 

            Step4: Enter Delivery Address. 

            Step5: Enter Payment and Purchase Terms. 

            Step6: Enter Purchase Order Note and Copy To. 

            Step7: Select the Product Name from the Product List by clicking the check box.  

            Step8: Enter Deadline Date for each product. 

            Step9: Click Generate Order button, to generate the Purchase Order. 

 

 

 

 

 
 

 

     Figure 23.B.1 
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     Figure 24.B.2 

 

             

 

 

 

25. Goods Receipt Note (GRN) 
 

 

     25.1. Intended Audience 

Purchase Department, Stores In-charge and Head of the Department 

     25.2. Usage 

This interface is used to record details when goods received from the supplier. 

     25.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Goods Receipt Note 

     25.4. Dependency 

Purchase Order 
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     25.5 To make entry of goods received follow these steps, 

Step1: Select the From Date and To Date to which the  Purchase Order Generated. 

Step2: Click “Go” button, Purchase Order list would appear  as in Figure 25.1. 

Step3: Select the Supplier from whom the goods were received.  

Step4: Enter Invoice Number, Invoice Date and Delivery Order no. of goods received. 

Step5: Select Receiving Division from the list. 

Step6: Select the Products from products list which received from the supplier. 

Step7: Enter Receiving Quantity and Price/Unit. 

Step8: If required, Enter Discount Percent and Tax. 

Step9: Enter Warranty Months. 

Step10: Click “Save” button to complete the Goods Receipt Note. 

 

 

 

 

 
 

          Figure 25.2 
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26. Goods Issue 

 
 

     26.1. Intended Audience 

Purchase Department 

     26.2. Usage 

This interface is used to issue the goods. 

     26.3. Menu Access  

Main Menu >>Purchase >>Transactions >> Goods Issue 

     26.4. Dependency 

Goods Receipt Note 
 

 
 

Figure 26.1 

 

   26.5. To Make entry on Goods Issue follow these steps, 

                  Step1: Select Requesting Office from the list. 

Step2: Select Requesting Division, product list would appear. 

Step3: Enter Remarks for Goods Issue. 

Step4: Select the product by clicking the check box. 
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Step4: Enter Total Qty to Issue. 

(User can enter number of quantity to issue. Quantity should not be less than 1 and   

                  Quantity cannot be greater than required quantity) 

Step5: click “save” button to complete the goods issue process.   

 

 

 

27. Posting to Accounts 

      

27.1. Intended Audience 

Accounts Officer 

      27.2. Usage 

This interface enables users to post Purchase Journal for accounting the purchase 

entries le. 

       27.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Posting to Accounts 

       27.4. Dependency 

Purchase Order Generation 
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Figure 27.1 

 

 

 

 

    27.5. To Post the Purchased amount to accounts, follow these steps, 

 Step1: Select supplier name, lists goods received notes.           

            Step2: Enter narration for the purchase journal. 

            Step3: Select goods received note for processing the purchase journal.  

            Step4: Click on link to view the Goods Received Note details. 

 Step5: Click “OK” button, Purchase Journal Voucher would appear as in Figure 27.2  

Step6. Click’ Save’ button, to complete the journal posting. 

        Step7: Click ‘Back’ button, initial page would appear as in Figure 27.1. 

 

 
 

Figure 27.2 
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28. Consumable Spent 

 

 

28.1. Intended Audience 

Department Staff 

      28.2. Usage 

This interface enables users to made entry on Consumable Spend (used stock). 

       28.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Consumable Spend 

       28.4. Dependency 

Goods Received Note 

 

      Figure 28.1 
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28.5  To make entry on Consumable Spend follow steps below, 

 Step1: Select the Division Name from the list. 

 Step2: Enter Remarks for the consumable spent. 

 Step3: Select the product from the product list. 

 Step4: Enter the Quantity of consumable spend. 

 Step5: Click “Add to List” button, will list the added product. 

 Step6: Click the Remove Option if required. 

 Step7: Click “Save” button to complete the process. 

 

 

29. Stock Transfer Request 

 

 

29.1. Intended Audience 

Department Staff 

      29.2. Usage 

This interface enables users to make entry on Stock Transfer Request. 

       29.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Stock Transfer Request 

       29.4. Dependency 

None 

29.5 To make entry on Stock Transfer Request follow steps below 

 Step1: Select Transfer Request Date by default current date will be displayed. 

 Step2: Select Request Receive Office and Request Receive Division. 

 Step3: Enter Remarks if required. 

 Step4: Select Forwarding Employee from the list. 

 Step5: Enter Quantity to Issue for the requested product. 

 Step6: Click “Save” button to complete the Stock Transfer Request process. 
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      Figure 29.1 
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30. Stock Transfer Request Approval 

 

30.1. Intended Audience 

Department Staff 

      30.2. Usage 

This interface enables users to approve the Stock Transfer Request. 

       30.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Stock Transfer Request Approval 

       30.4. Dependency 

Stock Transfer Request  

 

      Figure 30.2 

 

 30.5 To approve the Stock Transfer Request follow steps below 

 Step1: List shows Stock Transfer Request waiting for approval. 

 Step2: Click “Approve” button to approve the Stock Transfer Request. 

 Step3: Click “Reject” button to reject the Stock Transfer Request. 

 Step4: Click “View” button to view the details of Stock Transfer Request as in Figure 30.2. 
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31. Stock Transfer 

 

31.1. Intended Audience 

Department Staff 

      31.2. Usage 

This interface enables users to transfer the stock. 

       31.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Stock Transfer  

       31.4. Dependency 

Stock Transfer Request Approval 

 

 
      Figure 31.1 

 

Step 1 
Step 1 

Step 1 
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31.5 To Transfer the stock follow steps below 

 Step1: Select the Transfer Date by default current date would appear. 

 Step2: Select Transfer To Office from the list to transfer the stock. 

 Step3: Select Transfer To Division from the list. 

 Step4: Enter Remarks if required. 

 Step5: Select the product by clicking the check box to transfer. 

 Step6: Click “Save” button to complete the Stock Transfer. 

 

 

 

32. Stock Transfer Acknowledge 

 

 

32.1. Intended Audience 

Department Staff 

      32.2. Usage 

This interface enables users to acknowledge the Stock Transfer. 

       32.3. Menu Access  

Main Menu >>Purchase >> Transactions >> Stock Transfer Acknowledge 

       32.4. Dependency 

Stock Transfer 

 

 

   

Figure 32.1 
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33.  Asset Creation 

 

 

 
    Figure 32.2 

 

32.5 To Acknowledge the Stock Transfer follow steps below 

 Step1: List shows Stock Transfer waiting for approval. 

 Step2: Click “Approve” button to approve the Stock Transfer. 

 Step3: Click “Reject” button to reject the Stock Transfer. 

 Step4: Click “View” button to view the details of Stock Transfer as in Figure 32.2. 

 

 

 

 

 

 

 

33.1. Intended Audience 

 Purchase Department 

      33.2. Usage 

 This interface enables users to create Asset. 

      33.3. Menu Access  

Main Menu >>Purchase >>Transactions >>Asset Creation 

      33.4. Dependency 

  Product Master 
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   Figure 33.1 

 

 

 

 

33.5 To Create Asset, follow steps below 

 

 Step1: Select Office  from the list. 

 Step2: Select Division and Location from the list. 

 Step3: Select Product Name from the list. 

 Step4: Enter Asset code for the selected product. 

 Step5: Enter Purchase Value and Current Value for the selected product. 

 Step6: Click “Add to list” button to add the product details. 

 Step7: Click “Save” button to complete the Asset creation. 
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IV Purchase Cancellation 

 

 

 

 

  

 

34. Purchase Request Cancellation 

 
 

     34.1. Intended Audience 

Purchase Officer 

     34.2. Usage 

This interface has the provision to cancel the approved purchase request.  

     34.3. Menu Access  

Main Menu >>Purchase >> Cancellation>> Purchase Request Cancellation 

     34.4. Dependency 

Purchase Request Approval 

 

 

 
 

Figure 34.1 
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    34.5. To cancel the purchase requisition, follow these steps, 

 

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

Step2:  Click ‘Generate” button, list purchase requisition generated for the specified period.  

Step3: Click on purchase requisition to view purchase requisition product details as in figure 

40.2 

Step4: Enter Reason for Close if required. 

 Step5: Click ‘Manual Close’ button, to cancel the approved purchase requisition. 

 

 
 

      Figure 34.2 
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35. Quotation Cancellation 

 

     35.1. Intended Audience 

Purchase Officer 

     35.2. Usage 

This interface has the provision to cancel the Quotations.  

     35.3. Menu Access  

Main Menu  >>Purchase >>Cancellation  >> Quotation Cancellation 

     35.4. Dependency 

Quotation Initiation, Quotation Received,Quotation Finalization , Quotation Approval 

 
 

Figure 35.1 

 

35.5. To cancel the quotation, follow these steps, 

 

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

Step2:  Click ‘Generate” button, list quotations generated for the specified period.  

Step3: Click on quotation to view quotation details as in Figure 35.2. 

Step4: Enter Reason if required. 

 Step5: Click ‘Manual Close’ button, to cancel the quotation. 
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Figure 35.2 

 

 
 

 

36. Purchase Order Cancellation 

 

     36.1. Intended Audience 

Purchase Officer 

     36.2. Usage 

This interface is used to cancel the purchase order.  

     36.3. Menu Access  

Main Menu  >>Purchase >> Cancellation >> Purchase Order Cancellation 

     36.4. Dependency 

Purchase Order 

     36.5 To cancel Purchase Order follow steps below 

 Step1: Generated Purchase Order are listed as in Figure 36.1. 

 Step2: Select the Purchase Order for cancellation, details would appear as in Figure 36.2 

 Step3: Click “Cancel Purchase Order” button to cancel the Purchase Order. 
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     Figure 36.1 
 

 

 

 

     Figure 36.2 
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37. GRN Cancellation 

 

     37.1. Intended Audience 

Purchase Officer 

     37.2. Usage 

This interface has the provision to cancel the GRN.  

     37.3. Menu Access  

Main Menu >>Purchase >> Cancellation >> GRN Cancellation 

     37.4. Dependency 

Goods Receipt Note 

 

 
 

Figure 43.1 

 

37.5 To cancel the GRN, follow these steps, 

       Step1:  Enter From date and To date, default current date would appear. 

Step2:  Click ‘Generate” button, would list goods receipt notes generated for the specified 

period.  

Step3: Select the GRN to view Goods Receipt Note details as in Figure 37.2 

 Step4: Click ‘Cancel’ button, to cancel the Goods Receipt Note. 
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Figure 37.2 

 

 

38.  Goods Issue Cancellation 

 

     38.1. Intended Audience 

Purchase Officer 

     38.2. Usage 

This interface has the provision to cancel the Goods Issue.  

     38.3. Menu Access  

Main Menu >>Purchase >> Cancellation >> Goods Issue Cancellation 

     38.4. Dependency 

Goods Issue 

     38.5 To cancel the Goods Issue, follow these steps, 

 

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

Step2:  Click ‘Generate” button, would list goods issues generated for the specified period.  

               Step4:  Select the goods issue to view the details as in Figure: 38.2 

 Step5:  Click ‘Cancel’ button, to cancel the Goods Issue. 
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Figure 38.1 

 

 

Figure 38.2 
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V. Purchase Reports 

 

39. Purchase Requisition Report 

 
 

     39.1. Intended Audience 

  Individual User 

     39.2. Usage 

This interface is used to view the purchase requisition list by the Individual login user. 

     39.3. Menu Access  

                Main Menu >>Purchase >> Reports >> Purchase Requisition Report 

 

     39.4. Dependency 

 Purchase Requisition 

 
 

 
 

Figure 39.1 
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      39.5. To view the Purchase Request Report follow these steps, 

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

 Step2: Click “Generate” button, would list the purchase request of  login user’s for the 

specified period. 

 Step3: Select the purchase requisition to view the details of purchase requisition as in Figure 

39.2 

 

 
 

Figure 39.2  
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40. Purchase Request Report All 

 

     40.1. Intended Audience 

  All User 

     40.2. Usage 

This interface is used to view the purchase requisition list by the all user. 

     40.3. Menu Access  

                Main Menu >>Purchase >> Reports >> Purchase Request Report All 

 

     40.4. Dependency 

  Purchase Requisition 
 

 

    40.5. To view the Purchase Request Report All follow these steps, 

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

 Step2: Click “Generate” button, would list the purchase request of all user’s for the specified 

period. 

 Step3: Select the purchase requisition to view the details of purchase requisition as in Figure 

40.2 

 

      Figure 40.1 
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       Figure 40.2 

 

 

 
 

 

 

41. Purchase Request Consolidation Report 
 

 

    41.1. Intended Audience 

  All Users 

    41.2. Usage 

This interface is used to view the purchase requisition list by the all user. 

    41.3. Menu Access  

                Main Menu >>Purchase >> Reports >> Purchase Request Report All 

 

    41.4. Dependency 

  Purchase Requisition 
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     Figure 41.1 
 

 

 

41.5 To view the Purchase Request Consolidate Report follow step below 

 Step1: Select Display Division wise Request Quantity by clicking the check box. 

 Step2: Select the Approval Employee from the list, list of purchase requisition would appear. 

 Step3: Select the Purchase Request by clicking the check box. 

 Step4: Click “Consolidate Print” button to view the Purchase Request Consolidate Report as in 

Figure 41.2 

 

 

 

 

      Figure 41.2 
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42. Quotation Report 

 
 

     42.1. Intended Audience 

  All Users 

     42.2. Usage 

This interface is used to view Quotation report. 

     42.3. Menu Access  

Main Menu >>Purchase >> Reports >>Quotation Report 

     42.4. Dependency 

 Quotation Received Details 

 

     42.5. To view Quotation Report follow these steps 

             Step1: Select Quotation from date and to date, by default current date would appear. 

             Step2: Click on “Generate” button, list of quotations generated for the specified period would 

appear. 

