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Accounts Module — User Manual

| Accounts Master

1. Accounts Master

1.A. Financial 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
Stepl: 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.

Financial Year Master

Financial Year™ 20714-201 4 Step 1 (rrYy - YrYrYTr)
Start Date* 01-04-2014 ‘""ll

Step 2
End Date* 31-03-201 5| ==

Step 3 '. i Step 4
i jSave] [ View . j1]

R

Figure 1.A.1
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Financial Year List

2014 - 2015 01-Apr-2014 31-Mar-2015
2013-2014 01-Apr-2013 31-Mar-2014
2012-2013 01-Apr-2012 31-Mar-2013
2011-2012 01-Apr-2011 31-Mar-2012
2010-2011 01-Apr-2010 31-Mar-2011
2009-2010 01-Apr-2009 31-Mar-2010
2008-2009 01-Apr-2008 31-Mar-2009
2007-2008 01-Apr-2007 31-Mar-2008
2006-2007 01-Apr-2006 31-Mar-2007
Figure 1.A.2

Firstline Infotech Pvt. Ltd., (Confidential)
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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

Account Head / Group Creation

Financial Year 2014-2015 Stepl )
Account Head (Group) Name Sundry Creditors Step 2
F
. "l-\_.____..-"'
Is Parent Head (Group) SIEP3 y, Parent Group = Sub Group
i .5-\-\-\_'_—_-'..#

Parent Group Current Liabilities @
Step 4

Mature of Account

Maintain Balance Bill-by-Bill

.Slepi Sa\ra|'1ufﬂ} Step 6 y
y y

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

Account Head Parent Group Sub Group Nature of Accounts

Branch / Divisions Liabilities
Capital Account YES Ma Liabilities
Current Assets YES Mo Aszsets
Current Liabilities YES Mo Liabilities
Direct Expenses YES Ma Expenses
Direct Incomes YES Mo Income
Fixed Assets YES Mo Assets
Indirect Expenses YES Mo Expenses
Investments YES Mo Assets
Loans (Liability) YES Ma Liabilities
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

Account SubHead / Ledger Creation

Financial Year Stil../ 2014 - 2015 ¥
Account Head {Group) Name * Admission Collection Step 2 E
Account Subhead (Ledger) Name *  Admission Fees Step 3
-\.._\_\- i
Maintain Balance Bill-by-Bil No |v|
{ Step 4
Maintain Cost Center Yes|¥]
Default Credit Period Days
Opening Balance 0 O Steps
e, _____.-"/
Step6  Save||View Step 7
S [, St 7 )

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

Firstline Infotech Pvt. Ltd., (Confidential) Page 9 of 66
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1.D.5 To make new entry follow steps below
Stepl: 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.

Opening Balance

Financial Year \ﬂ/ 2014-2015 [¥]
Account Sub Head / Ledger’ 08140200000429-Bank of Baroda - RK Nagar Stﬁp 2

AccountHead / Group  Step3 | Bank Accounts

e

Amount! ¢80 Stepd
Debit or Credit Step 3 ) et O e
h"-\—\_.-'"'f
Update  Step 6 )
e S -
Figure 1.D.1
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2. Bank Master

2.A. 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

Bank Mame' State Bank of India . Step {..-/‘
Bank Short Name SEI Step 2 y,
e ...'.
Step 3/@ view Stepd
Figure 2.A.1

2.A.5 To create Bank follow steps below
Stepl: 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.

Firstline Infotech Pvt. Ltd., (Confidential) Page 11 of 66
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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

Bank Branch Master

Select Bank Syndicate Bank Step 1 EI
o
S —
Eank Branch’ Step 2 Saidapet
r
.
Address1 no. 45 Nehru street
Stepd
Address? Paarvathipuram Road
Address3 chennai - 24
Step L/E] view| Step j.../
Figure 2.B.1

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

Bank Name*  Step 1 J syndicate Bank - Pallavaram [*]
Account Number® g7eog7o | Step 2
Bank Account Ledger B769879-Syndicate Bank - Pallavaram SI-EP 3

. o

e

Link with existing bank account ledger

Account Ledger Step 4
N [+]
Account Opening Date* o1-11-2014 .
Step>
Account Closing Date 06-11-2014 -.____..--/

Step 6 H_IFSa'u'e: :Print] '..Vlewj [Ftefre&h-]
g —

Figure 2.C.1
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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
Cheque Book Details
Select Account No.|  Step 1 - 911010015612465 E]
Received Date’ 06  MNovember Zl Step2
. '_._._._,.'{
Leaf From' 5345451 Stﬂ'ﬂ' 3
e —
Remaining Leaves”  Step 4 ) 25
Leaf To' 5345476 Step 3
o -~
Step G _save) [View.  step7

Figure 2.D.1

2.D.5. To make a new entry follow these steps,
Stepl: 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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N IS Ty ey pr—" m——
Axis

1. Bank-Madipakkam F11010014364240 140 1420 1% 04-Jan-2013

Axdis
2. 1010014364240 10221 10240 20 17-Jan-2013
Bank-Madipakkam an

Az
3. 911010014364240 17754 17754 0 21-Aue-2012
Bank-Madipakkam o S . =

Figure 2.D.2

2.E. Damage Cheque

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
Stepl: 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.

Firstline Infotech Pvt. Ltd., (Confidential) Page 15 of 66
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Damaged Cheque
1

Select Account No. axis - salary a/c Step _._’;
“"—u.___‘_'_
Cancel Date’ 06 November [v|2014 Step2 __,/
7] 142921
3
Cheque Mo’ " Step 3 S
_
| 142923
142524

wrongly entered so Chegue Damaged dr

14 14
N /5e8p/20 Stepj-/
Stepb
Step 5 Save | |View | Refresh
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

Firstline Infotech Pvt. Ltd., (Confidential) Page 16 of 66
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0 Fees Head - Master
|

Fees Head Hame Admission Fee Step 1
Short description Adm Fee SI'E-‘PE
Code Ad Fee [
Ledger v Create Mew Ledger| Step 3
Books of account Choose Account Book Office of the Fee Head Step 4

Step 5 iSM]

Figure 3.1

3.5 To make new entry follow steps below
Stepl: 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

Firstline Infotech Pvt. Ltd., (Confidential) Page 17 of 66
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Voucher Permission

User Name® Radha B ﬁ—l/

Refresh |

Blocked Vouchers [Select for Grant Permission] Assigned Vouchers [Select for Revoke Permission)

Journal No.

Journal Others

Nie.: [GRANT >>  Step 3
iy _—
Material In
[ << REVOKE Step4
Material Out - =
Memorandum
(V]  Payroll

Step 2 jcal Stock

(V! Purchase

Figure 4.1

4.5 To make entry on Voucher Permission follow steps below
Stepl: 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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Voucher Permission

Uzer Mame™ Radha B E

| Refresh |

Blocked Vouchers [Select for Grant Permissicn] Assigned Vouchers [Select for Revoke Permission)

| Attendance Use Tab Key to save No. of Back Days Allowed

| ods Bank Banl: Pxymont No.of Back Days 190
Bank of Baroda Contra Ho.of Back Days 150
Capex 7] Journal Ho.of Back F St'E.'P 5

[#] Cash Payment Payment Ho.of Back m;s 1

Credit Hote Receipt Ho.of Back Days 190
Debit Note [7] Suspense Payment Mo.of Back Days 190
Detivery Hote
Indian Bank

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

Firstline Infotech Pvt. Ltd., (Confidential) Page 19 of 66
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None
Cost Category Name Is Revenue ks Hon Revenue Action
New Cost Ca,_ SteP 2
Testing Cost Categony Step 1 } o Save | Step 3

Existing Cost Categories

Step4  Update| [Delete

T DEPT v [ (Update | | Delete |
COST CATEGORY Update. fl&p 3
Figure 5.1

5.5 To Add Cost Category follow steps below
Stepl: 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

Firstline Infotech Pvt. Ltd., (Confidential) Page 20 of 66
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Cost Centers Cost Conter for PRIMARY COST CATEGORY

PRIMARY COST CATEGC,  Stepl ACCOUNTS ¥
Cost Category N {

=] ~— sommnpeeT | Step2 )
Parent Cost Center S Moble Step3 Auto Mobile —

=] -~ CITY CENTRE
Cost Center Testing Cost Center Step 4 o
Category income | StepS ) cse

Step6 | Save [Updatel I= s ECE

e, :

Figure 6.1

6.5 To make entry follow steps below
Stepl: 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. TDS Rate Config

7.A. TDS Nature of Payment

7.A.1. Intended Audience
Accounts Manager

7.A.2 Usage

This interface enables users to create TDS Nature of Payment.
7.A.3 Menu Access
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Main Menu >>Accounts Master >> TDS Rate Config>> TDS Nature of Payment

7.A.4 Dependency

Account Subhead
TDS Nature of Payment
Section Code’ Section Code Step 1
. . -
Description Description Step 2
_
Account Sub Head ( Enter first
- TDS - Advt Step 3
four character )
Step4  isave| | view| | Refresh
o Asae]| M
Step 3
Figure 7.A.1

7.A.5 To make entry on TDS Nature of Payment follow steps below
Stepl: Enter Section Code required to create.
Step2: Enter Description for the Section Code.
Step3: Select the Account Sub Head from the list.
Step4: Click “Save” button to complete TDS Nature of Payment.
Step5: Click “View” button to view and modify the existing TDS Nature of Payments.

7.B. TDS Party Type

7.B.1. Intended Audience
Accounts Manager
7.B.2 Usage
This interface enables users to create TDS Party Type.
7.B.3 Menu Access
Main Menu >>Accounts Master >> TDS Rate Config>> TDS Party Type
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7.B.4 Dependency

None
TDS Party Type
Party Description ' Party Description Step 1
S -
If Pan Required ¥ va: © No Step 2
Pan ldentification Character’ BVCRE
SI-E.'P 3 f * -
Step 4 Save | [View  Step 5
. T I e
— - —— .—l-'

Figure 7.B.1

7.B.5 To make entry follow steps below
Stepl: Enter Party Description required to create.
Step2: Select if Pan Required Option Yes or No.
Step3: Enter Pan Identification Character for the TDS Party Type.
Step4: Click “Save” button to complete TDS Party Type.
Step5: Click “View” button to view the existing TDS Party Type.

7.C Property Type Master

7.C.1. Intended Audience
Accounts Manager
7.C.2 Usage
This interface enables users to create Property Type Master.
7.C.3 Menu Access
Main Menu >>Accounts Master >> TDS Rate Config>> Property Type Master
7.C.4 Dependency

None
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Property Type Master

Property Type Property Type Step 1

- ..-'
Step 2 '§ave | View || @
— Step 3

Figure 7.C.1

7.C.5 To Make new entry follow steps below
Stepl: 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 TDS Supplier Linkage

7.D.1. Intended Audience
Accounts Manager
7.D.2 Usage
This interface enables users to link Supplier ledger with TDS.
7.D.3 Menu Access
Main Menu >>Accounts Master >> TDS Rate Config>> TDS Supplier Linkage
7.D.4 Dependency
Supplier Master, Account Subhead
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TDS SUPPLIER LINKE

Supplier Mame® Aaram Techsery PvtLtd SI'EP 1 |E|
S "
Supplier Ledger’ Crs-AARAM TECHSERV PVTLTD Step 2
"
T -

TOS Ledger” TOS - Received Step 3 >, |E|
D5 Rate’ step 4 ) 2

o 5 save| [view| [Refresh

Step 5 pave] | View l ] _
Step 6
Figure 7.D.1

7.D.5 To Link TDS Supplier follow steps below
Stepl: 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
Stepl: 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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Ledger Wise Property

1

\S-ti‘) - Mature of Payment — Property Type
Mature of Payment 194 0-Insurance Commission \i‘-//m

Accounts Head * Capital Aceount

1]
== ~

{Hote:Press any two check box and shift key to select check box in bebween.)