             Step3: Select the quotation to view the quotation details as in Figure 42.2 

 

 
 

Figure 42.1 
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Figure 42.2 

 

 

 

 

 

 

 

 

 

 

 

 
 

43. Comparative Statement 

 
 

     43.1. Intended Audience 

  All Users 

    43.2. Usage 

This interface is used to generate comparative statement from the received quotations. 

     43.3. Menu Access  

Main Menu >>Purchase >> Reports >>Comparative Statement 

     43.4. Dependency 

 Quotation Received Details 
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Figure 43.1 

 

43.5. To view the Comparative Statement, follow these steps, 

 Step1: List of quotations received would be listed as in Figure 43.1. 

            Step2: Select the Quotations from the list, Comparative Statement would be listed as in Figure 

43.2 

 

 
 

Figure 43.2 
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44. Purchase Order Report 

    

 

     44.1. Intended Audience 

  All Users 

     44.2. Usage 

This interface is used to view purchase order list and purchase order details for login 

office.  

     44.3. Menu Access  

                      Main Menu >>Purchase >> Reports >>Purchase Order Report 

     44.4. Dependency 

                  Purchase Order 

 

 
 

Figure 44.1 

 

     44.5. To view purchase order report, follow these steps 

 

              Step1: Select from date and to date, by default current date would appear. 

              Step2: Click on “Generate” button, list purchase orders generated for the specified period. 

              Step3: Select the Purchase Order to view the details as in Figure 44.1.2.  

   Step4: Click html to view the purchase order in HTML format as in Figure 44.1.3. 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 74 of 84  

      Figure 44.2 

 

 

      Figure 44.3 
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45. Goods Recevied Note (GRN) Report 

 
 

 

     45.1. Intended Audience 

  All Users 

    45.2. Usage 

This interface is used to view Goods Received Report. 

     45.3. Menu Access  

Main Menu >>Purchase >> Reports >>GRN Report 
 

     45.4. Dependency 

 Goods Received Note 

 

 
 

Figure 45.1 

 

      45.5. To view Goods Receipt Note, follow these steps 

               Step1: Enter from date and to date, by default current date would appear. 

               Step2: Click on “Generate” Button, list goods received notes for the specified period. 

               Step3: Select the Goods Received Note to view the details as in Figure 45.2 
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Figure 45.2 

 

 

46. Goods Issue Report  

 

     46.1. Intended Audience 

  All Users 

     46.2. Usage 

This interface is used to view Goods Issue Report. 

     46.3. Menu Access  

Main Menu >>Purchase >> Reports >>Goods Issue Report 

 

     46.4. Dependency 

                        Goods Issue 

 

46.5.  To view Goods Issue Details follow these steps 

Step1: Enter from date and to date, by default current date would appear. 

Step2: Select Report Type from the option Detailed or Abstract. 

Step3: Select Product Name if required. 

Step4: Select From Division and To Division if required. 

Step5: Click on “Generate” button, list of goods issues would appear. 
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Figure 46.1 

 

 

 

47. Stock Report 

 

      

     47.1. Intended Audience 

  Stores In-charge, Purchase Officer and Head of the Department 

     47.2. Usage 

This interface is used to view stock in and stock out detail. 

     47.3. Menu Access  

Main Menu >>Purchase>> Reports >>Stock Report 
 

     47.4. Dependency 

 Goods Received Note, Goods Issue 
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Figure 47.1 

 

 

Figure 47.2 

 

 

47.5. To view stock report follows these steps, 

Step1: Enter from date and to date, by default current date would appear. 

Step2: Select division to view the stock details in division wise. 

 Step3: Click on “Generate” button to view stock details as in Figure 47.2. 

 

 

 

 

 

 

 

 

 

 

 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 79 of 84  

 

48. Stock Movement Report 

 

48.1. Intended Audience 

  Purchase Officer and Head of the Department 

48.2. Usage 

This interface is used to view stock movement details. 

 48.3. Menu Access  

Main Menu >>Purchase>>Reports >>Stock Movement Report 
 

 48.4. Dependency 

Goods Issue, Stock Transfer Report 

 

Figure 48.1 
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Figure 48.2 

 

48.5 To View Stock Movement report follow steps below 

 

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

 Step2: Select From Division and To Division from the list. 

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

 Step4: Select the stock movement to view the details as in Figure 43.2. 

 

 

49. Stock Transfer Report 

 

 

     49.1. Intended Audience 

  All Users 

     49.2. Usage 

This interface is used to view stock transfer report. 

     49.3. Menu Access  

Main Menu >>Purchase >> Reports >>Stock Transfer Report 
 

     49.4. Dependency 

Stock Transfer 

     

 

 

 

 

 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 81 of 84  

 

 

 

Figure 49.1 

 

 
 

Figure 49.2 

 

49.5 To view Stock Transfer report, follow steps below 

 

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

 Step2: Select Receiving Office and Receiving Division if required. 

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

 Step4: Select the stock transfer to view the product details along with the quantity as in Figure 

49.2 
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50. Purchase Journal Report 

 
 

     50.1. Intended Audience 

  All Users 

     50.2. Usage 

This interface is used to view purchase journal details. 

     50.3. Menu Access  

Main Menu >>Purchase >> Reports >>Purchase Journal 
 

     50.4. Dependency 

Purchase Journal 

 

 
 

Figure 50.1 

 

      50.5. To view Purchase Journal Report, follow these steps 

               Step1: Enter from date and to date, by default current date would appear. 

               Step2: Click on “Generate” Button to list the  purchase journal generated for the specified 

period. 

              Step3: Select the Purchase Journal to view the  details as in Figure 50.2. 

              Step4: Click “view” button to view purchase journal details as in Figure 50.3 
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Figure 50.2 

 

 
 

Figure 50.3 
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51. Asset Register 

 

     51.1. Intended Audience 

  Stores In-charge, Purchase Officer and Head of the Department 

     51.2. Usage 

This interface is used to view asset register details. 

     51.3. Menu Access  

Main Menu >>Purchase >> Reports >>Asset Register 
 

     51.4. Dependency 

Goods Receipt Note 

 

 

 

Figure 51.1 

 

51.5. 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. General 

1. Login 

 
1.1. Intended Audience 

 All users 

1.2. Usage 

 Login provides access to e-Varsity ERP. 

1.3. Dependency 

 None. 

1.4. To Login please follow steps below 

Step 1: Enter Your ID 

Step 2: Enter the  Password 

Step 3: Click “Log In” button 

 

 
 

     Figure 1.1 
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1.5 On Successful login, user can have access to their home page as shown in figure 1.2. 

 

 
      Figure 1.2 

 

 

              

2.  Changing password 

 
2.1. Intended Audience 

 All users. 

 

2.2. Usage 

 Creates new password for the login User  

 

2.3. Menu Access 

 Main Menu >> User Manager >> Change Password. 

 

2.4. Dependency 

 Login. 

 

2.5. Follow steps below to change your password. 

 Step 1: Enter Current Password. 

 Step 2: Enter New Password. 

 Step 3: Enter Confirm New Password. 

 Step 4: Click “Save” button to save the password to database. 
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      Figure 2.1 
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3.  Adding to favorite menu 

 
3.1. Intended Audience 

 All users 

 

3.2. Usage 

 Adding menu to Favorites. 

 

3.3. Menu Access 

 Favourites menu 

 

3.4. Dependency 

 None. 

 

Step 1: Click menu in the check box to be your favorite menu 

 

Step 2: “Click Add to Favorites” button as in figure 3.1 

 

     Figure 3.1 

 

 

 

 

Step 2 
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4.  Adding new user 
 

 

 

 
 

 
 

 
 

 

 
 

 

4.1 Intended Audience 

  System administrator 

 

4.2 Usage 

  Creates new user from existing employee List in e-Varsity ERP. 

 

4.3 Menu Access 

  Main Mennu >> User Rights >> User Registration 

 

4.4 Dependency 

  Employee List. 
 

 
 

 

 
 

 
 

 

 

 
 

 
 

 

 
 

 
 

 

 
 

     Figure 4.1  

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

5.   Module access privilege 

 

5.1. Intended Audience 

 System administrator 

5.2. Usage 

 This interface provides module wise user access, only users with module level privilege 

can be assigned menu acess. 

5.3. Menu Access 

 Main Menu >>User Rights > >Module 

5.4. Dependency 

 None.  
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     Figure 5.1 

 

5.5. Follow steps below to assign module access, 

 Step1: select employee from the available employee list. 

 Step2: Select module tab and select the required modules for the user access. 

 Step3: click “save” button to complete user wise module assignment. 

  

 

 

 

       6. Menu access privilege 

 
 

6.1. Intended Audience 

 System administrator 

6.2. Usage 

 This interface provides menu level access to users. 

6.3. Menu Access 

 Main Menu >> User Rights >> Menu 

6.4. Dependency 

 User Wise Module Assignment 

 

 

 

 

 

 

Step 3 
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7. Program access privillege                                                                                                           

 

 

 

     Figure 6.1 

 
 

 

 

6.5. Follow steps below to assign menu access, 

 Step1: Select the employee to whom menu access right is required. 

 Step2: Select the module to which menu access right is required for the user. 

 Step3: Select the required menu access right to be provided for the selected user. 

 Step4: Click “save” button to complete user wise menu allotment. 

 

 

 

 

 

 

 

 

 

 

 

7.1. Intended Audience 

 System administrator 

7.2. Usage 

 This interface provides program wise access to the users. 

7.3. Menu Access 

 Main Menu >> User Rights >> Program Authorization 

7.4. Dependency 

 User Registration and Office 
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8. Section Authorization                                                                                                    

 

 

     Figure 7.1 

 

 
7.5 Follow Steps below to assign  program for the employees. 

 Step 1: Select  Employee from the list. 

 Step 2: Select Office from the list 

 Step 3: Click the Check Box to select the programs 

 Step 4: Click “Save” button to assign the programs for the selected employee 

 

 

 

 

 
8.1. Intended Audience 

 Timetable coordinator 

8.2. Usage 

 This interface is used to assign rights on program wise sections to particular staff. 

8.3. Menu Access 

 Main Menu >> User Rights >> Section Authorization 

8.4. Dependency 

 program access privilege 
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Figure 8.1 

 

 
8.5 Follow Steps below to assign  program for the employees. 

 Step 1: Select  Employee from the list. 

 Step 2: Select Office from the list. 

 Step 3: Click the Check Box to select the programs. 

 Step 4: Click “Save” button to assign the programs for the selected employee. 
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 II Academic Master  

 

 

9. Academic Calendar 

 

 
9.1. Intended Audience 

 Academic committee and System Administrator. 

9.2. Usage 

 This master interface records Day Status and  Day Order Name. 

9.3. Menu Access 

 Main Menu >> Academic>> Academic Calendar 

9.4. Dependency 

 None. 

 

 
Figure 9.1 
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10. Regulation Master 

 

10. A. University Master 

 

10.1. Intended Audience 

 Academic committee and System Administrator 

10.2. Usage 

 This master interface records course related details. 

10.3. Menu Access 

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

10.4. Dependency 

 None. 

 

    Figure 10.A.1 

 

 

10.5. 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 Figure 10.A.2 

  Step 5: Click “Modify” button to update the university details. 
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    Figure 10.A.2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5 
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    10. B. Regulation Master                                           

 

 

 

 

 

10.1. Intended Audience 

 Academic committee and System Administrator 

10.2. Usage 

 This master interface records Regulation related details. 

10.3. Menu Access 

 Main Menu >> academic master >> Regulation Master>> Regulation 

10.4. Dependency 

 University Master 

 

 

 

 
    Figure 10.B.1 

 

10.5. 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 as in Figure 10.B.2. 

  Step 4: Click “Modify” button to update the Regulation Details as in Figure 10.B.3. 
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                                                     Figure 10.B.2 

 

 

 
    Figure 10.B.3 

 

 

 

 

Step 6 

Step 5 
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10. C.    Graduation Master 

 

 

10.1. Intended Audience 

 Academic committee and System Administrator. 

10.2. Usage 

 This master interface records Graduation  details. 

10.3. Menu Access 

 Main Menu >> academic master >> Regulation Master>> Graduation 

10.4. Dependency 

 None. 

 

 

    Figure 10.C.1 

 

10.5. 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 as in Figure 10.C.2. 

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

 

Step 1 

Step 2 
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    Figure 10.C.2 

 

 

10. D.   Branch Master 

 

10.1. Intended Audience 

 Academic committee and system administrator 

10.2. Usage 

 This master interface records of Branch Master. 

10.3. Menu Access 

 Main Menu >> academic master >>Regulation master >>Branch 

10.4. Dependency 

 none. 

  

 

      Figure 10.D.1 

Step 4 
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10.5. 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 as in figure 

10.D.2 

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

 

 

 

     Figure 10.D.2 

 

 

11. Program Master 

 

 

11.A. Program Pattern 

 

11.1. Intended Audience 

 Academic committee and system administrator. 

11.2. Usage 

 This master interface records program pattern master. 

11.3. Menu Access 

 Main Menu >> academic master >> Program master >> Program Pattern  

11.4. Dependency 

 None. 

Step 5 
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Figure 11.A.1 

 

 

11.5. 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 as in Figure 11.A.1 

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

in Figure 11.D.2 

       Step 5: Click “Modify” button to update the record as in Figure 11.A.2 

 

 

      

Figure 11.A.2 

 

Step 5 
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11.B. Program Type 

 

11.1. Intended Audience 

 System Administrator 

11.2. Usage 

 This interface links program, branches and Graduation Type together. 

11.3. Menu Access 

 Main Menu << academic <<Program master << Program Type 

11.4. Dependency 

 Program master, Branch master and Graduation Type 

 

 

 

 
 

    Figure 11.B.1 

 

   

11.5. 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 as shown in the figure 11.B.2 
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                          11.C. Program Master                                      

 

 

     Figure 11.B.2 

 

 

      

  

 

 

 

 

 
11.1. Intended Audience 

 System Administrator 

11.2. Usage 

 This interface links program , Branch with Regulation 

11.3. Menu Access 

 Main Menu >> academic master >> program master >> Program 

11.4. Dependency 

 University master, Regulation master, Graduation type and Branch master 

 

 

Step 5 
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11.5.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 

 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 as in 

figure 11.C.1 

 Step 11: Click “Modify” button to save the modified details in to database as in figure 11.C.2 

 

 

 
      

Figure 11.C.1 
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     Figure 11.C.2 

 

 

 

                                           11.D. Institution Program 

 

 11.1. Intended Audience 

 System administrator 

 11.2. Usage 

 This interface provides program wise access to the Institution. 