T -

£l | Corpus Fund \-__/

¥, BE ECE Il Term (11-12) Not Saved

\Q_/E ECE | Term (11-12) Mot Saved

Figure 8.1

Ledger Wise Property

Step 2
Hature of Payment - Property T'}p.______ ___,./
Property Type PAM Mumber \g_/a

Accounts Head * Branch / Drisions

f
Refresh \“-——'"’/
USE TAB Key for Save

e e

Crs - Indira Educational Trust

2 Thalambur -Physiotherapy \i/

Vels Institute of Science
Technology and Trust

4 Deccan Event Management

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

Default Ledger Linkage

Select Transaction Office * INSTITUTE OF SCIENCE TECHNOLOGYLOGY AND AD \EF_CPIJ
Mode of Tranzaction’ DD Recsipt Step 2 [+]
Youcher Type' Recsipt Step 3 \‘“—""/
Ledger Name " 33024303242-Bank 1- Bank Branch Step 4
(Save
Step ]
(Mote:Press any two check box and shift key to !.elet‘: Ebwien. )
L —
71 Administrator System Admin
¥ Anuratha.M 1966 Office Assistanit
¥  Dhanaprabha.5 2648 Accounts Assistant
i Etfijﬂ ONE CONTON Accounts Assistant
EMPLOYEE THREE CONTO3 Accounts Assistant
Figure 9.1
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9.5 To make new entry follow steps below
Stepl: Select Transaction Office from the list.
Step2: Select Mode of Transaction from the list.
Step3: Select VVoucher 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.

Il Accounts Transaction

10. Voucher Entrv

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
Stepl: 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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Particulars

Step 6 | Generate PAYMENT Concel Home

W
Figure 10.1

11. Bank Reconciliation

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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B mcosmscoopemnvs Step 1
1211172014
= Step 4
06-11-2014 Crs - Dr.Ishari K Ganesh (Cha) Receipt Rept/201415 1000000.00
/NOV/0049
2 06112014 THE COSMOS CO-OPERATIVE BANK LTD Contra 1000000.00 16832 1000000.00 06/11/20 ®
05860010170 = ——
3 orm20Mas StepS o) Receipt Rept/2014-15 3000000.00 3000000.00 . Step6 )
\__/ MHONING. \__./
4 07-11-2014 THE COSMOS CO-OPERATIVE BANK LTD Contra 3000000.00 16333 3000000.00 07/11/20 ®
04860010170
S 11112014 Crs - Dr.lshari K Ganesh (Chq) Receipt Rcpt/2014-15 2000000.00 2000000.00 ®
/NOV/0075
6 11-11:2014 THE COSMOS CO-OPERATIVE BANK LTD Contra 1500000.00 1500000.00 ®
06360010170
7 11-11:2014 Mahavir Institute of Medical Sciences Bank  BPmU2014-15 3500000.00 16834 3500000.00 ®
Payment

/NOV/ 0067

Figure 11.1

11.5 To make entry on Bank Reconciliation follow steps below

Stepl: 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.
Stepb: 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. Fee Management

12. A Collections

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

Sttt brdds. SHDSHD §

BETITUTE OFFE OF S0
TECHHOLOGY AHD
ALARCED ST

[L-LE

Recwipd Aot
Ha

20 Term Fee WALHAT  ETHO00 2000000 £7500.00
L —=—Tarm e WY ETO0.00 ] [
Step 4
Stﬂpj STEDENT TR PR R o 50 "‘-----_-'-""‘.J
Tl 5 1TermFee QLT ETN0.00 [ 7%
& OTHER Exam PEES B %000 o —— e
8 Tt '
7 | [Select e head b
Caas  Saction
Y[ — = | ARPIEFMAA MLB.A. Mapter of Burine
Samaritar STarrn  Acrmisistr athon Jed
¥ | [Salect bom hond = | ARFILEAENA Cama
— 7 S Fras
Dutwof Birth 2800871992
Becrige 11112008 Step 5 Raziset By scholar
— \‘M.ip_._-ﬂ'/ S \m Prasety TC. Hbued st
L] I—
wosw, BB oten 6 .
‘\_______/ Discontinmsd  DANISHIY Boaasn
Rtz Landiger ! Stﬂp 7 Ca-:hzl ™ -
\\"“—"'/ Wiew fees paid by 1o
Rupees Fifty Three Thousand One Hundred and Fifty Only Step 10
Figure 12.A.1
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12.A.5 To make entry follow steps below

Stepl: 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 Refund

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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e ANTHAC sun. e i i |
Prey Baems " Stﬂp 1 : BSTITUTE FUTE
OF SOIERCE
C1E N ) = R
=1 1 Admupmon Fee-YILLP EI AR NI 00
St 3  haad - | 1RO
\_‘_‘_-E_P____’_,/ ” = | 1RrIL0 \FE_‘__/
Raceipt Tots SO0 Doy
P 13112016 (. StEP 5
Cate: —‘\\_‘_‘_-_-‘/
Hawr ragion:
—— > & |-
Faprment Ledger Cash |
Step 7 [ Step 2
Bugeres Five Hundred Snly \"“h-—-—_—-ff{.cw.:r
Step 0 v Pt | Swmert /1o (S s
Owa Bagch
San Famuiae
Dace of Baeth QraLIYese
Raaident hiry et
Frasenaly Pass
&>
Figure 12.B.1

12.B.5 To make Refund follow steps below

Stepl: 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.

Stepl0: 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

In the book of INSTITUTE OF SCIENCE :NCE TECHNOLOGY AND ADVANCED STUDIES v| Detaled_ Bir=

Reosipt pesiod - 1 Step 1 Entered by Step 2 fype

010572014 'Eeﬁ../ﬂ“ E] N = B e

Fee Collections Report - Detailed
Fee Recaipt Date from 01042014 to 310482014
Recaipts Entered By Everyone

Recewpt Reqister

Footoad § Received From § No/Emp

Number Code

Cash  EXAM FEE, DXAM

RMapld PSS P Stu: MOHAMEDDSRVIS M 12302210 $,200.00 Posted
Cash  CONDONATION

02-May1d  PI14-1501255 Reot. | FEES Stu i"gﬁ/ 11101114 3,000.00 Posted

0May-14 ' P/14-1501256 Cash  CONDONATION ¢, . M. ARZU ISLAM 13101250 5,000,00 Posted
Rept.  FEES

QMaptd PITA1S00ST aco:: EXAM FEE Stu: TAKUMAR K 10405151 2,900.00 Posted

, Cash | Term Fee, FINE :
0-May-14  'P/14-1501258 Reot. . AMOUNT Stu: KURAKULA RAMESH 05603204 20,000,00 Posted
Figure 12.C.1
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INSTITUTE OF
SCIENCE TECHNOLOGY
AND ADVANCED STUDIES

CASH RECEIPT

Receipt Num: Date:
/P/14-1501260 02/05/2014

Received From Stu:
Mohammed Sahil

B I

4 CONDONATION 3,000.00

FE" step7
o] 3.000.00

Trans. ID:633234 Cashier
Name: Mohanraj.A

Time stamp:02/05/2014

15:36

i

Figure 12.C.2

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

S/ AKSHMIR-Accounts Assistant ( Step

g = e Count s
- Mode

Period:  01/04/2014 UM | Step2

q 112 - School of Physiotherapy

mrpt CashReceipt —&pi/ ;:t ::nspon : ‘3,00%-
inthe  AllEnkies Step 4 E] SbTotak 1 13,000.(
To!al 37110000 View Posting Entries’ Step 8 Cash Hosta 5 1.45. mon

Step9  postEnvies w

Register No,
Amou rk
llmmmn e

V) 113-Nov-14 11600915/14-15 Rt xz?x asm:mmm;\ UT12805022 47,600.00
Step6  Nov-1411200269/14-15 ::: Transport Fes Stu: Bhavaneaswari K S 13151133 13,000.00 :
V3 14-Nov-14 11600916/14-15 g: Transport fees Stu: DEBORAH ANGELIN PREETHIP  UT1080S016 33,000.00
Ml 4 14-Nov-14 11600918/14-15 ::: :::s!elfees,Special Stu: PRIVANKA P UT12805061 60,000.00
Figure 13.1
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13.5 To make entry follow steps below
Stepl: 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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Fine Due Raise

Academic Year 2014-2015 Step 1 ) J¥l
Fee Head FINE AMOUNT ..Stapl J)

Selected Fee Heads

| SelectedFecheass |
Sto | feehead | |
1

FINE AMOUNT 1

Fine amount 355 4 Stﬁ[ﬂ J

Fine Head ADMISSION FEE - Stﬂp e ,

D List

Section

FINE AMDUNT  Total Due Amaunt

SlHo.  Student Hame  Register Mo./Admission Ho.

4 | | Azeez b T MaGE0S0043 B.E. CIVIL 3rd Semester A
bl Step6 ) !
| Step7 A 11EPHAROZS B.Pharm. PHARM Tth Semester | &
- - TOTAL
Figure 14.1

14.5 To Raise Due follow steps below
Stepl: 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.
StepS: 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
0 Food Transfer
Fund Tramsfir Type General Step 1 jund Transfer Receive Fund Transfer Summary Receipt Summary
Transfer fund to Dental College & Hospiral,llege & Hospirtal, Step 2 Dencal College & Hospiral ncal
Diate of Transfer 141112014 e
Voucher Type Bank Payment Stepd
Payment Ledger Crs Paramount Bulders (Cheque Paymenf),  Step 5
Cheque No. 089577 Step 6
Amount (Rs.) 5000, Step7
.., o
Teat E.'.l::ﬁ

Remarks

Step8

Save Step®
Figure 15.1
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15.5 To Transfer the fund follow steps below
Stepl: 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 VVoucher 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. Tax Manaaoements

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 VVoucher
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T © Tax Management

Step 1
Chooss Tax Opeion. Supplier TDS W
>Chlhn Choose a challan entry Step 6 >
[Create Challan bn14 [ 1. 17nm/ =
B w7 S =7 S e =

TDS - Consultancy 13 - 14, TDS - Other
BPmt/2014-15 Bank Axis Contractors 13-14, TDS - Transport
12 D6(0sF2014 /JUN/0052 911010014364240 2160 HRZWE D wan-n Contractors 13 - 14, TDS Advertisemant

13-14, TDS rent - 13-14, T Step 3

BPmt/2014-15 Bank Axis
13 09/05/2014 INAY/ 911010014364240 257607 57400.00 0 57400.00 TDS rent - 13-14

TOS - Consultancy 13 - 14, TDS - Other
BPmt/2014-15 Bank Axis Contractors 13-14, TDS - Transport '
£ BEDZNS /MAY /0048 911010014364240 B0 SE U £ 2000 Contractors 13 - 14, TDS Advertisement

13 - 14, TDS rent - 13-14

BPmt/2014-15 Bank Axis
1530/04/2014 / wn 911010014364240 257578 1316.00 0 1316.00 TDS - Other Contractors 13-14

BPmt/2014-15 Bank Axs
1623/04/2014 JAPR/0224 911010014364240 257571 40000.00 O 40000.00  TDS - Consultancy 13 - 14

TOS - Consultancy 13 - 14, TDS - Other
BPmt/2014-15 Bank Axis Contractors 13-14, TDS - Transport
TAIN204 opimi0  trot001a6e0 2ok 930100 0 BBOUD0 (- ntractors 13 - 14, TDS Advertisement

Step 4 13 - 14, TDS rent - 13-14, Tds - Interest

challan information St s
DS Code|  Challan Number |  Challan Amou =
704222 Save Challan

6360085 1928 [=] 171717

P

Figure 16.1

16.5 To make entry follow steps below
Stepl: 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.
StepS: 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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D Tax Management

Kohoose Tix Opden | Suppliar TDS B

| Greate Challan 12014 (58] 7o 1211112014 Load Records | | Generate Records | | TDS Record

iChallam  05/03/2014 BSR Code: 6360085 Chg. Ho.: 246749 TDS Code:l194J Challan Ho.: 00003 TDS Amount Ra.:132256.00 E

12405/1172004) " “‘“'T"'m'“ P Ho- lagay | 10.00f 2500000 2500, 2500.00 B Check to apply selected
challan details.
THE COSMOS ] -
125.05/11/2014)CO-OPERATIVE Babk  [Fo0 M= fheg)y | 10,000 40000000 400000 O O 4000.00) o = Ch ated
LTD -06860010170 — :hall\i%
COSMOS
126/05/11/2014|CO-OPERATIVE BAMK 000 B2 fhog | 10.000  40000.00( 4000.000 @ 0 4000.00) ofChallan Applied Successfully
LTD 06260010170 — I
THE COSMOS
12705011/ 2004)CO-OPERATIVE BaMK  [Fo0 B2 thog) | 10,000 24000000 2400, 2400.00) Challan Applied Successhully
LTD -06860010170 [
ok B [ (.0 0.0 ! i
TDS Payment (Rs.) Adjusted (Rs.) Balance (Rs.) { Step 10
13225600 122261.00 9995.00 QU ___/
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

Firstline Infotech Pvt. Ltd., (Confidential) Page 43 of 66




Accounts Module — User Manual

T [ meewsmen

—
L]

Academic Year: zma-mm& Institution

Student: \‘St_f!f__./ AMITHA M

Fer Head: Fee Head Step 3 Admission No.