 11.3. Menu Access 

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

 11.4. Dependency 

 Program master and Branch master 

 

 

 

Modify 
Step 11 
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     Figure 11.D.1 

 

11.5 To make entry follow steps below 

Step 1: Click the available programs to grant program access for the selected Instituiton 

Step 2: Click the Program Granted to Institution to revoke the program access for the selected 

Institution as in Figure 11.D.1 

 

 

 

                                                       12. Academic Master 

 

 

12.A. Course Type 

 
12.1. Intended Audience 

 Academic committee and System Administrator 

12.2. Usage 

 This master interface records course Type details. 

12.3. Menu Access 

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

12.4. Dependency 

 None 

Step 1 

Step 2 
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     Figure 12.A.1 

 

 

12.5 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 records as in Figure 12.A.2 

 

 

 
     Figure 12.A.2 

 

Step 5 

Step 1 

Step 2 

Step 3 

Step 4 
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       12. B. Course Master 

 

        

 
                                                                         
12.1. Intended Audience 

 Academic committee and System Administrator 

12.2. Usage 

 This master interface records course related details. 

12.3. Menu Access 

 Main Menu >> academic >> academic master >> course master 

12.4. Dependency 

 Regulation master 

 

 
     

     Figure 12.B.1 

 

12.5 To make entry follow steps below 

  Step 1: Select the Regulation 

  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 
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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 as in Figure 12.B.2 

 

 

 
      Figure 12.B.2 

 

 

 

12.C. Course Details 

 
12.1. Intended Audience 

 Academic committee and System Administrator 

12.2. Usage 

 This master interface records course related details. 

12.3. Menu Access 

 Main Menu >> academic  >> academic master >> course details 

12.4. Dependency 

 Regulaton Master, Course master and Course Type 

Step 8 
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12.5.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 

Step 6: To view the Details 

 a) Select the Regulation from the list  

 b) Click “View” button, display existing Details of Course Master as in Figure 12.C.2 

 

Figure 12.C.1 

 

 

 

Step 7: To Modify the existing Course Master Details 

  a) Select the Course from the view list for  modification as in figure 12.C.2 

  b) Modify the required fields to be modified as in Figure 12.C.3 

  c) Click “Modify” button to update the Course Master Details as in Figure 12.C.3 

 

 

 

 

Step 3 

Step 2 
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Figure 12.C.2 

 

 

 
     Figure 12.C.3 

 

 

 

Step 6 
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12.D. Program Course 

 
12.1. Intended Audience 

 Academic committee and System Administrator 

 

12.2. Usage 

 This master interface links Program and Courses belongs to same Regulation. 

 

12.3. Menu Access 

 Main Menu >> academic  >> academic master >> Program course 

 

12.4. Dependency 

 Regulaton Master, Program and Course 
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12.5 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. 

 Step 7: To view the Program wise courses 

  a) Select university, Regulation and Program  

  b) Click “View” button to view the courses for the selected program as in Figure 

12.D.2 

 

 

     Figure 12.D.2 
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           12.E. Section 

 
12.1. Intended Audience 

 System Administrator 

 

12.2. Usage 

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

 

12.3. Menu Access 

 Main Menu >> academic >> academic master>> Section 

 

12.4. Dependency 

 None 

 

 

  

    Figure 12.E.1 

 

12.5 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 as in Figure 12.E.2 

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

  c) Edit the Class Section Name. 

  d) Click “Update” button to complete modification 
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12.F. Lab Group                                                                 

 

   
     

     Figure 12.E.2 

 

 

 

 

 
 

 
12.1. Intended Audience 

 System Administrator 

 

12.2. Usage 

 This interface allows user to create a  new Lab Group and modifying existing Lab Groups. 

 

12.3. Menu Access 

 Main Menu >> academic  >> academic master>> Lab Group 

 

12.4. Dependency 

 None 

 

12.5. 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 as in Figure 12.F.2. 

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

  c) Edit the Lab Group Name 

  d) Click “Update” button to complete modification. 
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12.G.Programwise Section                                                                                                                

 

 

 

 

 

 

 

 

  

 

 

 

 

 

    Figure 12.F.1 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

    Figure 12.F.2 

 

 

                        

                                
 

12.1. Intended Audience 

 Timetable coordinator 

12.2. Usage 

 This interface links sections to respective programs. 

12.3. Menu Access 

 Main Menu >> Academic > Program wise Sections 

12.4. Dependency 

 Program, Standard batch master and Section Master 
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     Figure 12.G.1 

 

12.5 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 as in figure 12.G.1. 

 

 
 

     Figure 12.G.2 

 

 

 Step5: Already assigned sections are displayed in ‘Yellow’ Color and click the same will 

change the status as ‘not selected’. 

 Step6: Click on ‘Modify Sections’ button, to update the modified details as in Figure 

12.G.2 
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                            13. Internal Test Component 

 

13.A. Test Component 

 

13.1. Intended Audience 

System Administrator  

13.2. Usage  

This master interface records further detail related to a course. 

13.3. Menu Access 

Main Menu >> academic >>Internal Test Component 

13.4. Dependency 

 None 

 

 

 .

 
 

     Figure 13.A.1 

 

13.5 To make entry follow steps below 

 Step 1: Enter the Test Component  

 Step 2: Click “Save” button to add a new Test  Component in to database. 

Step 3: Click “View” button to view the existing test component as in Figure 13.A.2 

  

13.6 To Modify existing Test Components follow below steps 

 Step 1: Select the Test Component  in view list for modification 

 Step 2: if “Can Edit” status in list is “Yes” it is allowed to modify 

 Step 3: Modify the Test Component 

 Step 4: Click “update” button to complete modification. 
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13.b Coursewise Test Component                                      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 13.A.2 

 

 

 

 

13.1. Intended Audience 

 System Administrator 

13.2. Usage 

 This interface links courses and test components together. 

13.3. Menu Access 

 Main Menu >> Academic Master >> Internal Test Component >>Course wise Test 

component 

13.4. Dependency 

 Course Details Master 

 

 
     Figure 13.B.1 
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13.5. 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. 

 

 

 

 

  

 

 

 

 

 

 

 

 



Academic Module – User Manual    

 

 

 

   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 42 of 126  

 

13.C. Cancel Course Wise Test Component 

 

13.1. Intended Audience 

 System Administrator 

13.2. Usage 

 This interface used to Cancel Course Wise Test Component. 

13.3. Menu Access 

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

Test Component 

13.4. Dependency 

 Course Wise Test Component 

 

13.5 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 

 

 

 
     Figure 13.C.1 
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  14. Attendance Group Master                                                                                                         

 

 

 

 

   

 

14.1. Intended Audience 

 System Administrator 

14.2. Usage 

 This interface used to create Centralized Attendance Group Master. 

14.3. Menu Access 

 Main Menu >> academic master >> Attendance Group Master 

14.4. Dependency 

 Subject and Staff Name 

 

14.5. To make entry follow steps 

 Step 1: Enter the Group Name. 

 Step 2: Select the Subject Name from the list. 

 Step 3: Select the Staff  Name from the list. 

 Step 4: Click “Save” button to add the Attendance Group master in to database. 

 

 
     Figure 14.1 
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13.6. To modify the existing Attendance Group Master follow steps below 

 Step 1: Click on “View” button  will list  the existing Attendance Groups as in figure 14.2 

 Step 2: Click the Group Name in list for modification 

 Step 3: Modify the required fields 

 Step 4: Click “Modify” button to complete modification as in figure 14.3 

 

 

 

     Figure 14.3 
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III. Transaction 

 

 

 

 

 

 

15. Student Section Allocation 

 

15.1 Intended Audience 

 Timetable coordinator 

15.2 Usage  

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

section. 

15.3 Dependency  

Program wise section and student master 

15.4 Menu Access  

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

     Figure 15.1 

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. 

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. 

Note: Click View already allocated students button to view the already allocated students 

for the selected program section. 
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16. Extra Disciplinary Course Registration 

 

16.1 Intended Audience 

 Timetable coordinator 

16.2 Usage  

 Using this interface, user can allocate the students to the Extra DisciplinaryCourse. 

16.3 Dependency  

Course master, Programwise Section 

16.4 Menu Access  

Main Menu >> Academy >>Transaction>> Extra Disciplinary Course 

Registration 

 

 
     Figure 16.1 

 

 

16.5 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 as in Figure 16.2 

 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. 
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     Figure 16.2 

 

 

 

 

 

17. Section Transfer 

 

17.1 Intended Audience 

Timetable coordinator 

17.2 Usage  

Using this interface, user can re-allocate the students to the appropriate program 

section. 

17.3 Dependency  

Program wise section and student master 

17.4 Menu Access  

Main Menu >> Academy >>Transaction>>Student Section Transfer 

 

 

 

 

Step 1 

Step 2 

Step 3 
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17.5 To Transfer students Section follow steps below 

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

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

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

Step2:Click the Gender. 

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. 

 

 
     Figure 17.1 

 

 

18. Student Course 

 

18.1 Intended Audience 

Timetable coordinator 

18.2 Usage  

User can specify student’s courses for the semester. 

18.3 Dependency  

Student section allocation and program wise courses 

18.4 Menu Access  

Main Menu >>Academy>>Transaction >>Student wise Courses 
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     Figure 18.1 

 

18.5 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. 

 

 

     Figure 18.2 

Step 4 
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                                               19. All Staff Profile 

 

 

 

 

19.1 Intended Audience 

HR 

19.2 Usage  

Using this interface the user can view the Profile of  Staff 

19.3 Dependency  

Employee Master 

19.4 Menu Access  

Main Menu >> Academy >>Transaction>>All Staff Profile 

 

 
     Figure 19.1 

 

19.5 To view staff profile follow steps below 

 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 . . . as in figure 19.2 
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      Figure 19.2 

 

20. Class Time Table 

 

20.1 Intended Audience 

 Timetable coordinator 

20.2 Usage  

 This interface is used to prepare timetable for particular program section. 

20.3 Dependency  

  Program wise courses and program wise sections 

20.4Menu Access  

 Main Menu >> Academy >> Transaction >> Class Timetable 

 

 
      

Figure 20.1 

 

20.5 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 as in Figure 20.2 

20.6. To deselected a cell (figure 20.2) 

 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. 
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     Figure 20.2 

 

21. Faculty Courses 

 

21.1 Intended Audience 

 Timetable coordinator 

21.2 Usage  

 This interface links courses to respective faculty. 

21.3 Dependency  

 Employee master (from HR module), program wise section and program wise courses. 

21.4 Menu Access  

 Main Menu >> Academy >> Transaction >> Staff wise Courses 

 

21.5 To assign Courses to the Staff 

 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. 
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Figure 21.1 

 

 

 

     Figure 21.2 

 

 

 

22. Faculty Time Table 

 

 

22.1 Intended Audience 

 Timetable coordinator 

22.2 Usage  

 This interface is used to prepare staff timetable. 

22.3 Dependency  

 Staff wise courses and class timetable. 

22.4 Menu Access  

 Main Menu >> Academy >> Transaction >> Staff Timetable 

 

You will see the Staff Timetable Master page. 
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     Figure 22.1  

 

22.5 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. 

  

 

Figure 22.2 



Academic Module – User Manual    

 

 

 

   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 55 of 126  

 

 

 

 

Note: Green shaded cell denotes that the slot was assigned to that cell. Double-click on the 

green cell if you want to remove assigned subject. 

 

22.6 To modify  the Faculty Timetable follow steps below 

 Step 1: Green shaded cell denotes, the slot was assigned to that cell. If we double click on 

the green cell will remove the assigned subject. 

 Step 2: Click on the ‘Modify’ button to update the changes done on the staff timetable. 

 

 

 

23. Attendance Entry 

 

 

23.1. Intended Audience 

Teaching faculty 

23.2. Usage 

Concerned teaching faculty can mark their student attendance for appropriate day order 

and hour. 

23.3. Menu Access 

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

23.4. Dependency 

Student wise courses, Student section allocation and Class timetable. 

 

      Figure 23.1 
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23.5. Follow steps below to mark the attendance for the students. 

Step1: 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 order’ 

option to mark attendance for any other day order. 

 

Step 2: User can click on the appropriate cell for marking attendance of the students. The 

details in the cell are program section and the course. The students associated with the 

corresponding slot alone listed. [Shown in Figure 23.2] 

 

 
      Figure 23.2 

 
Step3: User can click on the attendance status cell to change the attendance status from 

present to absent or vice versa. 

Step4: Click ‘Save’ button to save the attendance details. 

 

Important Note:: 

1. Cell displayed in pink color represents for Fresh data entry ie, ready to mark the attendance for 

the 

listed students. 

2. Cell displayed in red color represents attendance already marked waiting for HOD approval, user 

can able to modify the attendance status if requires. 

3. Cell displayed in green color represents attendance marked and it was approved by the concern 

HOD. User cannot able to modify the marked attendance. 
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24. Attendance Entry Centralized 

 

 

24.1. Intended Audience 

Teaching faculty 

24.2. Usage 

This interface used to mark the student attendance for any day order 

and hour. 

24.3. Menu Access 

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

24.4. Dependency 

Student wise courses, Student section allocation and Class timetable 

 

    Figure 24.1 
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24.5 To make Student Attendance Entry follow steps below 

 Step 1: Select the Attendance Date 

 Step 2: Select Day Order 

 Step 3: Select Program section from the list 

 Step 4: Select Course from the list 

 Step 5: Select Hour or Multi Hour Option , will display students from the selected 

Program Section 

 Step 6: Select the record to change the status Present or Absent 

 Step 7: Click “Save” button to update the Student Attendance Entry into database. 

 

 

 

25.  Student Activity Entry 

 

25.1. Intended Audience 

Teaching faculty 

25.2. Usage 

This interface used to update the Student Activity. 