Chalan Date: | Step 4 121172014 \E'/ Register No.
\“"—""‘/ Program

Ampunt: 5000 Step 5

Class / Section
Semesrer fees pecelived
Remarks: Semester/Term
Stﬂp 7 Ebnl] ['ur"'-] [m] Date of Birth

Fesident

IMSTITUTE QUTE OF SCIENCE TECHHOLOGY
AND ADVAHCED STUDIES

Photo not found
BE3E
1003200
M.Phil. - Biginformatics(M.Phil. Part Time)

MUPhil. BIOINFOD Part Time Passed Qut
Batech

Female
16407 11587
Dy schalar

Prazently Active student
View fees pald by the students

Figure 17.1

17.5 To make entry follow steps below
Stepl: 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

@ STUDENT FEE COLLECTION RECEIPTS - HDElF[‘J.meElHEELLAmH

L AEHINATA R _

Reglster Ho. : UTOSBDS002
Program i B.0.5.-Bachelor of Dental Surgery UG - Full Tima]
Academic Year / Year / Section p 20042005 S IV S -

st
I 116/13-140291 | | Cash Rept. | 04-12-2013 E™
|11m}1 “ Stapl ,)zsmm | Cash Rept. | 05122013 ‘ (ea] (peiee ] [ view

In the book of Dental College & Hospital,

Rept, Date Humber
05/12/2013 11802935
Hostel Fees

Figure 18.1
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18.5 To make entry follow steps below
Stepl: 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
Stepl: Select Pay Period from the list.
Step2: The details of Pay Structure along with employees would appear.
Step3; Click “post” button for posting processes.
Step4: Cost centre wise details would appear.
Step5: Click “Post Salary vouchers” button to post the salary details to Accounts.

(“Salary posted successfully” message would appear)
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Choose pay period: August 2014 REG - Regular [01-08-2014 10 31-08-2014] Step 1 '\)

T N o o e R

01/08/2014 31/08/2014 Regular Staff 489 0 45 [Repost]
01/08/2014 31/08/2014 Guest Lecturer Pay Step 27 13 0 &Step3 )
01/08/2014 31/08/2014 Regular Others 7 0 z
o —— e ] e 2
I INHIITE O SORE TLUMRO0 RONNNED:  tui; Dol 1,24,39.00 1,24,395.00
STubies =
B S CNUTE OF SCEMCE TECHMOLOGY AHIADVMICD vcomQteﬂi/ 37,518.00 37,518.00
STUDIES
NSTITUTETTUTE OF SCIENCE TECHNOL ANCED
o SERRRRON B VISUAL COMMUNICAION 1,74,129.00 1,74,129.00
STuoes
—— Sub total 97,84,093.00 97,84,093.00
Step > o I YT R
Figure 19.1

|| 11 Accounts Reports ||

20. List of Accounts

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 >>L.ist of Accounts

20.4. Dependency
Account Head, Account Subhead
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List of Accounts "INSTITUTE OF SCIENCE ENCE TECHNOLOGY

Financial Year 2014 - 2015 EI

Branch / Divisions
Technology and Trust
GME & DME
Il BE MARIME
Il BE MARIME - | TERM
Il BE Marine - Il Term
li Be Marine - Il Term
Marine Fees
Crs - Science Technology and Trust :
Crs - Science Technology and Trust ation
Science Technology and Trust ge
| BEE MARIME - 10-11
Crs - Educational Trust
Deccan Event Management
Science Technology and Trust
Science Technology and Trust ology and Trust

Capital Account

Reserves & Surplus

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
O TERger View
— "—\\\i
Account Ledger/Sub Head * .0 puvel . Stepl <™ Search
=N in Narration
Period _From; * 031172014 To* 1911172014 A Step 2 /% or [3]
in Party Name

_Step3 S free— etaied iew! [POF Prnt Prnt Exce vt

Pymt/2014-15

0112014 Cash Pament PMUINEE 1001000
03112014 Cash Payment  PYIUIT 6,000.00
06-11-2014  Shri Padmavathi Agencies Journal m",‘;:: 64,023.00
06112014 Cash Payment  PYIUI0 4291.00
08112014 Cash Payment PYRURIETS 5,000.00
08-11:2014  Imprest Purchase Committee Payment ";‘::&';:; 100.00

Opening Balance @ 7.58,161.00

Total Amount : 89,424.00

Closing Balance : 8.47,585.00

Figure 21.1
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21.5 To view Ledger View follow Steps below
Stepl: 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
Stepl: 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
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———  Step4
D Group Summary il \i/)_
Periad® From : 011172014 Tn:ﬁ-“\_s_tiz__,/ Ste:p3 [_]
&2 i)

Account Head [Group) Hame® Cash-in-hand IEl
[[Opering Balance | [ Transsction | [ Closing Balsnce Or 7 Cr: [FDr ) @G
Groug Sumrmary: Cash-in-hand

_ Frees: 04412014 T 15912014

Taniscben

Cash 52,71,631.00 70,73, 9359.00 7,88, 517.00 Lr
Excessishort -Cash Alc 5,000.00 5, 000,00 3,795.00 Cr
Imprest - M5, Wijayelakshmi [General] 4,000.00 Dr
Iemprest - M5, Vijisyelakshenl jacmba) 2,%504.00 2,90.00

tmprest Lty Centre Cosh 22,055.00 22,055.00 25,000.00 D¢
Imprest Purchase Committee 585,00 580500 20,000.00 Dr
Irmprest Marketing 15,000.00 Dr
I Y T T T

Figure 22.1

© Croup Summary

Period® From : 10/11/2014 To: 13-11-2014
[summary | [Mutti Ledger View| | Print |
Account Head (Group) Mame® Cash-in-hand IE‘
Date Party Name Marration Type Voucher No.  Payments Receipts
Party / Ledzer Name :Cash
Openning Balance | 5,42,657.00
10-11-2014 | Bank Axis 911010014364240 Being cash deposited to Axis bank Afc no-4240 Contra 1] 1250000.00
Being cash paid to Ms.Shanthi.TR towards salary for Pymt/2014-15
10-11-2014 | EXP ADMIN-NT P t 10000.00
the month of Oct-14, MERE | Novio113
Being cash paid to Mr.Kannan.E towards salary advance Pymt/2014-15
10-11-2014 | S5taff Kannan.E{IT Dept) deducted in 6 installment basis. Payment INOVI0114 &000.00
Being cash paid to Mr.Anandan.G towards TH 1% 3037 Pymt/2014-15
10-11-2014 | Bus - TN 19 9037 vehicle FC & RTO expenses as per details enclosed. | T ™™ | /NOV/0115 5500.00
; Being cash paid to Mr.RathanRaj towards civil dept Pymt/2014-15
10-11-2014 | Exp- H P t B570.00
FLLELERT board of studies meeting exp as per bills enclosed. sl SNOV/0116
: Being cash paid for the Conduct of Doctoral Pymt/2014-15
10-11-2014 | Exp- H P t 2250.00
LSS Committee Meeting for Ph.D as per list enclosed SMENL | Novion7

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
O Day Book

. Step 3

per - ﬁiﬁ

Period From Date 1011112014 EEE#/ 201172014 (=l Recsipt

In the book of  INSTITUTE OF SCIENCE TECHNOLOGY AND ADVANCED S:IZP;/ e '3
for the perfod From 10-11- Te 20-11-2014
Cr.
3. Ho. ate Particulans Vich. Type Vh, Ho Dr. Amount Aount

1 10-11-2014 PLACEMENT FEE, Cash Receipt Rept/34-15 11,100.00
FHOV/ 0053

i 18-11-2014 Advance for Expenses Kalaivani.R.A, Cash Receipt Rept/dii4-15 1, 000,00
THOQNV 0057

} 10-11-2014 Advance for Expenses Anandan.G, Cash Receipt Rept/2014-15 5,500,00
THOV D058

| 10-11.2014 Advance for expenses Teaching StaffRathan Raj, o ., Rept/2014-15 &,500.00
FHOV/ 0059

5 10-11-2014 Advance for Expenses Mani.T.5, Cash Receipt Fept/ 2415 £00.00
FHOV/ 0060

b 16-11-2014 Avance for Expenses Dinakaran Micheal R, Cash Receipt Rept/ 201415 20,000.00
THOV D01

7 10-11-3014 Advance for expenses Antony Edwin{Accounts), Receipt Rept/2014-15 1,000.00
THOV 0062

Figure 23.1
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23.5. To view Daybook follow steps below
Stepl: 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
Stepl: 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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Cost Center Summanry

From Date 01-11-2014 \EP_]-_/ ﬁ 1-2014

Cost Centre Hame $¢H¢0L PHARMACY Stﬂp o) El |5|.-¢,,nm_| Stﬂp 4 j
- Step 3
— P
PRIMARY COST CATEGDRY
SCHOOL:PHARMALCY T750.00 730,00 Dr
Account Dbt Credit Closing Balance close
Exp - Corveyance 4000.00 4000.00 Dr
Exp - Tranzpart 3750.00 3750.00 Dr
Sub Total for PRIMARY COST CATEGORY 7,750.00 0.00 7,750.00 Dr
Grand Total T.750.00 0.00 T, 750.00 Dr
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

Firstline Infotech Pvt. Ltd., (Confidential) Page 54 of 66



Accounts Module — User Manual

M Student Due / Collection List

Report Option Due List Report o Collection List Report Step 1
O — ’
[ ADMISSION FEE Step 2 2008-09/8 Step 3
| APPLICATION FEE : 2009-10/8
AUTO CAD FEE i 2009-10/M -
| Admission Fee [ 2010-11
| Advance Fees L 201112
| BIOTECHNOLOGY BOOK FEE [ 2013-2014

- -

S

Display Due For Current Students :‘ \teﬂj/
" Step 5 e as on 20 Nov (=] 2014

Generate Report in Tabular Format

. Detail Report o Abstract Report StCP 6

Step7 | Generate | [Print| [ Refresh |

SCHOOL OF BASIC SCIENCES,

B.Sc.-Chemistry 112500.00 112,500.00
M.5¢.-Organic Chomistry 49500.00 49,500.00
M.Sc.-Chemistry 66000.00 66,000.00
M.Sc.-Nano Sclence 16500.00 16,500.00
SCHOOL WISE TOTAL 244,500.00 244,500.00

Figure 25.1

25.5 To view Student Due list follow steps below
Stepl: 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

“Pemand Draft / Cheque Deposited Report
From Date’ 01.09-2014 &El./ To Date’ (03-09-2014
Bank Account Bank Axis 911010014364240 &'ﬁf_/

I A T I R ey
1 AKILAN, A, PONNITHI 01-09-2014 22-08-2014 350202 63750.00
2 DHINAKARAN T S8l 01-09-2014 12-08-2014 nNQ 116000.00
3 SHAKTHI G leRAL B0 01-09-2014 13-08-2014 564516 5000.00
“ ANGEL JOSEPH THOPPIL B L&ezi/ 30-08-2014 757067 65000.00

v
5 ANGEL JOSEPH THOPPIL m AYEREAS 02-09-2014 30-08-2014 757068 100000.00
6 MOHAN S A ) 02-09-2014 19-08-2014 25%893 62000.00
KARIMANGALAM
7 KRISHNAN.S m oV 03-09-2014 23-08-2014 221745 25000.00
TOTAL 436,750.00
Figure 26.1
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26.5 To view DD Deposited Report follow steps below
Stepl: 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
Stepl: Select Transaction or Accounts Book Office Wise option.
Step2: Select the Fees Collected Dates.