25.3. Menu Access 

Main Menu >> Academy >> Transaction >> Student Activity Entry  

25.4. Dependency 

Student wise courses, Student section allocation and Activity Master 

25.5. To make entry follow steps below 

 

 Step 1: Select the Activity Type 

 Step 2: Select From Date and To Date, you can able to see the details of the day order 

and hour 

 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 
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     Figure 25.1 

    

 

 

 

 

 

 

 

 

Step 5 
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                                              26.  Delegation Entry 

 

 

 

 

 

 

 

26.1. Intended Audience 

Teaching faculty 

26.2. Usage 

Using this interface staff can delegate his/her hour to another staff. 

26.3. Menu Access 

Main Menu >> Academy >> Transaction >> Delegation Entry  

26.4. Dependency 

Staff Timetable 
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    Figure 26.1 

 

 

 

 

 

26.5. 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 delegated as in Figure 26.1 

 Step 5: Select the Delegating To staff from the list 

 Step 6: Click ‘Save’ button to save the delegation entry details. 

 

 

27.    Delegation Entry by HOD 

 

27.1. Intended Audience 

       Dean and Head of the department. 

 

27.2. Usage 

      This interface helps authorities to provide class of one faculty to another on absence. 

 

27.3. Menu Access 

     Main Menu >> Academic >> Transaction >> Delegation Entry By HOD.. 
 

27.4. Dependency 

    Class timetable and staff timetable. 

 

27.5. 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 

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



Academic Module – User Manual    

 

 

 

   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 62 of 126  

 

 

 

 

 

      Figure 27.1 

 

 

 

 

28. Internal Mark Entry 

 
28.1. Intended Audience 

       Teaching Faculty 

 

28.2. Usage 

      This interface intakes internal mark details of students for a course. 

 

28.3. Menu Access 

     Main Student section allocation  
Menu >> Academic >> Transaction >> Internal Mark Entry 
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28.4. Dependency 

    Program wise sections, Course Details Master and Course wise Test component 

 

 

 

 

Figure 28.1 
 28.5 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 

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 

 

 

29. Internal Mark Modification 

 
29.1. Intended Audience 

       Teaching Faculty 

 

29.2. Usage 

      This interface used to modify internal mark details of  for a course. 

 

29.3. Menu Access 
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     Main Student section allocation Menu >> Academic >> Transaction >> Internal Mark 

Modification. 
 

29.4. Dependency 

    Program wise sections,Course Details Master,Course wise Test component 

 

 

     Figure 29.1 

 

 
29.5 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. 
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30.  Attendance Approval 

 

 
30.1. Intended Audience 

Dean / Head of the department 

30.2. Usage 

This interface is used to approve student’s attendance entered by teaching faculty. 

30.3. Menu Access 

Main Menu >> Attendance >> Approval >> Attendance Approval 

30.4. Dependency 

Attendance Entry 

 

30.5. To approve student attendance entry follow the steps, 

Step1: Select program section from list. 

Step2: Click on a single cell to approve for an Hour. 

Step3: Select check box  to approve entire day attendance. 

Step4: Make changes on attendance entry if required (for hour wise approval only). 

Step5: Click “Approve” after necessary changes made 

Step 6:Click “Reject” to cancel the attendance entry . 

 On successful approval “Record Saved successfully” message would appear. 

On successful rejection “Attendance Cancelled successfully” message would appear 
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      Figure 30.1 

 

 

 

31. Decision on Attendance 

 

 

31.1. Intended Audience 

Vice chancellor and Academic Dean 

31.2. Usage 

This interface is a provision where higher authorities can decide on students attendance 

Immaterial of attendance entry and approval made thereafter. 

31.3. Menu Access 

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

31.4. Dependency 

Attendance marking 
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31.5. 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. 

 

 

 

 

     Figure 31.1 
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32. Cancel Attendance Entry 

 

32.1. Intended Audience 

       Teaching faculty. 

32.2. Usage 

       Concerned teaching faculty can cancel their student attendance for appropriate hour 

32.3. Menu Access 

       Main Menu >> Academic >> Transaction >> Cancel Attendance Entry 

32.4. Dependency 

       Student wise courses, Student section allocation and Class timetable. 
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32.5 To Cancel Attendance Entry follow steps below 

 Step1: Select Attendance Date and click “Generate” button 

You will have the list of programwise Section , Total Students and number of students present 

for the particular hour for the selected Attendance Date. 

 Step2: Click the hour whose attendance to be cancelled 

You will have the Details of the selected hour such as Subject, Subject Code and Faculty  

 Step3: Click “Cancel” button to Cancel the selected hour 

 

 

 

 

33. Missing Attendance Details 

 

33.1. Intended Audience 

       Teaching faculty. 

33.2. Usage 

       Concerned teaching faculty can cancel their student attendance for appropriate hour 

33.3. Menu Access 

       Main Menu >> Academic >> Transaction >> Missing Attendance Details 

33.4. Dependency 

       Student wise courses, Student section allocation and Class timetable. 

33.5. 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 details as shown in the Figure 33.1 

 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 as in Figure 33.2 

 Step 5: Click “Save” button to add the Reason to the database 
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Figure 33.1 

 

 

 `  Figure 33.2 
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34. Student Med. Leave Approval 

 

34.1. Intended Audience 

Dean /Head of the department 

34.2. Usage 

This interface is used to approve student’s general and medical leave. 

34.3. Menu Access 

Main Menu >> Attendance >> Approval >> Student Med. Leave Approval 

34.4. Dependency 

Student leave entry 

 

    Figure 34.1 

 

To approve student leave follow steps as below, 

Step1: Select program section from the drop down list. After program section selected, the 

students corresponding to the selected program section those who are waiting for leave 

approval alone listed. 

Step2: Check the appropriate students. 

Step3: Click on ‘Approve’ button to approve the student leave details. On successful approval 

“Record Approved successfully” message would appear. 

Step4: Click on ‘Reject’ button to reject the student leave details. On successful rejection 

“Record rejected successfully” message would appear 
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35. Student Activity Approval 

 

35.1. Intended Audience 

  Teaching faculty 

35.2. Usage 

  This interface used to Approve the Student Activity. 

35.3. Menu Access 

  Main Menu >> Academy >> Transaction >> Student Activity Approval 

35.4. Dependency 

  Student wise courses, Student section allocation and Student Activity Entry 

 

 
       

Figure 35.1 
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36. Delegation Approval 

 

36.1. Intended Audience 

Dean and Head of the department 

36.2. Usage 

This interface is used to  approve delegation entry made by teaching faculty. 

36.3. Menu Access 

Main Menu >> Attendance >> Approval >> Delegation Approval 

36.4. Dependency 

Delegation entry 

Figure 36.1 

 

36.5 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.  

 

 

37. Register Number Assigning 

 

37.1. Intended Audience 

Teaching Faculty 

37.2. Usage 

This interface is used to Assign Register Number.  

37.3. Menu Access 

Main Menu >> Academic >> Transaction >>Register Number Assigning 

37.4. Dependency 

Program Master, Program wise section 
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37.5 To Assign Register Number follow steps below 

 Step 1: Select Program from the list 

 Step 2: Select Semester from the list 

 Step 3: Select “List All Students” option by clicking Check Box 

Students from Selected Program and Semester will be listed 

 Step 4: Enter “ Prefix” 

 Step 5: Select the Students for whose the Register number to be entered 

 Step 6: Enter Register number 

 Step 7: Click “Save” button to save Register  Number to the Database 

 

      

Figure 37.1 
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38. Cancel Class Timetable 

 

38.1 Intended Audience 

Timetable coordinator 

38.2 Usage  

This interface is used to Cancel timetable for particular program section. 

38.3 Dependency  

Program wise courses and program wise sections 

38.4Menu Access  

 Menu >> Academy >> Transaction >> Cancel Class Timetable 

 

     

     Figure 38.1 

 

38.5 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. 

 

 

 

39. Cancel Student Section 

 

39.1 Intended Audience 

 Timetable coordinator 

39.2 Usage  

 Using this interface, user can cancel the Student Section allocation for appropriate 

Program. 

39.3 Dependency  

Student Section Allocation 

39.4 Menu Access  

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

 

 



Academic Module – User Manual    

 

 

 

   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 76 of 126  

 

 

39.5 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  

 Step 2: Select the Students by clicking check Box whose section to be cancelled. 

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

      

Figure 39.1 

 

 

 

 

Step 3 
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    40.    Program Lab Group 

 

40.1. Intended Audience 

Timetable coordinator 

40.2. Usage 

  User can allocate Lab Group to a program wise section Subjectwise  

40.3. Menu Access 

Main Menu >> Class Groups >> Program Lab Group 

40.4. Dependency 

Lab Group Master and Program wise subject. 

40.5. 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 

(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. 

 

  

 Figure 40.1 
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41. Cancel Student Wise Subjects 

 

41.1 Intended Audience 

  Timetable coordinator 

41.2 Usage  

  User can Cancel the  student wise Subjects  for the semester. 

41.3 Dependency  

  Student Course 

41.4 Menu Access  

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

 

Figure 41.1 
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41.5 To Cancel Student Subjects follow steps below 

 Step 1: Select the Program Section from the list 

You will have the students list along with the Register No. 

 Step 2: Click “View Subject” to view the subjects assigned for the particular Student. 

 Step 3: Select the Students  by clicking Check Box whose Subjects to be cancelled. 

 Step 4: Click “Save” button to Cancel  Studentwise Subject for the selected Program. 

 

 

 

42. Cancel Staff Subjects 

 

42.1 Intended Audience 

 Timetable coordinator 

42.2 Usage  

 This interface used to cancel the courses for respective Staff. 

42.3 Dependency  

 Faculty Courses 

42.4 Menu Access  

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

 

42.5 To Cancel Staff Subjects follow steps below 

  Step 1: Select the Staff Name. 

The user can have the list of  Program Section along with the Subjects assigned for the Selected 

Staff. 

            Step 2: Select the Program Section whose Subjects to be cancelled. 

            Step 3: Click “Cancel Staff Subjects” to cancel the Subjects assigned for the Selected 

Staff. 

 

Figure 42.1 
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43. Lab Group Students 

 

43.1. Intended Audience 

Timetable coordinator 

43.2. Usage 

User can allocate single or multiple students to a specific class group. 

43.3. Menu Access 

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

43.4. Dependency 

Program Lab group and student section allocation 

 

 

 

 

 

 

 

 

Figure 43.1 

 

 

43.5. 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. 
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44. End Semester (Archive) 

 

44.1. Intended Audience 

Teaching Faculty 

44.2. Usage 

User can Archive the Program wise Semeser along with the  Section from semester to other 

semester 

44.3. Menu Access 

Main Menu >> Academic >> Transaction>>End Semester( Archive) 

44.4. Dependency 

Program wise Regulation, Program semester Section 

      

Figure 44.1 

 

44.5 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.  
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45. Student Promotion 

 

45.1. Intended Audience 

Teaching Faculty 

45.2. Usage 

User can change  the student from one  semester to another for the selected Program. 

45.3. Menu Access 

Main Menu >> Academic >> Transaction>> Semester change 

45.4. Dependency 

Regulation, Program wise Students and Program wise Semesters 

 

 

Figure 45.1 
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45.5 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 

 

 

 

46. Program Change 

 

46.1. Intended Audience 

Head of the Department 

46.2. Usage 

User can change  the Program before the Fees Paid 

46.3. Menu Access 

Main Menu >> Academic >> Transaction>> Program Change 

46.4. Dependency 

Student Admission 

Figure 46.1 
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46.5 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. 

 

   

 

47. Student Activity Cancellation 

 

47.1. Intended Audience 

Teaching Faculty 

47.2. Usage 

User can cancel the Students Activity 

47.3. Menu Access 

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

47.4. Dependency 

Student Activity 

 

Figure 47.1 
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   48.  Attendance Group Cancellation     

           

 

 

47.5 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. 

 

 

 

 

 

48.1. Intended Audience 

Teaching Faculty 

48.2. Usage 

User can cancel the Students Group Cancellation 

48.3. Menu Access 

Main Menu >> Academic >> Transaction>> Attendance Group Cancellation 

48.4. Dependency 

Attendance Entry Centralized 

48.5 To Cancel the Attendance Group follow steps below 

 Step 1: Select  the Group Name from the list. 

The students from the corresponding Group listed. 

 Step 2: Select the Students by clicking Check Box. 

 Step 3: Click “Cancel” button to cancel the student from the Group 

 

     Figure 48.1 
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49. Branch Change 

 

49.1. Intended Audience 

Teaching Faculty 

49.2. Usage 

User can change the Branch of students. 

49.3. Menu Access 

Main Menu >> Academic >> Transaction>> Branch Change 

49.4. Dependency 

Student Section Allocation, Student wise Semester and Student wise courses 

 
    Figure 49.1 

 

 

49.5 To change the students Branch follow steps below 

 Step 1: Select the Student Name from the list. 

The details of Branch will be listed for the selected Student. 

 Step 2: Select the New Branch from the list. 

 Step 3: Enter Reason for Branch Change. 

 Step 4: Click “Save” button to change the student Branch change. 

Step 5: Click “View” button to view the history of Student Branch as in Figure 49.2 
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     Figure 49.2 

 

 

 

 

50. Debar / Discontinue Students 

 

50.1. Intended Audience 

Head of the Department 

50.2. Usage 

This interface used to Debar/Discontinue Students 

50.3. Menu Access 

Main Menu >> Academic >> Transaction>> Debar / Discontinue Students. 

50.4. Dependency 

Student Section Allocation, Student wise Semester and Student wise courses 

 

50.5  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. 
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      Figure 50.1 

 

 

 

 

51. Readmission 

 

51.1. Intended Audience 

Head of the Department 

51.2. Usage 

This interface used to Readmit the Debar/Discontinue Students. 