Step3: Select Transaction Office from the list.
Step4: Select the Cashier from the list.
Step5: Select the Mode of Amount Collected.

Step6: Select Fee Receipt Details from the list to view the Fees Collection Abstract report.
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Fee Collectnn Ahairact Bepnr

Stﬂp 1 Oy anacarion Cifice Wiss — Accousts Book Office Wiss Stﬂp 2
P Colected Dt ! Fram  01-10-2004 To 20-11-2014 \:k____‘./
Loipct Trarasction CHifice * Stﬂp 3 INSTITUTE OF SCIENGE TECHROLOGY AND ADYANCED STUDIES EI
Select Cashier * Paarmima 5 - Acourty Aasstari Stﬂp4

Maste of Arvensnt Coliered” Hl Mods E\Sw:m

(Fes Step6 | [Rewsh)

Lt pi Al
Studen? Hame

116012 B.E. ECE Pth Secmsanes B2
1 SATHISHILMARC 1IRmT B.Com. ACCFIH Ird Semeater € M 118 00,50
B.B.& Bietwior of Buswwrd Adricdlralss 190
} o SR MAYUM LEEEP SHARA 4835 B Ei0-3M4 = pric. o
[ I = B.E. MECH Tih Semester g = 20 10
i E=E [ sl ! EEEER s 42000
& Thangaraj M 11 B.E. £3F Sth Serniter B M 1 wien g8
B.5e. Hetel st Cikar 15E
T AMTMAG 143108 SR 4 B W 79090
Saprvairal e
B.Se. Mot e Catae fat
§ KATHKS T e B 3304 1R 780,80
e il ol
¥ PRALAAE e 8. Sc. Furtn et Caber g Mammgersa: 122 £ B 1En 188,48
e
i GATTUALNNALL EWARLMARLL G TR e atta . M p— B Ml Wi 188,28
et
Total 12,000.00
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

0 Cheque Search

i Step 1
Search In ¥ an I:rl'l'u:qe-r--.___'_,./r’I Current Office
Cheque Search® ‘ # Cheque lssued | Cheque Recetved|  Step 2 y)
[-Eheque Humber® [ 1401 Stﬂp 3 e

r

|:me Date [ 01-04-2014 o To Date | 20-11-2014

| Step4 jSearch |Rekwsh]

[0 ] oneetame [ vncrer o | ser e[ rerue e | cem s st | cre Ao | e a0

SCIEMCE TECHHOLOGY Bk Ao
E b - Wi (]
AMD ADYVAHCED STINES S 5 lis il st FIN0T 001 4364240 L

e
Figure 28.1
28.5 To Search the cheque follow steps below

Stepl: 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

D Cheque Issued

Office Name INSTITUTE OF SCIENCE TECHNOLOGY AMD ADVAMCED STUDIES
Select Bank Account Bank of Baroda RK Magar-08140400000132 \_E‘:r_cpl-ﬂ/
From Date” 0111012014 =]

Step 2

To Date* 20-11-2014 E‘——/

Step 3

From Date : 01-Oct-2014 I To Dabe = 20-Mov-2014
Total Humber of Cheque(s) lsswed : 5 Total Humber of Cheque(s) Reconciled = 1
5l Ho Issues Date ﬁ::h:r Chequse Date AmountiFs) Fa Whom lasued Issued By
Bank Hamer: Bank BOE - D8 140400000132 (0D)
1 O7-10-2014 1827 13-10-2074 O7-10-2004 49,080.00 599
k - 081404000001
F 15-10-2014 1826 15-10-2014 5,100, OO0, 00 el = in
Step4 o)
-
1 | 15-10-2004 1828 15-10-2014 e 1,48,500.00 |  Crs - Prestha K Ganesh E |
4 03-11-2014 1829 03-11-2014 1,48,500.00 Crs - Preetha K Ganesh an
5 05-11-2014 1839 06-11-2014 49,000.00 2559
l Tatal | 8,95,080.00
Figure 29.1
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29.5 To view the Cheque Issued report follow steps below
Stepl: 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
Stepl: 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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Fee Collection Summanry,

Step 1
Program Hams' B.Com.-Accounts And Finance
FiS " 1
Year / Standard Mf_t:pl’,-/ |E|
Term Description * 2014-2015 EI

22 O

[¥] anssissios FEE
- s

[ auTo capree

Adreriition Fee -

. Step 5 [Generate| [ Prnt | [Refresh |

D R e T e e e

ADMISSION FEE

1 B.Com. -Accounts dnd Finance 178 2500.00 44500000 44150000 2500.00 0.0

1 B.Com. -Accounts And Finenoe 1 HE‘E?/IW 560,00 TS0 00 Q 0.0
Total 180 452, 560,00 450,060.00 2,500, 00 0.00

Figure 30.1
INSTITUTE OF SCIENCE TECHNOLOGY AND ADVANCED STUDIES
SL.No. Student Hame Admission No.

1 SASIREKHA S K UP 144G 1020001

2 DILIP 5 UP14G 1020002

3 GOPIMATHAMN J UP14G 100003

4 MOHAN S UP 144G 1000

5 ROBIN RAaJU UP 134G 100005

& BENAZIR BEGAM G P 1G 100007

7 DHAMNAPRIYA G LIP 144G 1O

] RISWWANA I UP14G 1020003

9 NAVEEN KUMAR M UP14G 100010

10 PREM KUMAR K UP14G1020011

11 BHHOATHI K P UP14G 100012
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 VVouchers

Dutstandi Stepl ?WM Report date

Lecger

 Educational Trust
 Educational Trust
| Educational Trust
| Educavional Trust
| Edocational Trust
| Educational Trust
| Educational Trust
| Educational Trust
| Educational Trust
| Educational Trust
11 Educational Trust
12 Educational Trust
13 | Ecucational Trust
14 | Educational Trust

T T L L

Opening Balance (01/04/2012)

010472012 Usadjusted Jrnk round off jv

16/04/2012 Unadjusted Pymt 0
17/05/2012 Unadjusted Pymt 6373
18/05/2012 Unadjusted Pymt 6374
07/06/2012 Usadjusted Pyme 6454
07/06/2012 Usadjusted Pyme £520
120612012 Unadjusted Pymt 524
21/06/2012 Usacjusted Pymt 6565
06/07/2012 Unadjusted Pyme 6608
06/07/2012 Unadjusted Pyme 6407
07/0772012 Unadjusted Pyme 6633
1410772012 Unadjusted BPmt 0
17/07/2012 Unadjusted Pymt 6805
20/07/2012 Usadjusted Pyme 6811 2

Figure 31.1

3,59,70,007.08
Or

0.220¢
21,55,016.00 0r
10,16,55.00 Or
3,57,1%.00 Or
15,00,000.00 Or
16,696.000r
42,00,000.00 Or
30,30,962.00 0
21,430.00 Or
21,415.00 Or
291.000r
29,425.00 Or
19,017.000r
43,7%0.00 O

Step2 )
./

8882238

42
41
4
40

¥88

F1to120 | sbove 12
=30

0
21,55,016.0
(10,16,565.0
03,57,1%.
(15,00,000.¢
(16,696 (
(42,00,000.¢
(30,20,962.0
1,430
21,4150
9L
(29,454
(19,0170
43,7900
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31.5 To view the report follow steps below
Stepl: 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
Stepl: 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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n Step i'-‘.“-, wrmvm"ﬂb?ﬁu En)vn.,m" ﬁ\[a‘ S~tep 3_.\4\ |

Trikfolaoce | Step2 i
Particulars Transaction Closing balance
Dr Cr Dr Cr
T Branch / Divisioe 2.89.23.004 00
= Dicect Expones 2.96.77,406 44
 Indirect Expensas 11,88,44.285 44
€ Direct Incomes 2400644600
= Indiract Incomes 3,60,47,654.00
Eopum
= Loans (Liabiity) 40,41,42,777.%
F Current Liabilithes 17423437593
£ Current Awets L72.38.29.914.33
T Fixed Assets 1640079311
Profit
Differerce in Cpesing Seicrce

Grand Total  2,67,32,26,696.83

Figure 32.1
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Purchase Module — User Manual

l. 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.
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Il 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
Unit Of Measurement Class
Step 1 atory
Enter Linit Of Measurement Class |

Save  Wiew/Modify Cancel

Step 2 b
Figure 1.1.

1.5. To make a new entry follow these steps,
Stepl: 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
Stepl: 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.
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Unit Of Measurement Class List
EacE
“ Unit OF Measurement Class

_ UnitOFMessurementClass |
1 Unit
2 Lenath
3 welght
4 Yolume
5 Arga
6 Mileage
Swp2 T
Figure 1.2

1.7. To modify existing unit of measurement class, follow these steps.
Stepl: 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

Firstline Infotech Pvt. Ltd., (Confidential) Page 6 of 84



Purchase Module — User Manual

Unit Of Measurement Master

= mMandatony
Select Unit Of Measurement Class Mame || i_—lﬁ
Enter Unit Of Measurement Mame | step 2
‘“-._‘_//
Enter Conversion Rate
Step 3

Step4  FEETEN FNTRMOOT \—/
v Cancel
"“-...___________,.,.-l"'

CEMTRALISED MASTER

Figure 2.1

2.5. To make a new entry follow these steps,
Stepl: 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
Stepl: 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.

Unit Of Measurement Master Yiew
e ]
. Step 4 Back
m Unit of Measurement Class Hame Unit of Measurement Hame onversion Rate

1 LInit Mos 1.00
2 L_Init Bags 1.00
3 LInit Box 1.00
4 LInit cubic mitr 1.00
) L_Init Lenath 1.00
B LInit packet 1.00
7 LInit pair 1.00
2 nit roll 1.00
q LInit set 1.00
10 LInit Sheet 1.00
Figure 2.2
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2.7. To modify existing unit of measurement follow these steps.
Stepl: 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
* handate-
Tax Name| StEPl

Save ViewMaodify Cancel

CEMNTRALISED MASTER
Figure 3.1
3.5. To make a new entry follow these steps,

Stepl: 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

Stepl: 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.

Tax Master List

Bac

Tax Hame
i)

m
=

L]
L]

E
CET
Others

g

mlmm_‘i

Ly

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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Product Types/Cataaar
Step 1
Product Type Mame Consumahles J*

Product Type Code | Step 2

Parent Product Type ||T Feleated Produc’  Step 3 |7

Linit Of Measurement f E Step 4
"“ﬂ-\.._‘____

+*

Account Head Description |3c|nsumah|es

Step 5
Ewl ViewModify || Cancel \-_.___/

Step 1 (6.6)

T

Figure 4.1

4.5. To make a new entry follow these steps,
Stepl: 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.

@BCOk - LIBRARY Sundry creditors
Books Mos Academic Expenses

w COTY - Sundry creditors

CD- Library Mos Sundry creditors

@ Chemicals - Sundry creditors

@ A Chemical gm Sundry creditors

B Chemical gm Sundry creditors

C Chemical am Sundry creditors

D Chemicals am Sundry creditors

Drugs am Sundry creditors

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

Product Master S

Product Type ’

Product Mame
Product Code

Unit Of Measurerment

Specifications

Step 6

; |F'rinter5 Iiﬂpz

. [HP Laserjetinzz | Step2 |

N EE Step 3
|N|:|s

Step 4 T

Enahled card printat]

Step 5

| Save || Wiy || Cancel |

CENTRALISED MASTER

Figure 5.1

5.5. To make a new entry follow these steps,

Stepl:
Step2:
Stepa3:
Step4:
Stepb5:
Step6:

Select product type from the list.
Enter product name to be created.
Enter product code.

Select unit of measure for the product.
Enter specifications for the product.

Click “save” button to complete product master entry.
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Product Type Name Product Name Product Code m Can Modify?

Frinters Canon BCl-24Black Cartridge

Frinters Canon BCR24Colour Carridge Mos Mo

Printers Canon IR1600 MNos Mo

Printers Canon IR2200 Mos Mo

Printers Canon iR3045 Mos Mo
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
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Office wise Products

Office Mame : Faculty of Engineering and Technaology, Delhi
Product Type ; |Lah Equipment & Inventory IE’
C T -
Wi ABG- 348
Step2 J ABG-348 ANALYZER-BAYER
=T applanation tonometer
[T B.P.Appratus
Froduct Category ; & azset O Consumables Step 3_/
. — Step 4
Account Head : |Lah Equipments A
Account SubHead ; |Lab Equipments - Chemistry Step 3 v
.

Asset Prafi ; |}‘f‘f'Z i:p_ﬁ//]

Step 7 Save | Wiew | Refresh
Step 1(8.6)

T

Figure 6.1

6.5. To make a new entry follow these steps,
Stepl: 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).
Stepb: 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
Stepl: 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

Product Mame : |zi ne I — StﬂP‘ 2(8.6)

Zlnu; acetate (500

s ChyCC1 46 c.-wst 2 ' Etc‘p 3 !_ah Cn-* T Chemistry jti'j’F
3 Zinc Cartionate - | o0 gr L __/La D trverwurretile |Lab's. - ___‘_,.efmistn- ) "Modify

(&0 g
3 Zinc Rod | |_| | |'| | |1] | [:] !avu Ennu
4 {"";af] z":r"‘;"a'e“ ChyCC148  Consumables  Lab Consumable Lab Consumable - Chemisiry Madify
Zing
5 Consumables Lab Consumable Lab Chemicals Purchases m
sulphate(S00gm) ! SATEREY
. Fine sulphida- i
B ChyCC149  Consumables Lab Consumable Lab Consumable - Chemis
"-\.,_‘_\__

Figure 6.2

6.7. To modify office wise products follow these steps

Stepl: 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.
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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

Supplier Master

Step2  Jio
Supplier First Mame
Supplier Last Mame : |
Contact Person Mame : Step 3
Contact Parson : | “‘“—r‘/
Designation Stepﬁ
Address ] .,

Select Supplier Place : . ;F_{ new lier Pl

tep 3
District Mame : I~ P S

State Mame
PiniZip code
Supplier Phane Mo

Fax Murmber

Supplier Mail Id
Supplier URL{website)

Fan Mumber

Tin Mumber

|
Step 6
4
|
|
|

Tan Mumber

Step7  JSave View @ Refresh
Step 1(9.6)

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

Supplier Master Detalls View
Enter Supplier Name :[access ) @f/ Search View All

B
Step3 &
ol swpplerteme | addess g (.

1 Access Computer Data Corp 1643, 2nd Nloor, Mathew Towers, Jagannathan Road, Nungambakkam,Chennai, Tamil N3dU 600034
2 Access Computer Data Corp 1643, 2nd floor, Mathew Towers, Jagannathan Road Nungambakkam,Chennai,Tamil Nadu 600034
3 Access Computer Data Corp. Modify in Client Master vadapalani,Chennai, Tamil Nadu
4 Access Computer Data Corp. Modify in Client Master vadapalani,Chennai, Tamil Nadu
5 Access Computer Data Corp. Modify in Client Master vadapalani,Chennai, Tamil Nadu

6 ACCESS COMPUTER DATACORP lind Floor Mathew Towers 16/3, Jagannathan Road Nungabakkam,Chennai,Chennai, Tamil Nadu 600034
7 Access Computer Data Corp. ACDC - vadapalani,Chennai Tamil Nadu

8 Access Data Corp Modify In Client Master vadapalani,Chennai, Tamil Nadu
9 Access Systems Modify in Client Master vadapalani,Chennai, Tamil Nadu
e
Figure 7.2
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7.7. To modify existing suppliers follow these steps
Stepl: 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.

Office wise Suppliers

Office Mame : Faculty of Engineering and Technolagy, Delhi
[ suptertome | swoerasress |
M = ~hnologies Modify in Client Mastervadapalani
Step

r EE_H_____,.A'iECHNOLOGIES Modify in Client Mastervadapalani
[T AADIT AUTO COMPANY PYT LTD Modifi Step 1(10.6) »lani

Step 2 | Save  Miew  Refresh

Figure 8.1
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8.5. To make a new entry follow these steps,
Stepl: 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
Stepl: Click “view” button, list would appear with available suppliers linked to login
office as shown in figure 8.2.

Aarthy Book House

AB Samuel

Access Computer Data Carp
Access Computer Data Corp. ACDC
A C E Instruments Semvices

Ace Rasayvan

ACT IMDIA

b B 2 B 5 B R T B L B

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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Supplier Accounts Linkage

office Name' COLLEGE (AUTONOMOUS]NOMOUS

n Supplier Hame

M5 ALPHA INFOTECH

Step 1 MMITALK WIRELES SOLUTIONS PYVT LTD

S

M/s Alagappa Tea Stall

[

[

[

"] M/s Antariksh Enterprises (HCL)
[l  Mfs Arya Omnitalk Radio Trunking Services Pvt. Ltd.
[

M/s B.GANDHI Interior Work

Account Head' Furchase Accounts \ST:CEE/

Account Sub Head”  Cosmetics purchase Step 3

.Eﬂp‘fl- ESEVE] | View | [Fiefresh|

Step 3 -

Figure 9.1

9.5 To Link Supplier to Accounts follow these steps

Stepl: 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.

Step35: Click “View” button to view the Supplier linked with the Accounts.
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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

Client's Contact Persons Details - Data Entry

Client Name ALPHA INFOTECH Stepl
-

Contact Person’s Name Arul Jones Step 2 i
Designation MCA tep

g - __/
Telephone Mo. - Office 23458765
Fax Mo. 9236492374

Step 4
Email jonesi@gmail.com /
Mobile 9798797987
Step 5 r@ave h’iewFMndiny Refresh
— Step6 |
Figure 10.1
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10.5 To Add Supplier Contacts follow these steps
Stepl: 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
Stepl: 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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Supplier Wise Products

Supplier Antariksh Enterprises (HCL) Step 1 El
Hame = S
-
— Step 2
[ | [o5= -NEW
[[] |05A Compatible Toner
] [06A 1P Isoleter
[] |1 1/2 " screw
[ |1" screw
[T] [1+1 Close Gang Box
[] |wire less phone
[ |a@a@caE2a
Step -1
Step 3 Save | | View | | Refresh
‘-\._“‘-_____-_'_/
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
Stepl: 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.

Division’ (SSC) ECONOMICS \Stii-/lil

Product Type' COMPUTERS AMD ACCESSORIES Eii/

Product Installation Date’ 01-08-2014 \SEE_/
I S ™ T 7

054 - TONNER -HEW 510.00
054 Compatible Toner 23 Step 3 'E
I Step 6
103 TOMER REFILL 0.0 0.00 \_4@
12 A TOMER REFILL 0.0 0.00 0.00
Xerox PE 220 - TONNER -NEW 0.0 0.00 . Stepd
optical media conveter 0.0 0.00 U,ﬂﬂ- [Add]
pei parallel card 0.0 0.00 0.00 [Add|
Record Saved Successfully...
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

10:42 AM ASSETLOCATION MASTER

Asset Location * /

Step 1 ﬁave| ‘View| |Heﬁesh|
) 7

Figure 13.1
13.5 To make entry on Asset Location master follow steps below
Stepl: 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.
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111 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

Work Flow Engine
Step 1
Select Menu Interface : |F"-IF'3hEISE Feguest I: |*

Select Usear ; |Fip| Purchase 35*

Select Authorization Level Entry 7 Interim Check r.ﬂ.pprnval

Step3 ) [eEing Emplsess I [ inersee iame
\""—"j/ r Balaji B Furchase Request Approval
Farward to Emploves(s) I~ cHAr Siep ] gy Furchase Reguest Approval
- FIF'L..\\H__’/' FPurchase Request Approval
W~ Fipl Furchase Furchase Reguest Approval
I saravanan KP Purchase Regquest Approval

Step5 | save |[ view |[ Refresh
-

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

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

Wiork Flow Wisw
-———m
Furchase Order FIPL ACADEMY Interim Check Fipl Purchase
2 Furchase Reguest Fipl Purchase  Entny Fipl Purchase
3 Purchase Request  FIPL ACADEMY Interim Check FIPL ACADENTY

Fipl Purchase

Figure 14.2

14.7 To modify existing workflow follow these steps
Stepl: 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

Purchase Indent Period Maste

Purchase Indent Period® August2014 ie_P_l/

From Date’ 16-08-2014 |E73' B
tep

To Date* 31-08-2014
T

] 1.5MFD Capaciter

vl 12w efl

L jatgalss

"1 pigeon hole steel 24 number
| plastic

[ wiper

icf:‘f/ﬁave] |View| | Refresh |

Figure 15.1
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15.5 To make entry on Purchase Indent Period follow steps below

Stepl: 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

Purchase Requisition

Purchase Requisition Code’ . |PRIFebi07-08/000338 /00039 |

Purchase Requisition Date’ : [13 |[February  ¥][2008  Step 1 S

Purchase Requisition Details

Product / Service m Lead Time | Expected Receiving Date Specifications;

Aluminium ROD 500 Length 10 days 13-02-2008 Aluminium ROC
| Add Product Details &E/
Requesting Division” :  [rdministration Step 3

Delivery Address’ . |Administration

Identified Suppliers . S 5
Other Remarks E tep J

Forwarding Employee’ . [Fipl Purchase \Stifj

&Z/HSWQHI Refresh |
Figure 16.1
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Product Type ’

ProductiService
Quantity (Unit)

Lead Time

Expected Receiving Date ’

Specifications

Step 2g

lﬂ\luminium Step 2a /—IE'
[lurninium ROD Step 2b :E
@ Step 2c Yiew Product Availability
o Step 2¢ tin days) Step 2d

|1 3 | | Fetruary EI 2008 |RMenth A

slurninium ROD - Specification |

Step 21

Add To List: || Close |

Figure 16.2

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

Stepl: 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

Purchase Requisition Approval

Purchase Requisition List

Purchase Requisition Code Purchase Requisition Date W

Step 1

PRIFehi07-08/00026 09-02-2008 17:48:32 Fiplr.— ~ _Approve || Reject || viewModify]
PRIFeh/07-08/00029 12-02-2008 14:14:43 Fipl Purchase  Sgep2 Reject | [WiewsModity]
PRIFeb/07-08/00030 12-02-2008 14:24:22 Fipl Purchase h--__|ApprDve || Reiect ] [viewModiny|
PRFeb/07-08/0M7-08/00031  12-02-2008 14:43:35 Fipl Purchase  [ABl Step3

PRIFeb/07-08/M07-08/00032  12-02-2008 14:51:43 Fipl Purchase [viswmtodiny]
PRIFe/07-08/0V07-08/00033  12-02-2008 15:02:03 Fipl Purchase  [approve || Reject | [viewmodin]

Figure 17.1

17.5. To Approve Purchase Request follow these steps,
Stepl: 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.

Purchase Requisition Details

Purchase Requisition Code . FF’F'-‘fF eb/07-08/00032 00032 ]

Purchase Requisition Details

T e e

Step 3a
1.5 mm L plates WC 57.00 12-02-2008 5464 P

Mos

uminium ROD |

Aluminium ROD Length [5 | [12__|[February =][2008 | Et e A5 ’t" ]
ep

T "
Step 3e Back

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
Stepl: 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.

Purchase Request

From Date’ 01-09-2014 \EEL/TD Date’ 24-09-2014

Request Period” Dental College & Hospital, E‘ . Step 2

1 (DR [MOSER BEAR)

xi:fi’,&mpuur Cleaning Brush 0.0000 2.00 \\S_"'E’i/

] 3 DVDR Moserbaer PRO To back up the OPG 20.0000 25.00
4 Vacuumcleaner Stgp 3 0.0000 1.00
Stock Transfer Request I
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.
Purchase Initiation from Request
From Date’ 01-07-2014 \\S_tEI//Tn Date* 24-09-2014

Request Period” Oct 14 Stationery [05-09-2014 - 10-09-2014 ] ‘EE/

nu Product Name Quantity To Purchase Diwvision Couwnt

¥l 1 AdSize Paper THPL 80 GSM

2.00
Step 3
Royal Executive Bond Paper A4 Size 100 Sheets-85 GSM 2.00

-l -. ...I

[[] 3 Stapler Pin 10D Size

Step 4

o

Figure 19.1

19.5. To Purchase Initiation from Request follow these steps,
Stepl: 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

Stepl: 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.