51.3. Menu Access 

Main Menu >> Academic >> Transaction>> Readmission 

51.4. Dependency 

Debar / Discontinue Students 
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Figure 51.1 

     

 

51.5 To Readmit the Student follow the steps below 

Step1: 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 as in Figure 51.2 

 

 

 

     Figure 51.2 
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52. Semester Allocation 

 

52.1. Intended Audience 

Teaching Faculty 

52.2. Usage 

This interface used to allocate Semester for the Promotion Students 

52.3. Menu Access 

Main Menu >> Academic >> Transaction>> Semester Allocation 

52.4. Dependency 

Student Readmission 

 

     Figure 52.1       
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52.5 To Allocate Semester follow steps below 

 Step1: Select the Promoting Academic Year. 

 Step2: Select Regulation from the list. 

 Step3: Select Program from the list. 

 Step4: Select Current Semester from the list. 

Students will be listed along with the Register No. for the selected program. 

 Step5: Select the To Semester from the list 

 Step6: Select the students for semester allocation 

 Step7: Click “Save” button to allocate the semester for the selected students 

 

 

 

 

53. Individual Student Attendance 

 

53.1. Intended Audience 

Head of the Department 

53.2. Usage 

This interface used to enter an Individual Attendance of Student. 

53.3. Menu Access 

Main Menu >> Academic >> Transaction>> Individual Student Attendance 

53.4. Dependency 

Attendance Entry 

 

53.5 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. 
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     Figure 53.1 

 

 

 

 

 

54. Attendance Group Creation 

 

54.1. Intended Audience 

Teaching Faculty 

54.2. Usage 

This interface is used to allocate the students Group 

54.3. Menu Access 

Main Menu >> Academic >> Transaction>> Attendance Group Creation 

54.4. Dependency 

Attendance Group Master 
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54.5 To allocate Group of Students follow steps below 

 Step1: Select the Group Name from the list 

The details of  Programwise semester will be listed 

 Step2: Select the Programs from the available list 

 Step3: Click “Load Students”  button to list the students for the selected program as in 

Figure 54.1 

 Step4: Select the students for group allocation. 

 Step5: Click “Save” button to allocate group of students. 

 

 

     Figure 54.1 

Step 6 
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        Figure 54.2 

 

55. Condonation Fee Dues Raising 

 

55.1. Intended Audience 

Teaching Faculty 

55.2. Usage 

This interface used to Due Raise for Condonation Fee. 

55.3. Menu Access 

Main Menu >> Academic >> Transaction>> Attendance Condonation Fees Dues 

Raising 

55.4. Dependency 

Attendance Entry 

 

55.5 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. 

 

     Figure 55.1 

 

     Figure 55.2 
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IV. REPORTS 

 

 

 

 

56. Cumulative Attendance 

 

 

56.1. Intended Audience 

 All Users 

56.2. Usage 

This interface is used to view Cumulative Attendance. 

56.3. Menu Access  

Main Menu >>Academic >>Reports>>Cumulative Attendance 
 

56.4. Dependency 

Attendance Entry 

 

   Figure 56.1 

 

56.5 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. 
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57. Sections Report – Program Wise 

 

57.1. Intended Audience 

 All Users 

57.2. Usage 

This interface is used to view Program Wise Sections Report. 

57.3. Menu Access  

Main Menu >>Academic >>Reports>>Sections Report  Program Wise 
 

57.4. Dependency 

Section Allocation 

 

 

     Figure 57.1 
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58. Letter Generation to Parents 

 

 

58.1. Intended Audience 

 All Users 

58.2. Usage 

This interface is used to generate Letter to Parents. 

58.3. Menu Access  

Main Menu >>Academic >>Reports>>Letter Generation to Parents 
 

58.4. Dependency 

Attendance Entry 

 

     Figure 58.1 

 

58.5 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. 
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     Figure 58.2 

 

 

 

59. TLP1 – Master Attendance List 

 

 

59.1. Intended Audience 

 All Users 

59.2. Usage 

This interface is used to viewTLP1 – Attendance Report. 

59.3. Menu Access  

Main Menu >>Academic >>Reports>>TLP1 – Master Attendance List 
 

59.4. Dependency 

Attendance Entry 

 

59.5 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 as in figure 59.2  

 



Academic Module – User Manual    

 

 

 

   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 100 of 126  

 

 

 
      

Figure 59.1 

 

 

 

 

 

 

 
      Figure 59.2 
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60. TLP2 

 

60.1. Intended Audience 

 All Users 

60.2. Usage 

This interface is used to view TLP2  

60.3. Menu Access  

Main Menu >>Academic >>Reports>>TLP2 
 

60.4. Dependency 

Attendance Entry 

 

60.5 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 as in figure 60.2 

 

 
      

Figure 60.1 
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Figure 60.2 

 

 

 

61. T1 (Master Timetable Print)  

 

 

61.1. Intended Audience 

 All Users 

61.2. Usage 

This interface is used to view T1(Master Timetable Print)  

61.3. Menu Access  

Main Menu >>Academic >>Reports>> view T1(Master Timetable Print) 
 

61.4. Dependency 

Class Time Table 
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61.5 To view Master Timetable Print follow steps below 

 Step1: Select Program from the list. 

 Step2: Click “Print” button to view the Master Timetable as in Figure 61.2 

 

 
 

     Figure 61.1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     Figure 61.2 
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62. T2 (Section Timetable Print) 

 

 

 

62.1. Intended Audience 

 All Users 

62.2. Usage 

This interface is used to view T2(Section Timetable Print)  

62.3. Menu Access  

Main Menu >>Academic >>Reports>> view T2(Section Timetable Print) 
 

62.4. Dependency 

Class Time Table 

 

 

62.5 To view Section Timetable Print T2 folow steps below 

 Step1: Select the Program Section from the list. 

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

 

 
 

     Figure 62.1 
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     Figure 62.2 

 

 

 

63. T5 (Staff Workload) 

 

63.1. Intended Audience 

 All Users 

63.2. Usage 

This interface is used to view T5(Staff Workload)  

63.3. Menu Access  

Main Menu >>Academic >>Reports>> view T5(Staff Workload) 

63.4. Dependency 

Staff Timetable 

 

63.5 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. 
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     Figure 63.1 

 

 

64. TLP4 

 

 

64.1. Intended Audience 

 All Users 

64.2. Usage 

This interface is used to view TLP4 Report 

64.3. Menu Access  

Main Menu >>Academic >>Reports>> TLP4 

64.4. Dependency 

Staff Timetable 

 

64.5 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. 

 

     Figure 64.1 
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65. TLP5 – Internal Marks List 

 

 

65.1. Intended Audience 

 All Users 

65.2. Usage 

This interface is used to view TLP5 – Internal Marks List. 

65.3. Menu Access  

Main Menu >>Academic >>Reports>> TLP45 – Internal Marks List 
 

65.4. Dependency  

Internal Mark 

 

 

     Figure 65.1 

 

 

 

 

65.5 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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66. TLP6 – Analysis Report  

 

 

66.1. Intended Audience 

 All Users 

66.2. Usage 

This interface is used to view TLP6 – Analysis Report. 

66.3. Menu Access  

Main Menu >>Academic >>Reports>> TLP6 – Analysis Report  

 

66.4. Dependency  

Internal Marks 

 

66.5 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 

 

 

 

     Figure 66.1 
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67. TLP7 

 

 

67.1. Intended Audience 

 All Users 

67.2. Usage 

This interface is used to view TLP7 Report. 

67.3. Menu Access  

Main Menu >>Academic >>Reports>> TLP7 Report 

 

67.4. Dependency  

Attendance Entry 

 

67.5 To View TLP7 Report  follow steps below 

 Step1: Select Attendance Percentage option from the list. 

 Step2: Select Graduation Type from the list. 

Step3: Select Program Section from the list. 

Step4: Select Semester for the selected Program Section. 

Step5: Click “Print” button to view the Semester Attendance Details. 

 

     Figure 67.1 
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68. Attendance Abstract 

 

 

68.1. Intended Audience 

 All Users 

68.2. Usage 

This interface is used to view Attendance Abstract. 

68.3. Menu Access  

Main Menu >>Academic >>Reports>> Attendance Abstract 

 

68.4. Dependency  

Attendance Entry 

 

68.5 To View Attendance Abstract Report follow steps below 

 Step1: Select Attendance Date by default Current Date will be displayed 

 Step2: Click “Attendance Entry Count” button to view the Attendance Abstract as in 

Figure 68.2 

 

 

 

 
      

     Figure 68.1 
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     Figure 68.2 
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69. Staff Attendance Entry Status 

 

69.1. Intended Audience 

 All Users 

69.2. Usage 

This interface is used to view the Attendance status of  staff. 

69.3. Menu Access  

Main Menu >>Academic >>Reports>> Staff  Attendance Entry Status 

 

69.4. Dependency  

Attendance Entry 

 

69.5 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. 

 

 
 

     Figure 69.1 

 

 

 

70. Students Attendance Report 

 

70.1. Intended Audience 

 All Users 

70.2. Usage 

This interface is used to view the Students Attendance Report. 

70.3. Menu Access  

Main Menu >>Academic >>Reports>> Students Attendance Report 

70.4. Dependency  
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Attendance Entry 

 

 

 

70.5 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 as in Figure 70.2 

 

 

 
      

Figure 70.1 
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     Figure 70.2 

 

 

 

 

 

71. Academy Usage Statistics 

 

71.1. Intended Audience 

 All Users 

71.2. Usage 

This interface is used to view the Academy Usage Statistics Report. 

71.3. Menu Access  

Main Menu >>Academic >>Reports>> Academy Usage Statistics  

 

71.4. Dependency  

Attendance Entry 
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      Figure 71.1 

 

 

 

 
 

 

V. Students Course Registration 

 

 

72. Subject Configuration 

 

72.1. Intended Audience 

 Teaching Faculty 

72.2. Usage 

This interface is used for Subject Configuration. 

72.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Subject Configuration  

 

72.4. Dependency  
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Programwise Courses 

 

 

 

 

 

 

      

       

 

     Figure 72.2 

Step 4 
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72.5 To Configure Student Subject follow steps below 

 Step1: Select the Office Name from the list. 

 Step2: Select the Program Name from the list. 

 Step3: Select the Semester. 

 Step4: Select the Regulation from the list. 

 Step5: Select the Subject from the list. 

 Step6: Enter the Registration limit. 

 Step7: Select the Type(Subject Pattern) 

 Step8: Click “Save” button to save the Student Subject Configuration. 

 

 

 

 

 

73. Limit Configuration 

 

73.1. Intended Audience 

 Teaching Faculty 

73.2. Usage 

This interface is used to Configure the Slot Limit. 

73.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Limit Configuration  

 

73.4. Dependency  

Course Registration Slot Master 

 

73.5 To Configure the Slot Limit follow step below 

 Step1: Select the Program Name from the list, the details of Semester , Regulation , Type 

and Office will be displayed. 

 Step2: Enter the Slot Limit. 

 Step3: Click “Save” button to Configure the Slot Limit. 
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     Figure 73.1 
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     Figure 73.2 

 

 

 

 

 

 

74. Compulsory Subjects 

 

 

74.1. Intended Audience 

 Teaching Faculty 

74.2. Usage 

This interface is used for Compulsory Subjects. 

74.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Compulsory Subjects  

 

74.4. Dependency  

Programwise Subjects 

 

74.5 To assign Compulsory Subjects follow steps below 

 Step1: Select Subject Name from the list. 

 Step2: Select Student Name from the list. 

Step3: Click “Save” button to assign the Compulsory Subjects 
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75. Registration Controller 

 

75.1. Intended Audience 

 System Administrator/Dean 

75.2. Usage 

This interface is used to Register Student Course. 

75.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Registration Controller  

 

75.4. Dependency  

 

 Student Master 

      

Figure 75.1 



Academic Module – User Manual    

 

 

 

   Firstline Infotech Pvt. Ltd., ( Confidential)  Page 121 of 126  

 

 

 

 

 

 

 

 

76. Student AO / EG Registration 

 

76.1. Intended Audience 

 Academic Dean of students 

76.2. Usage 

This interface is used to Register Student Course. 

76.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Student Course 

Registration  

 

76.4. Dependency  

Student Master 

 

76.5 To Register Student Course follow steps below 

 Step1: Select the Student Name from the list. 

 The Academic Details of Students will be displayed. 

 Step2: Select the Allied, Elective and Language from the available subjects by clicking 

check Box. 

 Step3: Click “Register” button to Register Student Course. 

 

 
 

     Figure 76.1 

 

 

 

Step 1 
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      Figure 76.2 

 

 

77. Report - Overall 

 

77.1. Intended Audience 

 All Users 

77.2. Usage 

This interface is used to view Course Registered Report. 

77.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Report - Overall 

 

77.4. Dependency  

Course Registration 
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     Figure 77.1 

 

 

 

 

 

 

 

 

 

 

 
     Figure 77.2 
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78. Report –Subject Wise 

 

78.1. Intended Audience 

 All Users 

78.2. Usage 

This interface is used to view Course Registration Subject wise Report. 

78.3. Menu Access  

Main Menu >>Academic >>Students Course Registration>>Report-Subject Wise 

78.4. Dependency  

Course Registration 

 

78.5 To view Course Registration Report – Subjectwise follow steps below 

 Step1: Select the Subject Name from the list 

 Step2: Click “Generate Report” button to view the report of  Course Registration 

Subjectwise as in Figure 78.2. 

 

 
     Figure 78.1 
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    Figure 78.2 
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1. A. Division Type 

 

 

 

 

 

I Masters 

 

1. Workforce Masters 

 

    

 

 

     1. A.1. Intended Audience 

HR Manager 

     1. A.2. Usage 

This centralized master interface records Division Type. 

     1. A.3. Menu Access  

Main Menu >>Workforce >> Master>>  Workforce Masters >> Division Type 

     1.A.4. Dependency 

None 

 

 

 

 

 

 

 
 

      

 

 

 

 

 

 

Step 2 

http://localhost:8084/srmweb/usermanager/UserWiseModuleAssignment.jsp
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1. B. Division 

 

 

 

1.5. To create Division Type follow steps below 

 Step1: Click “New” button to enable the Division Type field. 

 Step2: Enter Division Type required to create. 

 Step3: Click “Save” button to complete the Division Type entry. 

 Step4: Click “View” button to view and modify the Division Type.  

 

 

 

 

 

     1.B.1 Intended Audience 

HR Manager 

     1.B.2. Usage 

This centralized master interface records Division. 