Send Quotation To Suppliers

Quotation Ref No Quotation Date Aoupt;:::t'y Type Divdsions Remarks
1Sep/14-15%p/14-15 Multiple
/00643 24-Sep-2014 Administrator Oct 14 Stationery SO Office 2
1Sep/14-15ep/ 1415 Multiple
y 7 23Sep-2014 Adminkstrator Sept - 2014 ADMINISTRATION &
(Sep/14-1 R

4 Soplia-ss 125ep-u_ Stcp l Service MAINTENANCE e
100643 Requests
ISep/ 4-150p{ 115 125ep-2014  Stores Chemicals for Sep 14 CENTRAL CHEMICAL STORES s
100642 Requests
Sep/14-15ep/ 1415 Multiple
p 12-5ep-2014 Stores Oct 14 AJc Spares MAINTENANCE Re &
1Sep/14-150p/ 1415 Multiple
100639 12-5ep-2014 Stores Eloctricals Motor Urgent MAINTENANCE N
ISep/14-15%p /1415 Muttiple
/00 09-Sep-2014 Sampath.S Assets for Pharmacology Pharmacology Re i
Sep/14-1%p/ 1415 Mottiple
100634 09-Sep-2014 Prema.V Oct 14 Eloc Items PURCHASE ; =

Figure 20.1
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Send Quotation To Suppliers

Select Suppler .
Quotation Ref No 1415/00640p/ 1415/ 00647 WS A Team w:“\ / [eigeteancein
Sieiation Dute &h509-2014 WS Anchrom Enterprises () P.Ltd.
Opening Authority  Administrator WIS Annam Enterprizes
prcisis oy Suvied. ¢ ewt. 20 Subject Guotation Ref No. TR/Sep/14-1500647 1647
Division(s) Requested  ADMINISTRATION
Mossage Multiple Reguests

Step 2

Step 5 Send Mad | | Retresh | |Back

|
] |

Already sent to supplier None

1 v

5.00 Nos View

Step 4
2 v A!\Mm Systems 15.00 Nos View
3 v Sony OV (Cam) 10.00 Nos View

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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Supplier Contract Entry

Supplier Mame ‘ Alamelu Pipe Traders < Step 1 /zl.
T T
[71 | Connaction Tube 1/2 195,00 oo | AddTax (1)
-MEFE.%E Kg - Finolex 102.00 2 ool [IRASEIR=L0]
["] | PVC Pipe 6 Kg - Finolex £0.00 opp | AddTax (0)

M View| |Refresh

Figure 21.1

21.5 To make Supplier Contract Entry follow steps below
Stepl: 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

Stepl: 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.

Quotation hef Mo
15007 14-15/00648 5/00648
1589/ 14-15/00848 §/00647
1509/ 14-15/00648 5/00643
1560/ 14-15/00643 5/00042
1500/ 14-15/00843 5/00640
'Sep/ 14-15/00648 /00839
1580/ 14-15/00648 §/008 36

1509/ 14-15/00648 500634

Quotation Date
245092014
13592014
12592014
125002014
12:509-2014
125092014
095002014

09502014

Quotation Received Details

Opeaing authority Type Divishons
Administrator 0ct 14 Stationery 50 Office
Agministrator S48 - 2014 ADMINSTRATION
*aevic NANTENANCE
Stcp 1 for 54 14 CENTRAL CHEMCAL STORES
\—mzc Spares MANTENANCE
Bectricals Motor Urgent MANTENANCE
Sampath.$ Assas for Pharmacology narmacdcgy
premav Oct 14 Bec items PURCHASE
Figure 22.1
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‘Cactaiegn Bedeived Date 25052074 \‘S-lt_er;z—‘/ Quotation Detail
gl METE BUS A Taem oot Stcp 3 St ntion bl M RRLRE T PR
S b v Erreres Stﬂp 4 Gestarizn bae I3-ap2tia
.. - Burctate bey Period et - 2014
Hvighonty) Regatited ACHAMTTRATION
Terms & Concditnons
EpTarhT it ple Bapguiin
Enbered undefined of 1000 Char ML
Suppliers Guoted
Dot - B
Bty
L — 500 M e Sl . H wE : E =] 2
Step 5 Step 6 Step7 ] P
. 1500 mr.\_____/ 7 H‘_‘________’_,ﬂ‘a or 4o TR B
$paterd
Extra
Sony o ’ . . - b AL =
o o 00 hos =] : - K B =]
—
Totasl 051500 1HTL.55 S50 kL] 000 0.0 k]
| ————

Step$s o on %

\—-.____’/ Grand Toaal L0485 00
Step 9 Save| [Fatust | [Back
\___c_P__./_] (Ratean | (o ]

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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| Quctabon Racaed 0ot
Quotation Recelved Date 25052014 ,iczf/ Quetation Detaits
Wpoher rame WS A Team Compurarn Stcp3 Quotation Bef Mo TRIGD) 14 18/00847 gar
Soher Bet wo 3543 Stcp 4 SO . Do
e o) o Surcrase 3eq Perios ept - 3014
Otvinonit) heQuested ADMNSTRATION
Terms & Conditions
Remarks Mutiche Requeits
Ertered undefined of 1000 Char acters -
suppliers Quoted
Oomcoont
o
I v - e > - - o ¢ ¥ - -
Y Qenar ator §.00- 38 Y. 00 . . N3 LESS B < o
\Tth
‘ =y (1)
‘.7’1 ov 1000 Not 1300 00 o AR P
Kamy
Total 052500 "wrise NIV 93N X} 000 5.0
[
Stcp 8 Rownd o 0.50
‘\_/ Grand Total 18350 00
Step9 ) ] o)
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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Quotation id Approval Detads

. % Yupplier Narme o Round off l Aot Guoted
O A0 WIS Kavia Sclentific Prodects 2.0 0.00 177940.00
Step 3 it uments o 000 230,00
-\—‘Kn:j- Appeoved Devails

Extered uncefined of 1000 chavacters.

\_/
w Step5 jfiewow) (Aene) [Ea]
V

No  Produst Name im Unat Sepelrer Urder Oty Ratw / Unat
: 7 S Kavin Scientific Products ( Onty 100 300000
1 Baance (Mether) “mm Buagetory (stimate )
Total Untered Quy
’MMMM(M 100 17500000
Budgetory [stimate |
2 Fermeetor (MM J_Q'_
Toemp slectrode)
M3 Cryseal instruments ( )
Total Entered Gty
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

Thems & Condiines Iwhﬂb

}-www Rog/ 13- 14700047

| Queotation Dute

I:m‘-zm

 Opening Authority

[um-

[bﬂh

[wm
Ot it e I
200 : - 2
0.00 - @ ?

) [

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

24.A.3. Menu Access

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

24.A.4. Dependency

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

Stepl: 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.

Quotation Purchase Order Generation

Quotation Ref Mo g:m:n Stf;p 1 me Quotation Description

TRIFe07-08M00016 D1-Feb-2003 BWGI { India ) Private Limited
TRIFe07-08M0001 7 01-Feb-2008& Bestmach Engineers
Figure 24.A.1
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Quotation Purchase Order Generation
¥ Step 2
* Mandatory
Purchase Order RefNo : PURFeRI7-08a0/07 0800624 | Tender Details
Purchase Order Date (13 J[Fevruary  +]f2008 | Tender RefNo TRFeb/07-08/00016
Supplier Name BVQI (India ) Private Limited _ TenderQuotation SR
College, Received Date 2006
Deivery Address : Stcp 3 rms & Conditions
Tender Venue
Advance 50% before delivery Remarks of Tender
Opening Authonty
Payment Terms

h—m&c_pj//

Purchase Terms

Purchase Order Note

e Step 5
Copy To J/

A g 3 !
Product Name Ratefunit Tax %% Total Cost Daagling Date
4 X

Reciprocating pump tset rig (closed cirdeuit) 4000 Nos 4000.0 40 00 153600000 25 |[Febn: i 6 ~)
switches 999 300 Nos 5000.0 00 14250000 P [Febrin, cu

\Stip_?//mnmn Order |[ Refresh |[ Back \SICE,S//

Figure 24.A.2

24 B. Direct Purchase Order Generation

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,
Stepl: 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.

Purchase Requisition Approwval List

Direct Purchase

Purchase Requisition Code Purchase Requisition Date Requesting Division
PRJFebi07-08/00027 nng Accounts
Step 1
Febm7-0gnRFef07-08/00034 \_______,dﬁ Administration
Febil7-08/F ab/07-08/00035 12-Feb-2008 Bioinformatics
Figure 23.B.1

Firstline Infotech Pvt. Ltd., (Confidential) Page 43 of 84


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

Purchase Module — User Manual

| S 00202000 DirectPurchase |
\St_c_p-z/ Purchase Requison Detais |

Porchase Requisiion Desx 11-Fed-2008 Purcthase Requison Code PR e07-08500027
Purchate OvdecRefNo  [FLUAF st 0B07. 01

Purchase Order Date 03 J[reerowry  >jpoos |

Suppler Nama | ki Step 3
Accounts \—/
Delvery Address Step 4

Payment Terms \w Purchase Terms
Purchase Order Note \ &c_p_6/c«~ro

Quarany 1 -
Product Name Pricaung “ Tux Detaits B s Specicadbon
Drbthss \
]  AdTe(D) | T ||

rwn\ic_’b 7500 [T 3500 pNos | 2l

" StepQ jGenersie order | Retesn ][ Back ]

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,
Stepl: 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.
Stepl0: Click “Save” button to complete the Goods Receipt Note.

Goods Received Note
Purchase Order List

Fi » = T y B
rom Date’ 10-09-2014 Step 1 o Date’ 26.09-2014
Product Name S Supplier Name E]
(Go] [Retresh]
[ swebee | PurchaseOnterCode |PurchaseOrdorOate]  ContactPerson | Mode of Purchase
Sampath.S-Purchase
M/ 1 N} /14-1% 2201
s Southern India Aquaculture PUR/Sep./Sep tcp 2014 Manager(PUR ) Tender Purchase
M/ Stcp 37 lution India Pvt Ltd 'M/SGDJSQDIM-SSMOM Prema.V-Telephone Tender Purchase
e Operator{PURCHASE)
Sampath.S-Purchase
M/s Vectr. oy g 11415/ 7 12- -2014 T
s Vectra Systems Solutions Pvt. Ltd PUR/Sep/Sep/14-15/00587 12-Sep-20 r(PURCHASE) ender Purchase
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

e -

Goods Issue Ref No

Goods Issue Date® 01-10-2014

Requesting Office’ INSTITUTE OF SCIENCENCE TECHNOLOGY AND ch_l_»d
Requesting Division’ BCAMSCIT \H.S_tf_z../ E
Remarks

I T T I T

Stapler 10D Size 13.0000 MNos Step 4
Step3 —-—
=-——--“/ St ‘Save|
Figure 26.1

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

Purchase Journal Posting

Supplier Name Aaram Techserv PvtLtd Step 1
N~

testing . . ..
Product Qualicty Goodd . . . .

Naatoo |yt @@=0292029292 &pp

GRN Details

Invoice Date | Invoice No Invoice Amount | Delivery Order No | Grn Date Grn Code
! | 11-Dec-2013 | ATS/SI/137041 8988.80 | 137041 16-Dec-2013 |.S-GRN/DecDec/13-14/00442
Stepd —
-Swp3 ) R
e
Calculate TDS |
StepS (0K [Refresh]
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Figure 27.1

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

PURCHASE JOURNAL VOUCHER

Particulars Debit (in Rupees) Credit (in Rupees)

Aaram Techserv Pvt.Ltd 8988.80

Exp - R&M (AMC-Indirect) 8988.80

Total: 8988.80 8988.80

Quality Good

Marration:

Back  Step7

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

Consumable Spent

Office HName® INSTITUTE OF SCIENCE TECHNOLOGY AND ADVAMCE

Division Mame* ADMINISTRATIOMN EI

Spent Date’ 06-10-2014 = \Stfl//
testing

Remarks iﬁf-z//

Current
tcp 3

] |20 [ros | | | (AdaTotm]

htem Details Stﬁp 4 Step 5
TELEVISION Mos =
Iron Chain 5 feet 15 Nos =

Step 6

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

Stepl:
Step2:
Step3:
Step4:
Step5:
Step6:
Step7:

Select the Division Name from the list.

Enter Remarks for the consumable spent.

Select the product from the product list.

Enter the Quantity of consumable spend.

Click “Add to List” button, will list the added product.
Click the Remove Option if required.

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

Stepl: 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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5tock Transfer Request

Requesting Office MNSTITUTE OF SCIE SCIENCE TECHNOLOGY AND ADVANCE®

Requesting Division ADMINISTRATION

Transfer Request Ref Ho R/Oct/14-15/00003-1500003

Transfer Request Date 02 October - | 2014 Step 1
[:| — __..-PJ

Request Receive Office Dental College & Hospital, E

Step 2
Request Receive Division | IT DEPARTMENT w

femarks _ Swp3
Forwarding Employee’ Administrator [System Admin] é@ 4_---'.“‘J

INSTITUTE TUTE OF SCIENCE TECHNOLOGY AND ADVANCED STUDIEOTTice - 5tock List S5tock List
D T S B T T
1 2.0000 1

DOR3 Ram - 4 GB Nos

2 mouse (Logitech) Optical Mos 3.0000 Step 5
— —

3 Switch 8 Port (D-Link) Hos 1.0000 1

4 i5 intel motherboard Hos 1.0000

_SP6 save)

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

' Transfer Request Approval

Transfer Reguisition List

et
e
SPS-STRIOCU14-15/00001  06-10-2014  ADMINISTRATION  ADMISSION  Administrator  Admints*  Gper; )
-STR/OCt/14-15/000020002 06-10-2014  ADMINISTRATION  ADMISSION  Administrator umsm?ﬁ(r; (Reiect | View .
Step 4
Figure30.1 7

Transfer Request Details

Transfer Request Code:-STR/0ct/14-15/00002

“ = P 0 ]

Admission letter 50.00 Nos
2 Brochure 60.00 Nos
Figure 30.2

30.5 To approve the Stock Transfer Request follow steps below
Stepl: 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 &331/

Stock Transfer Request Approval

Stock Transfer

Transferring Office Dental College & HospitaCollege & Hospital,
Transferring Division  |T DEPARTMENT
Transfer Ref No SVDCH-ST/Oct/14-15/00006 ;

Transfer Date 07  October || 2014 \‘S_'Ei__‘/
Transfer To Office NSTITUTE OF SCIENCEIENCE TECHNOLOGY AMD ADVANCED STUL \EE/
Transfer To Division ADMINISTRATION Step 3

e

checked all product 3|

Transfer Request Details

1 DDR3 Ram - 4 GB 1.00 Mos 2.0000 [

2 Mouse (Logitech) Optical 1.00 Mos \Eirﬁ__ﬂ/
Step 6 Save

Figure 31.1
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31.5 To Transfer the stock follow steps below
Stepl: 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

Ll Stock Transfer Acknowledge

- Step 1 Transfer List
Transfer Ref. o Transfer Date m Transfer Reqg. Ref. Code | Request Approved By -

Step 2
IT checkedall  3/0ct/14-15 /1415 Approve
SVDCH-ST/Oct/14-15/00006 07-10-2014 ADMMISTRATION
DEPARTMENT producs /00004 Reject @
Step 3
Figure 32.1
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Transfer Details

Step4
Transfer Ref. Code: ST/Oct/14-15t/14-15/00006

DDR3 Ram - 4 GB 1.00 MHos 2400.0000 2400.00
2 Mouse (Logitech) Optical 1.00 Nos 380.0000 380.00
Total (Rs.) 2.0 2780.0

Figure 32.2

32.5 To Acknowledge the Stock Transfer follow steps below
Stepl: 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. Asset Creation

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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ASSET CREATION

. Step2
Location® Admanistartor .
e e e =~ C [
1 1/2°° PVC Dummy cap PVC 14-10-2014 2000 1500  14-10-2014
=
o
2 SANDAL WOOD Sandal 14-10-2014 150 200 14-10-2014
=
T T Ty [ Py T
[#] i )| 1a-10-2014 [}

Step 3 Step 4 Step 5

~ Create Multiple Copies for same product Step 6

Purchase Total 2150.00 Current Total  1700.00

RStEP? _ASave | [ View ] [ Asset Abstract view | [ Reresh

Figure 33.1

33.5 To Create Asset, follow steps below

Stepl: 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.

Firstline Infotech Pvt. Ltd., (Confidential) Page 56 of 84



Purchase Module — User Manual

1V 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

Manual Close of Approved Purchase Requisition

From Date’ 08-03-2014 To Date’ 07-10-2014
Stcp =z | Generate |

R i Purchase Requisition Code Lequest Division

Enter reason for cancelling t‘m
purchass Requisitcion

Step 1

ey i DEPARTMENT OF HOTEL AMD .
09-Sep-2014 MHSSep/14-15/01201 CATERING GEMENT Stcpq_ Manual Close
Entered &1 of 1000 dlaran;ters'.\_____,/ S‘[t:p 5
08-Sep-2014 PR/Sep/14-15/01141 MAINTENANCI Manual Close
-z
08-Sep-2014 PR/Sep/14-15/01137 S0 Office Manual Close
Figure 34.1
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34.5. To cancel the purchase requisition, follow these steps,

Stepl: 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.

I Purchase Requisition

Purchase Requisition Code : PR/Sep/14-15/01137
Purchase Requisition Date : 08-Sep-2014
Requesting Division : S0 Office

Purchase Requisition Details

Sl Ho Product ! Service Lead Time in Days | Expected Receiving Date Specification

1 |Room Spray 1.00| HNos  |0.00 1 09-Sap-2014

50 Office

Delivery Address

Approved.

Remarks

Close

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

Manual Close of Quotation

From Date® 17-09-2014 ToDate' 07-10-2014 E\Sicf_]/

Stf:p o Generate | M}

Quotation Quotation Reference o
Date
L4 k4

Quotation
17-50p-2014 TRISep/14-15/00646  Administrator T Etcfj_/ [ Manual Close |
Step 5
23.5ep-2014  -TR/Sep/14-15/00647  Administrator et
nitiation -
24-Sep-2014 TR/Sep/14-15/00648  Administrator ik [Manual Close |
Initiation
Figure 35.1

35.5. To cancel the quotation, follow these steps,

Stepl: 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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Quotation Details E

Quotation Ref No TR/ Sep/14-15/00647 Quotation Opening Date and Time 23-Sep-2014 [ 05:23 PM
Quotation Date 23-5ep-2014 Quotation Closing Date and Time 23-Sep-2014 / 05:23 PM
Opening Authority Administrator Quotation Venue
Quotation Status Quotation Initiation Quotation Remarks Multiple Requests
Sl. No Product Name Quantity Unit

1 15KVA Generator 5.00 Mos

2 Attendance Monitoring Systems. 15.00 Mos

3 Sony DV (Cam) 10.00 Mos

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
Stepl: 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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_ Stcp 1 Purchase Order Cancellation

Purchase Purchase Order
S S i m

13/00026:/5ep  M/s Venkateswara  Pallavaram Tender
135692002 612.13/00026  Electricals Chennai 100% against delivery o rchase
7 13/00026/5ep  M/S Morning Star Tender
21-Sep-2012 1012-13700033 : Pallavaram Chennai 100% against detivery Purch
PV Vaithyalingam
26-Sep-2012 b < g /s Natural Office  Road, Velan Nagar, We require materials :?:'zsi;;:::: - Tender
/o._w Pallavaram Chennai immediately today itself. e mo‘:"* Purchase
600117 g g
Payment : 100% Cash
13700026/0ct . Tender
01-0ct-2012 /012-13/00045 M/s Freezeparts Pallavaram Chennai :tx::vmodiv«y Purch
A 13/000267/0ct  Mr. Purchase Tender
502012 515.13/00082  (PETTY CASH) PN — Purchase
Figure 36.1
Purchase Order Ref. No. Feb/012-13/00225 -13/00225
Purchase order Date 04-Feb-2013
Supplier Name M/s Menaka Electricals
Delivery Address Velan Nagar,P.V. Vaithiyalingam Road,Pallavaram Chennai 600 117
Payment Terms 50% advance and balance against completion of work
Purchase Terms
Purchase Order Note
Copy To
Ordered Received Already Canceled Cancel Tax Discount /
Quantity Quantity Quantity Quantity (%) Unit Unit
Transformer
Testing 2.00 0 2.00 0.00 10000.00 12.36 0.00
(Canceled)
“urchase Order Canceled Successfully
Step3  ,Cancel Purchase Order | | Back
- 2= 4

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

Goods Receipt Note (GRN) Cancellation

From Date® 22-09-2014 To Date® 07-10-2014 \Si?ii/

Ganamle Fiafresh

-

_ Step2
l;au Code

26-Sep-2014 -GRN/Sep/* 7584 M/S A Team Computers Data Entry Step 4 Cancel]
step 3
/ fi
01-Oct-2014 -GRN/Oct/14-15700567 ;*U:I}E::"k“’r St Data Entry
Figure 43.1

37.5 To cancel the GRN, follow these steps,
Stepl: 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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Goods Receipt Note (GRN) Details E

GRN Code GRN/Oct/14-15/00587 W587 Invoice No 23445

GRN Date 01-0ct-2014 Invoice Date 01-0ct-2014

Supplier Name M/S Shanker Scientific Supplies Purchase Order Code GRN/Oct/14-15/00587 0565
GRN Status Data Entry Purchase Order Date 04-Sep-2014

GRN R " GRN Remarks - From Administration. . Gate Pass Ref 2345

Goods Receipt Note (GRN) - Prodact List

Deduction Addition

I Product Quantity Discount Discount Gross Tax Tax Extra Total
o Name Received Unk: PricafUnkk. 'Value (%)/Unit  Amount Gross b‘:f;re be:;m Taxable (%)/Unit Amount Charges Amour
Electronic
Weighing 1.00 Nos  4,200.00 4,200.00 0.00 0.00 4,200.00 0.00 0.00 4,200.00 5.00 210.00 0.00 4,410,
Balance

Total 4,200.00 0.00 4,200.00 0.00 0.00 4,200.00 210.00 0.00 4,410.(
Grand Total 4,410.(

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,

Stepl: 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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ToDate’ 08102014 Step 1

Step 2
Cp ﬁom Divisions l’o Divisions
Goods Issue Code

From Date® 12-09-2014 =]

12- 529 -2014 Gl/Sep/‘|4 15/00910
12-Sep-2014 GI/Sep/14-15/00911
12-Sep-2014 GI/S

Step 3
12-Sep-2014 -GIIM

'Generate ] [Refresh|

STORES ([Gancel

s DEPARTMENT OF HOTEL AND o

R~ CATERING MANAGEMENT (Cancel|

STORES STORES (Cancel|

DEPARTMENT OF HO™ —

STORS CATERING MaNAG.  Step4  2ncel
Figure 38.1

Goods Issue Details View

Goods Issue Code GI/Sep/14-15/00910
Issuing Division STORES
Remarks

Goods Issue Date
Receiving Division

12-Sep-2014
PURCHASE

Goods Issue Product List

SL. No Product Name Quantity Issued Unit Net Amount

1 Angle Cock - Waterman 10.00 Nos 3,100.00
2 Flush tank set 2.00 Nos 2,500.00
3 Long Body Big Cock - Waterman 15.00 Nos 6,150.00
4 Wash basin tap 10.00 Nos 3,540.00
5 Waste Hose 1 1/4°° 44.00 Nos 1,320.00
6 Water Tap Stem 56.00 Nos 3,075.00
7 A%:3€ CP CONNECTION HOSE 56.00 Nos 3,640.00