     1.B.3. Menu Access  

Main Menu >> Workforce >> Master>>  Workforce Masters >> Division    

     1.B.4. Dependency 

Division Type 
 

 
 

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

 Step1: Select the Division Type from the list. 

 Step2: Enter Division for the Selected Division Type. 

 Step3: Click “Save” button to complete the Division entry. 

http://localhost:8084/srmweb/usermanager/UserWiseModuleAssignment.jsp
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1. C. Office Division 

 Step4: Click “View” button to view and modify the existing divisions. 

 

 

 

 

 

     1.C.1. Intended Audience 

HR Manager 

     1.C.2. Usage 

This centralized master interface records tax common for all the institutions. 

     1.C.3. Menu Access  

Main Menu >>  Workforce >> Master>>  Workforce Masters >> Office Division    

     1.C.4. Dependency 

Division 
 

 

 
 

Figure 1.C.1 
 

 

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

Step1: Select the Office to which the Division has to assign.  

Step2: Select the Division by clicking check box. 

Step3: Click “Save” button to complete the Office Divisions. 

Step4: Click “View” button to view the existing Office Divisions as in Figure 1.C.2. 

http://localhost:8084/srmweb/usermanager/UserWiseModuleAssignment.jsp
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1. D. Designation 

 

Step5: Click “Back” button to go Office Division Page.  

     

 

 
 

      Figure 1.C .2 

 

   

 

 

 

     

  1.D.1. Intended Audience 

HR Manager 

    1.D.2. Usage 

This centralized master interface records Desgination. 

      1.D.3. Menu Access  

Main Menu  >> Workforce >> Master>>  Workforce Masters >> Designation    

      1.D.4. Dependency 

None 
 

 
 

Figure 1.D.1 

 

 



Worforce – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 8 of 80  

 

 

 

 
 

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

Step1: Enter Designation required to create. 

Step2: Enter Short Designation for the Designation. 

Step3: Click “Save” button to complete the Designation. 

Step4: Click “View” button to view and modify the existing Designations. 

 

 

1. E. Employee Category 

 

     

 1.E.1. Intended Audience 

HR Manager 

1.E.2. Usage 

This interface enables users to create Employee Category. 

1.E.3. Menu Access  

Main Menu >> Workforce >> Master>> Workforce Masters >> Employee Category 

1.E.4. Dependency 

None 

 

 
 

Figure 1.E.1 

 

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

Step1: Enter Employee Category required to create. 

Step2: Click “Save” button to complete Employee Category. 

Step3: Click “View” button to view and modify the existing Employee Category. 

 
 

Step 1 

Step 2 Step 3 
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1. F. Employee Details 

 

1.F.1. Intended Audience 

HR Manager 

1.F.2. Usage 

This interface enables users to update Employee Details.  

1.F.3. Menu Access  

Main Menu >> Workforce >> Master>> Workforce Masters >> Employee Details 

1.F.4. Dependency 

Employee Master 

 
 

 

 

 

 

 

 

 

 

      Figure 1.F.1 

 

 

1.F.5 To make entry follow steps below 

 Step1: Select the Employee by entering Employee Code or Employee Name. 

(The Details of Employee along with the address would appear as in Figure 1.F.2) 

 Step2: If required, make changes and click “Update” button to complete the Employee Details. 

 Step3: Click “Refresh” button to refresh the page. 
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Figure 1.F.2 
 

 

 

 

 

1. G. Category Wise Employees 

 

     1.G.1. Intended Audience 

HR Manager 

     1.G.2. Usage 

This interface enables users to assign Category Wise Employees 

     1.G.3. Menu Access  

Main Menu >> Workforce >> Master>> Workforce Masters >> Category Wise 

Employees 

     1.G.4. Dependency 

Employee Master 
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Figure 1.G.1 

 
 

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

Step1: Select Employee Category from the list. 

Step2: Select Employees by clicking check box. 

Step3: Click “Save” button to complete the Category Wise Employees. 

Step4: Click “View” button to view and modify the Category Wise Employees. 

 

 

1. H. EPF Master 

 

     1.H.1. Intended Audience 

HR Manager 

     1.H.2. Usage 

This interface enables users to create EPF. 

    1.H.3. Menu Access  

Main Menu  >> Workforce >> Master>> Workforce Masters >> EPF Master 

     1.H.4. Dependency 

None 
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Figure 1.H.1 

 

 
 

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

Step1: Enter Establishment Code for EPF. 

Step2: Enter Employer Contribution1. 

Step3: Enter Employer Contribution2. 

Step4: Enter P.F. Account Bank. 

Step5: Click “Save” button to complete the EPF Master 

 

 
 

 

1. I. EPF Account Number Entry 

 

     1. I.1 Intended Audience 

HR Manager 

     1. I.2 Usage 

This interface enables users create EPF Account Number  

     1. I.3 Menu Access  

Main Menu  >>Workforce >> Master>>  Workforce Masters >> EPF Account 

Number Entry 

     1. I.4 Dependency 

Employee Master 
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     Figure 1. I.1 

 

1. I.5 To make entry follow steps below 

 Step1: Select the Employee Name from the list. 

 Step2: Enter EPF Account Number for the selected employee. 

 Step3: Select Open Date for the EPF Account. 

 Step4: Click “Save” button to complete the EPF Account Number Entry. 

 Step5: Click “View” button to view the EPF Account Number Entry. 

 

    

1. J. ESI Account Number Entry 

 

      

     1. J.1. Intended Audience 

HR Manager 

     1. J.2  Usage 

This interface enables users to create ESI Account Number.  

     1. J.3  Menu Access  

Main Menu  >> Workforce >> Master>> Workforce Masters >> ESI Account Number 

Entry 

     1. J.4  Dependency 

Employee Master 
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Figure 1. J.1 

 

1. J.5 To make entry follow steps below 

Step1: Select the Employee Name from the list. 

 Step2: Enter ESI Account Number for the selected employee. 

 Step3: Select Open Date for the ESI Account. 

 Step4: Click “Save” button to complete the ESI Account Number Entry. 

 Step5: Click “View” button to view the ESI Account Number Entry. 

 

 

 

1. K. EPF Pension  Account Close 

 

     1.K.1. Intended Audience 

HR Manager 

     1.K.2 Usage 

This interface enables users to close the EPF Pension Account.  

     1.K.3 Menu Access  

Main Menu  >> Workforce >> Master>> Workforce Masters >> EPF Pension Account 

Close 

     1.K.4  Dependency 

Employee Master 
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  Figure 1.K.1 

1.K.5 To make entry follow steps below 

 Step1: Select the Employee Name from the list. 

 Step2: Click “Account Close” button to close the account of  EPF Pension. 

 Step3: Click “View” button to view the employees of EPF Pension Account Closed. 

           

     

1. L.Bank Account No Entry  

 

     1.L.1. Intended Audience 

HR Manager 

     1.L.2 Usage 

This interface enables users to create Employee Wise Bank Accounts.  

     1.L.3 Menu Access  

Main Menu >> Workforce >> Master>> Workforce Masters >> Bank Account No 

Entry 

     1.L.4 Dependency 

Bank Master, Employee Master 

1.L.5 To create Employee wise Bank Account  no. follow steps below 

 Step1: Select the Office Salary Account from the list. 

 Step2: Select the Employee Salary Bank Name from the list. 

 Step3: Select the Employee Name from the list. 

 Step4: Enter Bank Account No. for the selected employee. 

 Step5: Select the Open Date for the Bank Accounts. 

 Step6: Click “Save” button to complete Employee Wise Bank Accounts. 
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2. A. Pay Component Group 

       

Figure 1.L.1 

 

2. Payroll Masters 

 

 

   

 

2.A.1. Intended Audience 

HR Manager 

2.A.2 Usage 

This interface enables users to create Pay Component Group.  

2.A.3 Menu Access  

Main Menu >> Workforce >> Master>>  Payroll Masters >> Pay Component Group 

2.A.4 Dependency 

None 

   Figure 2.A.1 
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2. B. Pay Component 

 

2.A.5 To make entry follow steps below 

 Step1: Enter Pay Component Group Name. 

 Step2:Enter Pay Component Group Short Name. 

 Step3: Click “Save” button to complete the Pay Component Group. 

 Step4: Click “View” button to view the existing Pay Component Group. 

 

 

 

 

 

 

2.B.1. Intended Audience 

HR Manager 

2.B.2 Usage 

This interface enables users to create Pay Component.  

2.B.3 Menu Access  

Main Menu >> Workforce >>Master>> Payroll Masters >> Pay Component Group 

2.B.4 Dependency 

None 

 

 

 

Figure 2.B.1 
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2. C. Pay Type 

 

 

2. B.5 To make new entry follow steps below 

Step1: Enter Pay Component Name required to create. 

 Step2: Enter Pay Component Short Name for the Pay Component. 

 Step3: Enter Pay Component Description. 

 Step4: Select the Pay Component Group from the list. 

 Step5: Enter Display Format to view as in Figure 2.B.1 

 Step6: Click “Save” button to complete Pay Component. 

 

 

 

 

2.C.1. Intended Audience 

HR Manager 

2.C.2 Usage 

This interface enables users to create Pay Type.  

2.C.3 Menu Access  

Main Menu >> Workforce >>Master>> Payroll Masters >> Pay Type 

2.C.4 Dependency 

None 
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2. D. Pay Structure 

  

2.C.5  To make Pay Type follow steps below 

  Step1: Enter Pay Type required to create. 

  Step2: Click “Save” button to complete Pay Type. 

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

 

 

 

 

 

2.D.1. Intended Audience 

HR Manager 

2.D.2 Usage 

This interface enables users to create Pay Structure.  

2.D.3 Menu Access  

Main Menu >> Workforce >>Master>> Payroll Masters >> Pay Structure 

2.D.4 Dependency 

Pay Type, Pay Component, Pay Component Group 

2.D.5 To make Pay Structure follow steps below 

 Step1: Enter Pay Name required to create. 

 Step2: Select Pay Type, Pay Component, Pay Component Group and Computation Method 

from the list. 

 Step3: Click “Save” button after entering all details required to complete Pay Structure. 

 Step4: Click “View” button to view and modify the Pay Structure details. 

 

 



Worforce – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 20 of 80  

         Figure 2.D.1 
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2. E. Office Wise Pay Structure 

 

 

 

2.E.1. Intended Audience 

HR Manager 

2.E.2 Usage 

This interface enables users to assign Office Wise Pay Structure.  

2.E.3 Menu Access  

Main Menu >> Workforce >>Master>> Payroll Masters >>Office Wise Pay Structure 

2.E.4 Dependency 

Pay Structure 

2.E.5 To assign Pay Structure follow steps below 

 Step1: Select the Office from the list to which the Pay Structure is to be assign. 

 Step2: Select the Pay Structure by clicking the check box. 

 Step3: Click “Save” button to assign the Pay Structure for the selected office. 

 Step4: Click “View” button to view the assigned Pay Structure. 

 

      Figure 2.E.1 
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2. F. Employee Wise Pay Structure 

 

 

 

 

2.F.1. Intended Audience 

HR Manager 

2.F.2 Usage 

This interface enables users to assign Employee Wise Pay Structure.  

2.F.3 Menu Access  

Main Menu >> Workforce >>Master>> Payroll Masters >>Employee Wise Pay 

Structure 

2.F.4 Dependency 

Pay Structure 

 

    Figure 2.F.1 
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2. G. Employee Wise Pay Component 

 

2.F.5 To assign Pay Structure follow steps below 

 Step1: Select Pay Structure, list of employees would appear. 

 Step2: Select the employees by clicking check box. 

 Step3: Click “Save” button to assign the employees for the selected pay structure. 

 Step4: Click “View” button to view the employees assigned for the selected pay structure. 

 

 

 

 

 

2.G.1. Intended Audience 

HR Manager 

2.G.2 Usage 

   This interface enables users to assign Pay Component for employees.  

2.G.3 Menu Access  

Main Menu >> Workforce >>Master>> Payroll Masters >>Employee Wise Pay Component 

2.G.4 Dependency 

 Pay Structure, Pay Component 

2.G.5 To assign Employee Wise Pay Component follow steps below 

  Step1: Select Pay Structure from the list. 

  Step2: Select Pay Component from the list. 

(Employees list along with the Designation would appear) 

  Step3: Select the employees by clicking check box for the selected Pay Component. 

  Step4: Click “Save” button to complete Employee Wise Pay Component. 

  Step5: Click “View” button to view the employees assigned for the selected Pay Component. 
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2. H. Pay Period 

    

Figure 2.G.1 

 

 

 

 

2.H.1. Intended Audience 

HR Manager 

2.H.2 Usage 

   This interface enables users to assign create Pay Period.  

2.H.3 Menu Access  

Main Menu >> Workforce >>Master>> Payroll Masters >>Pay Period 

2.H.4 Dependency 

 Pay Type 
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2.H.5 To create Pay Period follow steps below 

 Step1: Select Pay Type from the list. 

 Step2: Enter Pay Period required to create. 

 Step3: Select From Date and To Date for processing the pay. 

 Step4: Click “Save” button to complete Pay Period. 

 Step5: Click “View” button to view the existing Pay Period as in Figure 2.H.2. 

 

    Figure 2.H.1 

 

 

 

    Figure 2.H.2 
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2. I. Employee Wise Pay Ledger Link 

 

 

 

2.I.1. Intended Audience 

HR Manager 

2.I.2 Usage 

   This interface enables users to link Employee and Pay Ledger. 

2.I.3 Menu Access  

Main Menu >> Workforce >>Master>> Payroll Masters >>Employee Wise Pay Ledger Link 

2.I.4 Dependency 

 Pay Structure, Pay Component, Employee Maser and Account Subhead 

2.I.5  To Link Employee Wise Pay Ledger follow steps below 

  Step1: Select the Pay Structure from the list. 

  Step2: Select the Pay Component from the list 

  Step3: Select the Employee Name from  

  Step4: Select the Ledger Name from the list to link with the employees. 

  Step5: Click “Save” button to complete the Employee Wise Pay Ledger Link. 

 

Figure 2.I.2 
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II   Transactions 

 

 

3. Multiple Employees Fixed Amount Entry 

 

     3.1. Intended Audience 

HR Manager 

     3.2. Usage 

This interface enables the users to enter Fixed Amount Entry for multiple employees. 

     3.3. Menu Access  

Main Menu >>Workforce >>  Transaction >> Multiple Employees Fixed Amount 

Entry 

     3.4. Dependency 

Pay Structure, Pay Component 

 

 
 

Figure 3.1 
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4.5 To make entry follow steps below 

 Step1: Select Pay Component from the list. 

 Step2: Select List All Office Employees by clicking check box, employees from all offices 

along the Employee Code, Designation, Division and existing value would appear for the selected Pay 

Component as in Figure 3.1. 

 Step3: Enter the New Value and use Tab Key for Save. 

 

 

 

4. Employee Wise Fixed Amount Approval 

 
 

     4.1. Intended Audience 

HR Manager 

     4.2. Usage 

This interface enables user to Approve Multiple Employees Fixed Amount. 

     4.3. Menu Access  

Main Menu  >>  Workforce >>  Transaction >> Employee Wise Fixed Amount 

Approval 

     4.4. Dependency 

  Multiple Employees Fixed Amount Entry  
 

      

 

 

 
 

      Figure 4.1 
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4.5 To Approve Employee Wise Multiple Employee follow steps below 

 

 Step1: Select the Pay Component from the list. 

(Employees list would appear those who entered new value for the selected Pay Component) 

 Step2: Select the Employees by clicking check box. 

 Step3: Click “Approve” button to approve the amount entered for the selected Pay Component. 

 
 

 

 

 

 

 

 

 

 

5. Employee Wise Dynamic Amount Entry 

 
   

     5.1 Intended Audience 

HR Manager 

     5.2 Usage 

This interface enables users to enter Dynamic Amount Employee Wise. 

     5.3 Menu Access  

Main Menu >> Workforce >>  Transaction >> Employee Wise Dynamic Amount Entry 

     5.4 Dependency 

Pay Structure, Pay Component 

     5.5 To make entry follow steps below 

 Step1: Select Pay Component from the list. 

 Step2: Select the Due Date, date should be within the pay period. 

 Step3: Select List All Office Employees by clicking check box, employees from all offices 

would appear. 

 Step4: Enter the New Value for the selected Pay Component and use Tab Key for Save. 
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6.       Employeewise Dynamic Amount Approval 

 

 
 

Figure 5.1 

 

 

 

 

      

 

6.1 Intended Audience 

HR Manager 

6.2 Usage 

This interface enables user to Approve Employeewise Dynamic Amount. 

6.3 Menu Access  

Main Menu >> Workforce >>  Transaction >> Employee Wise Dynamic Amount Approval 

6.4 Dependency 

Employeewise Dynamic Amount Entry 

6.5 To Approve Employeewise Dynamic Amount follow steps below 

 Step1: Select Pay Component from the list to which Dynamic Amount entered. 

 (Employees waiting for Approval would appear) 

 Step2: Select the employees by clicking check box. 

 Step3: Click “Approve” button to approve the Employeewise Dynamic Amount. 
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Figure 6.1 

 

 

 

 

7.  Automatic Periodic Due Posting 

 

      

     7.1. Intended Audience 

HR Manager 

     7.2. Usage 

This interface enables users to post Automatic Periodic Due. 

     7.3. Menu Access  

Main Menu >>Workforce>> Transactions >>Automatic Periodic Due Posting 

     7.4. Dependency 

Pay Structure, Pay Component, Employee Master 
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Figure 7.1 
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7.5 To make entry on Automatic Periodic Due Posting follow steps below 

  Step1: Select Pay Structure from the list. 

 Step2: Select Pay Component from the list. 

 Step3: Select Employee Name from the list whose have periodic Due. 

 Step4: Select Due Months Option as in Figure 6.1 

 Step5: Enter Reference Number for the selected employee. 

 Step6: Enter Remarks for Automatic periodic Due Posting if required. 

 Step7: Enter Total Due Amount. 

 Step8: Enter Number of Dues. 

 Step9: Enter Current Due Amount. 

 Step10: Enter Next Due Date. 

 Step11: Enter Amount Collected so far. 

 Step12: Click “Save” button to complete the Automatic Periodic Due Posting. 

(Due Amount will be calculated automatically) 

  

 

 

8. LOP Days 

 

 

 

     8.1. Intended Audience 

HR Manager 

     8.2. Usage 

This interface enables users to enter LOP Days. 

     8.3. Menu Access  

Main Menu >>Workforce>> Transactions >>LOP Days 

     8.4. Dependency 

Pay Structure, Pay Period, Division, Employee Category 
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8.5 To make LOP Entry follow steps below 

 Step1: Select Pay Structure from the list. 

 Step2: Select Pay Period from the list. 

 Step3: Select Division and Employee Category from the list. 

( You will have the list of employees for the selected Division and Employee Category as in Figure 8.1) 

 Step4: Enter LOP Days and Use Tab key for Save. 

 Step5: Click “x” to delete the LOP days. 

 

 

 

 
 

Figure 8.1 
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9. Stop Salary 

 
 

 

     9.1. Intended Audience 

HR Manager 

     9.2. Usage 

This interface enables user to stop the Salary from the particular date. 

     9.3. Menu Access  

Main Menu >>Workforce >> Transactions >>Stop Salary 

     9.4. Dependency 

Employee Master, Stop Salary Type 

 

 

 
 
       

Figure 9.1 
 

 

 

 

 

    9.5 To make Stop Salary follow steps below 

 

 Step1: Select the Employee Name whose Salary to be stopped. 

 Step2: Current Salary Office will be displayed automatically for the selected employee. 

 Step3: Select the Stop Date for the selected employee to stop the salary. 

 Step4: Select Stop Salary Type from the list. 

 Step 5: Click “Save” button to complete Stop Salary. 

 Step6: Click “View” button to view the Stop Salary employees as in Figure 9.2. 
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      Figure  9.2  

 

     
 

  
 

10. Employee Rejoin 

 

      

    10.1. Intended Audience 

HR Manager 

     10.2. Usage 

This interface enables users to Rejoin the Employees. 

     10.3. Menu Access  

Main Menu >> Workforce >>Transactions >> Employee Rejoin 

     10.4. Dependency 

Stop Salary 

 

10.5. To Rejoin the Employees follow steps below 

 Step1: Select the Employee Name those who Rejoin. 

 Step2: Rejoining Office & Current Status will be displayed automatically for the selected 

employee. 

 Step3: Select the Rejoin Date. 

 Step4: Click “Save” button to complete Employee Rejoin. 

 Step5: Click “View” button to view the Rejoin Employee. 
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Figure 10.1 

 

      

 

 

11. Payroll Process 

 
 

 

     11.1. Intended Audience 

HR Manager 

     11.2. Usage 

This interface enables user to Process Payroll. 

     11.3. Menu Access  

Main Menu >>Workforce >>Transactions >> Payroll Process 

     11.4. Dependency 

Fixed Entry Approval, Dynamic Entry Approval 

 

 

11.5. To Process Payroll follow steps below 

 

 Step1: Select Salary Office and Posting Office from the list. 

 Step2: Select Pay Structure and Pay Period from the list. 

 Step3: Select Employee Category from the list. 

(Employees list would appear) 

Step4: Click “Load Employees” button to load employees. 

 Step5: Select the employees by clicking the check box. 

 Step6: Click “Process Pay” button to Process Payroll.  

Step7: Click “Delete Pay” button to delete the Pay. 
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              Figure 11.1 

 
 

 

 

 
 

 

 

12. Payroll Approval 

 
 

 

     12.1. Intended Audience 

HR Manager 

     12.2. Usage 

This interface enables users to Approve Payroll Process. 

     12.3. Menu Access  

Main Menu >>Workforce >>Transactions >> Payroll Approval 

     12.4 Dependency 

Payroll Process 
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      12.5 To Approve Payroll follow steps below 

 Step1: Select Pay Structure from the list. 

 Step2: Select Pay Period from the list. 

 Step3: Select Employee Category, list of Payroll processed employees would appear. 

 Step4: Select the employees by clicking check box. 

 Step5:  Click “Approve” button to Approve Payroll. 

 

 

 

 
 

          

   Figure 12.1 
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13. IT Computation 

 

 

     13.1. Intended Audience 

HR Manager 

     13.2. Usage 

This interface is used to compute Income Tax (IT). 

     13.3. Menu Access  

Main Menu >>Workforce >> Transactions >> IT Computation 

     13.4. Dependency 

Payroll Process 

 

13.5 To make entry on IT computations, follow steps below 

 Step1: Select Financial Year for IT Computation. 

 Step2: By default Pay Period From and To Date will display. 

 Step3: Select Employee Name from the list. 

 Step4: Click “Go” button, display all the fields for computing IT along with the employee 

Designation, Department and Pan No. etc. 

 Step 5: Enter Earnings and Deduction for the required fields as in Figure 13.1, 13.2 and 13.3 

 Step6: Click “Compute IT” button for computation of Income Tax. 

 Step7: Total Tax Payable will be calculated automatically as in Figure 13.3.(No. 16) 

 Step8: Click “Save IT” button to complete the process of  IT Computation. 
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Figure 13.1 
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Figure 13.2 
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                  Figure 13.3 

 

 

 

14. IT Posting 

 

 

     14.1. Intended Audience 

HR Manager 

     14.2. Usage 

This interface enables users to post Income Tax. 

     14.3. Menu Access  

Main Menu >>Workforce >> Transactions >>IT Posting 

     14.4. Dependency 

 IT Computation 
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Figure 14.1 

 

     14.5. To Post Income Tax, follow these steps, 

Step1: Select the Option “Concern Financial Year” or “Concern Month” by radio button. 

Step2: Select the Financial Year for Income Tax Posting. 

Step3: Select Pay Component from the list. 

(Employees list would appear along with the Tax amount) 

Step4: Select the employees by clicking check box. 

Step5: Click “Save” button to complete the IT Posting. 
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15. Form 16 Generation 

 

     15.1. Intended Audience 

HR Manager 

     15.2. Usage 

This interface is used to generate Form 16. 

     15.3. Menu Access  

Main Menu >>Workforce >> Transactions >> Form 16 Generation 

     15.4. Dependency 

IT Computation 

 

 
      Figure 15.1 

 

15.5 To generate Form 16, follow steps below 

  

Step1: Select Financial Year for the process of Form 16. 

Step2: Select Quarter from the list. 

Step3: Click “Go” button, IT computed employees would appear. 

Step4: Enter BSR Code of the Bank Branch and Challan Serial Number. 

Step5: Select the employees for processing Form 16. 

Step6: Click “Save” button to complete Form 16 Generation. 
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16. LOP Entry Using Attendance 

 

 

 16.1. Intended Audience 

HR Manager 

16.2. Usage 

This interface is used in the process of LOP Calculation Using Attendance.  

 16.3. Menu Access  

Main Menu >>Workforce >> Transactions >> LOP Entry Using Attendance 

 16.4. Dependency 

Biometric Attendance 

 

 
 

      Figure 16.1 
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17 . List of Employees 

     III  Reports 

 

 

16.5 To Calculate LOP from Biometric Attendance, follow steps below 

  

Step1: Select Pay Structure from the list. 

Step2: Select Pay Period from the list. 

Step3: Select Division and Employee Category from the list. 

( The Employees details would appear along with the Eligibility days for the selected fields) 

Step4: if required modify the Loss of Pay Days. 

Step5: Use TAB Key for SAVE. 

Step6: Click “Save” button to complete TDS Receipt Number updation. 

 

 

 

 

      

 

 

 

 

     17.1. Intended Audience 

All Users 

     17.2. Usage 

This interface enables users to view List of Employees.  

     17.3. Menu Access  

Main Menu >>Workforce >> Reports >> List of Employees 

     17.4. Dependency 

  Employee Details, Category wise Employees 
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      Figure 17.1    

 

 

17.5 To view List of Employees, follow steps below 

 Step1: Select Division, Employee and Category, Course Type from the list. 

 Step2: Select Gender, Religion and Community from the list. 

 Step3: Select Office Category from the list. 

 Step4: Click “Generate” button to view the details of List of Employees. 
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18. Acquittance Roll – A4 
 

     18.1. Intended Audience 

All Users 

     18.2. Usage 

This interface is used to view Acquittance Roll – A4 report. 

     18.3. Menu Access  

Main Menu >>Workforce>> Reports>> Acquittance Roll – A4 

     18.4. Dependency 

Payroll Process 

 

          Figure 18.1 

 
 

 

 

     18.5 To view Acquittance Roll – A4 follow these steps, 

Step1: Select Pay Structure from the list. 

Step2: Pay Period from the list. 

 Step3: Select Employee Category from the list. 

 Step4: Select Division from the list. 

 Step5: Click “Generate” button  to view the Acquittance Roll – A4 Report. 
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19. Acquittance Roll - Lengthy 

 

   

 19.1. Intended Audience 

All Users 

  19.2. Usage 

This interface is used to view Acquittance Roll – Lengthy report. 

  19.3. Menu Access  

Main Menu >>Workforce>> Reports>> Acquittance Roll – Lengthy 

  19.4. Dependency 

Payroll Process 
 

 

 

 

   19.5 To view Acquittance Roll – Lengthy follow these steps, 

Step1: Select Pay Structure from the list. 

Step2: Pay Period from the list. 

 Step3: Select Employee Category from the list. 

 Step4: Select Division from the list. 

 Step5: Click “Generate” button to view the Acquittance Roll – Lengthy Report. 
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20.     Automatic Periodic Due Detailed View 

 
 

Figure 19.1 

 

 

 

   

      

20.1. Intended Audience 

All Users 

      20.2. Usage 

This interface enables users to view Automatic Periodic Due Detailed report. 

       20.3. Menu Access  

Main Menu >>Workforce>> Reports >> Automatic Periodic Due Detailed View 

       20.4. Dependency 

  Automatic Periodic Due Raising 
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20.5 To view Automatic Periodic Due Detailed report, follow steps below 

 Step1: Select Pay Structure from the list. 

 Step2: Select Pay Period from the list. 

 Step3: Select Pay Component Name from the list. 

(Employees list for the selected Pay component would appear as in Figure 20.1) 

 

 
 

  Figure 20.1 

 

 

 

21. Employeewise Dynamic Amount Report 

 

 

21.1. Intended Audience 

All Users 

      21.2. Usage 

This interface enables users to view Employeewise Dynamic Amount Report. 

      21.3. Menu Access  

Main Menu >>Workforce>> Reports>> Employeewise Dynamic Amount Report 

      21.4. Dependency 

Employeewise Dynamic Amount Approval 
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Figure 21.1 

     

21.5 To view Employee Wise Dynamic Amount report, follow steps below 

 Step1: Select Pay Component from the list. 

 Step2: Select From Date and To Date. 

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

 

 

 

22. Component Wise Pay Detail 

 

 

22.1. Intended Audience 

All Users 

      22.2. Usage 

This interface enables users to view Component Wise Pay Detail. 

       22.3. Menu Access  

Main Menu >>Workforce >> Reports>> Component Wise Pay Detail 

       22.4. Dependency 

Payroll Process 
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      Figure 22.1 

 

22.5 To view Component Wise Pay Details, follow steps below 

 Step1: Select Pay Component from the list. 

 Step2: Select Division Name from the list. 

 Step3: Select From Date and To Date. 

 Step4: Click “Generate” button to view the Component Wise Pay Details. 

 

 

 

 

23. Employee Wise Pay Detail 

 

23.1. Intended Audience 

All Users 

      23.2. Usage 

This interface enables users to view Employee Wise Pay Detail. 

      23.3. Menu Access  

Main Menu >>Workforce >> Reports >> Employee Wise Pay Detail 

      23.4. Dependency 

Payroll Process 
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 23.5 To view Employee Wise Pay Details follow steps below 

 Step1: Select Employee Name from the list. 

 Step2: Select From Date and To Date. 

 Step3: Click “Generate” button to view the Employee Wise Pay Details. 

       

Figure 23.1 
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24. Establishment Report 

 

24.1. Intended Audience 

All Users 

      24.2. Usage 

This interface enables users to view the Establishment Report. 

      24.3. Menu Access  

Main Menu >>Workforce>> Reports >> Establishment Report 

      24.4. Dependency 

Payroll Process 

 

 
       

Figure 24.1 

 

 

 



Worforce – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 57 of 80  

 
 

      Figure 24.2 

 

24.5 To view Establishment Report  follow steps below 

 Step1: Select Pay Structure from the list. 

 Step2: Select Pay Period from the list. 

 Step3: Select Office from the list, display all pay components as in Figure 24.1. 

 Step4: Select the pay components by clicking the check box. 

 Step5: Click “OK” button to view the report. 

 Step6: The details of the selected pay components for the selected office displayed as in Figure 

24.2. 
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25. Employees ESI Report 

 

 

25.1. Intended Audience 

All Users 

      25.2. Usage 

This interface enables users to view Employees ESI Report. 

       25.3. Menu Access  

Main Menu >>Workforce >> Reports >> Employees ESI Report 

       25.4. Dependency 

Payroll Process 

 

 

      Figure 25.1 
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26.      Festival advance Report 

 

25.5 To view Employees ESI Report follow  steps below 

 Step1: Select Pay Structure from the list. 

 Step2: Select Month & Year to view the ESI’s report. 

 Step3: Select Employee Category from the list. 

 Step4: Click “Generate” button to view the details of ESI report as in Figure 25.1 

 

 

 

 

 

 

 

26.1. Intended Audience 

 All Users 

      26.2. Usage 

 This interface enables users to view Festival Advance report. 

      26.3. Menu Access  

Main Menu >>Workforce>>Reports >>Festival Advance Report 

      26.4. Dependency 

  Automatic Periodic Due Posting 

 

 
   Figure 26.1 

 

Step 4 

Step 1 

Step 3 Step 2 
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26.5 To view Festival Advance Report, follow steps below 

 

 Step1: Select Employee Name from the list. 

 Step2: Select From Date and To Date  to view the report. 

 Step3: Click “Generate” button to view the Festival Advance report for the selected employee. 

 Step4: Total Due Amount and Recovery Amount will be displayed for the selected employee as 

in Figure 26.1. 

 

 

27. Single Pay Component 

 
 

   27.1. Intended Audience 

All Users 

   27.2. Usage 

This interface enables the users to view the details of  Single Pay Component.  

   27.3. Menu Access  

Main Menu >>Workforce>> Reports >> Single Pay Component Report 

   27.4. Dependency 

Process Payroll 

   27.5 To view Single Pay Component follow steps below 

 Step1: Select Pay Structure from the list. 

 Step2: Select Single Pay Period for the Single Pay Component report. 

 Step3: Select Pay Component and Employee Category from the list. 

 Step4:  The details of the selected pay component along with the employees designation and 

code will be displayed as in Figure 27.1 
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Figure 27.1 

 

 

 

28. Multiple Pay Component Report 

 

     28.1. Intended Audience 

All Users 

     28.2. Usage 

This interface enables users to view Multiple Pay Component Report.  

     28.3. Menu Access  

Main Menu  >>Workforce >> Reports  >> Multiple Pay Component Report 

     28.4. Dependency 

  Payroll Process 
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    28.5 To view Multiple Pay Component report follow steps below 

 Step1: Select the Pay Mode from the list. 

 Step2: Select Pay Structure from the list. 

 Step3: Select Pay Period and Employee Category from the list. 

(Pay Components list would appear. Select the pay components and click “ok” button) 

 Step4: The details of the selected pay components would display. 

 

 

 
 

Figure 28.1 
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29. Bank Statement 

 

     29.1. Intended Audience 

All Users 

     29.2. Usage 

This interface is used to view Bank Statement for processing salary.  

     29.3. Menu Access  

Main Menu >>Workforce >> Reports >> Bank Statement 

    29.4. Dependency 

       Bank Account no. Entry, Payroll Process 

 

 

 

     Figure 29.1 
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29.5 To view Bank Statement follow steps below 

 Step1: Select Pay Structure from the list. 

 Step2: Select Pay Period from the list. 

 Step3: Select Office Salary Account Subhead.  

 Step4: Select Employee Bank Name in which the salary will be credited. 

 Step5: Select Employee Category from the list. 

 Step6: Click “Go” button to view the Bank Statement. 

(The Employee list along with the Net salary and Account No. would appear as in Figure 29.1) 

 

 

 

 

30. Employee Stop Salary Report 

     

 30.1. Intended Audience 

All Users 

 30.2. Usage 

This interface enables the users to view the Stop Salary Employess for the particular 

period.  

 30.3. Menu Access  

Main Menu >>Workforce >> Reports >> Employee Stop Salary Report 

 30.4. Dependency 

Stop Salary 

 

 30.5 To view Stop Salary Employees follow steps below 

 Step1: Select From Date and To Date. 

 Step2: Select Office Name from the list. 

 Step3: Select Stop Salary Type from the list. 

 Step4: Click “Generate” button to view the Stop Salary Employees. 
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  Figure 30.1 

 

 

 

31. Printing Pay Slip 

 

     31.1. Intended Audience 

All Users 

     31.2. Usage 

This interface enables the users to print the Pay Slip.  

     31.3. Menu Access  

Main Menu >>Workforce >> Reports >> Printing Pay Slip 

     31.4. Dependency 

Payroll Process 

31.5 To view Printing Pay Slip follow steps below 

Step1: Select Pay Structure from the list. 

Step2: Select Pay Period from the list for which month the Pay Slip to generate. 

Step3: Select Employee Category and Division from the list. 

Step4: Click “Pay Slip” button to generate Pay Slip as in Figure 31.2. 
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     Figure 31.1 

 

 

        Figure 31.2 
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32. Salary Difference Report 

 
 

     32.1. Intended Audience 

  All Users 

     32.2. Usage 

This interface is used to view the Difference in Salary Generation. 

     32.3. Menu Access  

                Main Menu >>Workforce >> Reports >> Salary Difference Report 

 

     32.4. Dependency 

Payroll Process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 32.1 

 

  32.5 To view Salary Difference Report, follow steps below 

 

 Step1: Select the Report for the month from the list. 

 Step2: Click “Generate” button to view the Difference in Salary as in Figure 32.1. 

 

 

 

 



Worforce – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 68 of 80  

 

 
 

33. Salary Abstract Report 

 

     33.1. Intended Audience 

  All Users 

     33.2. Usage 

This interface is used to view the Salary Abstract Report. 

     33.3. Menu Access  

                Main Menu >>Workforce >> Reports >> Salary Abstract Report 

 

     33.4. Dependency 

  Payroll Process 

 

32.5. To view Salary Abstract Report, follow below 

 

Step1: Select Pay Structure from the list. 

Step2: Select Pay Period from the list. 

Step3: Select Office Name from the list. 

Step4: Select Employee Category from the list. 

(Salary Component wise Salary Abstract would appear as in Figure 33.2) 

 

      

 
 

      Figure 33.1 
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      Figure 33.2 
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34. Loss of Pay Report 
 

 

 

    34.1. Intended Audience 

  All Users 

    34.2. Usage 

This interface is used to view the Loss of Pay days. 

    34.3. Menu Access  

                Main Menu >>Workforce >> Reports >> Loss of Pay Report 

 

    34.4. Dependency 

  Loss of Pay Entry 
 

 

 

 
 

      Figure 34.1 
 

 

 

34.5 To view the Loss of Pay list, follow steps below 

 Step1: Select Office Name from the list. 

 Step2: Select Pay Period from the list, Loss of Pay List would appear as in Figure 34.1. 

 

 

 

 
 

 

Step 1 

Step 2 



Worforce – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 71 of 80  

 

 

   

 

35. View Pay Details 

 

     35.1. Intended Audience 

  All Users 

     35.2. Usage 

This interface is used to view Pay Details. 

     35.3. Menu Access  

Main Menu >>Workforce >> Reports >>View Pay Details 

     35.4. Dependency 

 Payroll Process 

 

 

Figure 35.1 
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35.5 To view Pay Details follow steps below 

 Step1: Select Office Name from the list. 

 Step2: Select Pay Structure from the list. 

 Step3: Select Pay Period from the list. 

 Step4: Select Employee Category from the list. 

 Step5: Select Division from the list, display Pay details for the selected Employee Category and 

Division. 

 

 

 
 

36. IT Statement 

 
 

     36.1. Intended Audience 

  All Users 

     36.2. Usage 

This interface is used to generate Statement of Income Tax. 

     36.3. Menu Access  

Main Menu >>Workforce >> Reports >>IT Statement 

     36.4. Dependency 

 IT Posting 

 

 

36.5. To view IT Statement follow steps below 

 

 Step1: Select Financial Year from the list. 

 Step2: Click “Go” button, display IT Statement of the selected Financial Year. 

 Step3: Click “Export Excel” button to export the data to the excel sheet. 
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Figure 36.1 

 

 

 
 

37. Salary Register 

    

 

     37.1. Intended Audience 

  All Users 

     37.2. Usage 

This interface is used to view Salary Register.  

     37.3. Menu Access  

                      Main Menu >>Workforce >> Reports >>Salary Register 

     37.4. Dependency 

                  Payroll Process 

 

    37.5. To view Salary Register follow steps below 

 Step1: Select Financial Year from the list. 

 Step2: By default From Date and To Date will be displayed for the selected Financial Year. 

 Step3: Select the Employee Name from the list to view the Salary Register.  

 Step4: Click “Go” button, will display employee details along with the Pay Component details 

for the selected Employee and Financial Year as in Figure 37.1. 
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Figure 37.1 
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38. Form 16 

 
 

 

     38.1. Intended Audience 

  All Users 

     38.2. Usage 

This interface is used to view Form 16 Report. 

     38.3. Menu Access  

Main Menu >>Workforce>> Reports >>Form 16 
 

     38.4. Dependency 

 IT Computation 

 

 
 

Figure 38.1 

 

      38.5. To view Form 16, follow these steps 

               Step1: Select Financial Year for Form 16. 

               Step2: Click on “Go” Button, employee list along with the tax amount for the specified 

Financial Year. 
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39. PF Statement 

 

     39.1. Intended Audience 

  All Users 

     39.2. Usage 

This interface is used to view PF Statement. 

     39.3. Menu Access  

Main Menu >>Workforce >> Reports >>PF Statement 

 

     39.4. Dependency 

                        Payroll Process 

 

39.5.  To view PF Statement follow steps below 

Step1: Select Pay Structure from the list. 

Step2: Select Pay Period for monthly EPF Statement. 

Step3: Select Employee Category from the list. 

(Employee list along with the EPF Calculation would appear as in Figure 37.2) 

 

 
 

      Figure 39.1 
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Figure 39.2 

 

 

      

40. Professional Tax Report 

  

    40.1. Intended Audience 

  All Users 

     40.2. Usage 

This interface is used to view PF Statement. 

     40.3. Menu Access  

Main Menu >>Workforce >> Reports >>PF Statement 

 

     40.4. Dependency 

                        Payroll Process 
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40.5.  To view Professional Tax Report follow steps below 

 Step1: Select Pay Structure from the list. 

 Step2: Select From Pay Period and To Pay Period from the list. 

 Step3: Select Employee Category and Divisions from the list. 

 Step4: Click “Generate” button to view the Professional Tax Report. 

 

 

 
 

     Figure 40.1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Worforce – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 79 of 80  

 

 

      

41. Salary Report 

  

    41.1. Intended Audience 

  All Users 

     41.2. Usage 

This interface is used to view Salary Report. 

     41.3. Menu Access  

Main Menu >>Workforce >> Reports >>Salary Report 

 

     41.4. Dependency 

                        Payroll Process 

 

     41.5. To view Salary Report follow steps below 

  

Step1: Select Salary Office and Posting Office. 

Step2: Select Pay Structure and Pay Period. 

Step3: Select Employee Category and Division from the list. 

Step4: Choose Report Option from the list. 

Step 5: Click “Print Report” button to view the report. 

 

 

 
 

Figure 41.1 
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Figure 41.2 
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