Grand total: 23,325.00

GRN Code GRN/Sep/14-15/0058200582, GRN/Sep/14-15/00582)0328,
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

! Purchase Request Report

From Date* 01-08-2014 ToDate® 08-10-2014 irc-pl/

Product Name B

Step2  [Generate [Refresh
N
e ees Teme T =

=] g 5]

29-Sep-2014  PR/Sep/14-15/01288 ADMINISTRATION gas cytinder Final Approval

24-Sep-2014 PR/Sep/14-15/0128' ipj’/ ADMINISTRATION Batteries Data Entry

17-Sep-2014 PR/Sep/14-15/01286 ADMINISTRATION Sept - 2014 Final Approval
Figure 39.1
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39.5. To view the Purchase Request Report follow these steps,
Stepl: 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

Purchase Requisition

Purchase Requisition Code 2R/Sepf14-15/01283
Purchase Requisition Date 29-Sep-2014
Originating User Administrator
Reguesting Division ADMINISTRATION

Purchase Requisition Details

Quantity Expected

Product Name/! Service Receiving Specification
o s e e B
1 Gas Cylinder 19 kg 5.00 5.00 Mos 5.00 0 0.00 1 30-Sep-2014
G linders M
1 asq,‘lm ers Hew 10.00 10.00 Mos 10.00 0 0.00 1 30-Sep-2014
(Depaosit)
3 Nitrogen Cylinder 6.00 6.00 Mos 6.00 0 0.00 1 30-5ep-2014
Origin
Chennai
Delivery Address
Purchase Requisition Approval -
checked and wverified only 3 products
Remarks from Gas Cylinders
ViewHistory|  [Print]  [Close |
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,
Stepl: 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
From Date’ 11-09-2014 ToDate" 12-09-2014 &_l/
Product Name
= e [ ]
v
12-Sep-2014  ‘Sep714-15/0/14-15/01285 MAINTENANCE Service Data Entry
12-Sep-2014  Sep/14-15/¢ PURCHASE urgent Assets for city of  Interim Approval
Step3 )
11-Sep-2014 Sep/N-lSIlp\/.]?fST 3 o bbb ot Computer Access urg Interim Approval

CATERING MANAGEMENT

Figure 40.1
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Purchase Requisition

Porchase Reguisition Code Sen/ 141501 Z14-1501 285
Parchase Requirition Cate 12-Sep2014

Grignanng Lusr Mr. Ragaseicar M

FRapoatieg Divigion MANTENANCE

Purchass Requisition Detals

Chantity -
apbcted
Receivang Dabe

Prodisct Name! Senvioe

Requevied | Approved | Unit | Proceised Received  Unit

1]
Diays

BD PLANT SECTION MOTOR -180 HOT WORKING
1 Water Motor 1 by Services 100 100 Hos 0.00 0 oot 1}-5ep-TH4 (WENDING and BEARING PRAELEM). WE NLED SEMD
SERVICE ancd RIPAIR. URGERT

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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Purchase Request Consolidate Repornt

v Display Division wize Request Quantity

Step 1

X S

Purchase Requisition List

INSTITUTTITUTE OF SCENCE
Sept - 2014 PR/Sep/14-15/01286 286 17052014 TECHNOLOGY AND ADMINISTRATION  Adeninistrator
ADVANCED STUDIES

ok Approved - Accept the
Request

INSTITUTIITUTE OF SCENCE
Batteries PR/Sep/14-15/01286 1287 24052014 TECHNOLOGY AND ADMINISTRATION Administrator ok checked the productss
ADVANCED STUDSES |

Purchase Requisition
Approval - checked and
verified only 3 products from
Gaz Cyinders

INSTITUTIITUTE OF SCQENCE
v gas cylinder  PR/Sep/14-15/01286 11288 25052014  TECHNOLOGY AND ADMINISTRATION  Adaministrator
ADVANCED STUDIES

Step 3

- Conocl-dathrﬂ Stcp 4

Figure 41.1

41.5 To view the Purchase Request Consolidate Report follow step below
Stepl: 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

INSTITUTE OF SCIENCE TECHNOLOGY AND ADVANCED STUDIES

Purchase Requisition Consolidated Report

Code : for the Month of : November 2014
S.Ho. | Product Name Stock in Hand | Quantity | Unit | Division wise details
Computer Accessories
1 | Mouse 10.00 | 0.00 | N|:I5|
Gas Cylinder
2 Gas Cylinder 19 kg il 0.00 Nos
3 Gas cylinders New (Deposit) Mil 0.00 Nos
4 Nitrogen Cylinder Mil 0.00 Nos
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
Stepl: 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

Quotation Report

From Date® 17.08-2014 To Date® (9-10-2014 \EE_P_I_/
17-5ep-2014 TR Sep/14-15/ 006464 Administrator Quotation Finalized
13-5ep-2014 TR/ Sep/14-15/ 00647 Administrator Quotation Initiation

Step 3 o
24-5ep-2014 TR/ Sep/14-15/ 00645 Administrator Quotation Initation
1%-5ep-2014 TRISep/14-15/00643 Administrator Purchase Order lssued

Figure 42.1
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Quotation Details E

Quotation Ref No -TR/5ep/14-15/ 00647 Quotation Opening Date and Time 23-5ep-2014 / 05:23 PM
Quotation Date 23-5ep-2014 Quotation Closing Date and Time  23-S5ep-2014 / 05:23 PM
Opening Authority Administrator Quotation Venue
Quotation Status Quotation Initiation Quotation Remarks Multiple Requests
Sl.Ho Product Name Quantity Unit

1 15KVA Generator 5.00 Mos

2 Attendance Monitoring Systems 15.00 Mos

3 Sony DV (Cam) 10.00 Mos

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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Quotation Ref Mo Quotation Date

Department

ADMIMNISTRATION

Comparative Statement

Guotation List

TR/ Apr TR Apr

10-Apr-2014

/14-15/00003

TR/Apr TR/Dec

ADMIMNISTRATION

ADMIMISTRATION

19-Dec-2013

f13-14/00015

Step 2
ST“‘_____..J'/

04-Feb-2014

/13-14/00028

TR/Apr TR/ Jan

ADMINISTRATION

27-Jan-2014

f13-14/00024

Figure 43.1

Venue

Dp;

Murugadoss K

Murugadoss K

Murugadoss K

Murugadoss K

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

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

Step 1
ning Authority Remarks of Authority

Multiple Requests

Multiple Requests

Multiple Requests

Multiple Requests

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

43.2
INSTITUTE OF SCIENCE TECHNOLOGY AND ADVANCED STUDIES
Department Of ADMINISTRATION

Comparative Statement for Quotation Ref SIVMH-TR/Feh/13-14/00028
5L No | Product Name | Quantity | Unit Supplier Name Rate/Unit | Discount(%0)/Unit | Tax{%0)/Unit | Extra Charges | Total Amount
M/'s MAHADEV ELECTRICAL AND ELECTRONICS 150 0.00 3.00 0 11023
L1 M/s KRISHNA ELECTRICALS AND HARDWARES 2.00 0.00 5.00 0 132.30
1 SPECIAL 14.00 | Nos | M/s PONRAM HARDWARES 10.00 0.00 3.00 0 147.00
CLAME M/s I D Hardwares 12.00 0.00 0 0 168.00
M/s IDHARDWARE 12.00 0.00 5.00 0 176.40
M/s MAHADEV ELECTRICAL AND ELECTRONICS 16.00 0.00 3.00 0 23320
M/s KRISHNA ELECTRICALS AND HARDWARES 17.00 0.00 3.00 0 24990
2 ;Ll;ogw 14.00 | Nos | M/s PONRAM HARDWARES 2000 0.00 5.00 0 204.00
M/s I D Hardwares 200 0.00 0 0 406.00
M/s IDHARDWARE 29.00 0.00 3.00 0 426.30

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

Purchase Order Report

From Date® 12-09-2014 To Date® 10-10-2014

Step 1
Step2 [Gensrte] (Rekeah) "/
e T S
[=] [+] [+]

o

19-Sep-2014 PUR/Sep/14-15/00590/R1 PURCHASE ORDER MUS-Alamehs Pipe Traders Issued 1,178.08 HTML
25-5ep-2014 r anag PURCHASE ORDER MIS-A Team Computers Goads Fecemed 90800 HTML
Step 3
12-5ep-2014 D\:.\____‘AJEB PURCHASE ORDER MJs-5.E Muthu Agenches Goods Recetved 27,089.60 HTML
125ep-2014 PUR/Sep/14-15/00567 WORK ORDER :_I:':'::“ Sytoms Soluthons [ Stjjt/
M 5-Hi i luti
125ep-2014 PUR/Sep/14-15/0058¢ PURCHASE ORDER B lssued B,612.46 HTML

India Pvt Lid

Total Purchase Amount (Excludes Cancellation) :  40,597.14

Figure 44.1
44.5. To view purchase order report, follow these steps

Stepl: 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.
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Purchase Order

Client Hame & Details M/s Vectra Systems Solutions Pvt. Ltd., Purchase Order Code  PUR/Sep/14-15/00587
Mr.Rajaram Jahaver Plaza 5Th Floor Mo 1-A Hungambakkam High Road Chennai

Contact Name Mr.Srinvasakamer Purchase Order Date  12-Sep-2014
{ 044-28250135/38/0146/9840299504/9550002%15 )

Purchase Order Details

(o s e

1 t::iz:”emr' 1.0 0.0 1.0 2500.00 2,500.00 0.00 0.00  2,500.00 12.36 309.00 0.00 2,809.00

Gross Total | 2,500.00 0.00 2,500.00 309.00 0.00 2,809.00

Grand Total  2,809.00 |

Purchase Terms six months warranty should be given from the date of receipt of material.
Payment Terms After successful completion of work along with invoice.
Delivery Address Velan Magar,P.V. Vaithiyalingam Road,Pallavaram

Chennai 600 117

Figure 44.2
PURCHASE ORDER
Supplier Details : P.0. No. : PUR/Sep/14-15/00590/R1
M/S Alzmelu Pipe Traders Date  : 29-Sep-2014 —]
Old No 43, New No 89, Linghi Cheety Street,Chennai ? 600 001 Invoice : INSTITUTE OF SCIHNCE CHN ¥ AND
Supplier Reference No. : 8888 To ADVARCED STUPIES |VISTAS
Quotation Received on : 19-Sep-2014 Debvery |
ContactPerson  :S.Ganasen PL N /(‘m
5l —V — \ 7 pne—  Tax Bxtra  Total P
P 0 nce
o Descreton _— @ﬁ unt fni i/ﬂn %] _/Unit [%) _Charges [Rs]
1 Gas Cyinder 19 kg s 5.00Nos 50.00 200 1350 0 278,08
2 Gas cyinders Nesw{Depasty 110.00H5s 30.00 0.00 0 0 300.00
3 Nitrogen Cfder™—  ~ “] 6.00Nos | —T00.00 0.00 0 0 600.00
{ N[ Gross Total 1,178.08
) J/\_“ Total Purchase Amount  1,178.08
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

Goods Receipt Note (GRN) Report

From Date’ 12.08-2014 To Date’ 10-10-2014 [ Stepl

Step 2 Generate

e T T

0M-Oct-2014 GRN/ Ot/ 14-15/ 00587 M/5 Shanker Scientific Supplies 0 Data Entry
12-5ep-2014 GRM/ Sep/14-15/00582 Mis ) D Hardwares 0 Data Entry
12-5ep-2014 GRM/5ep/14-15/00583 M5 Sathya Jyothi Printers 1] Data Entry
12-5ep-2014 GRM/Se M/S Sathya Jyothi Printers 0 Data Entry
Step 3
12-5ep-2014 GRNF!Seﬂ M/s 5.E Muthu Agencies 0 Data Entry
26-5ep-2004 GRMN/Sep/ 14-15/ 00586 M/5 A Team Computers 0 Data Entry
Figure 45.1

45.5. To view Goods Receipt Note, follow these steps
Stepl: 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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Goods Receipt Note (GRN) Details E
GRN Code -GRM/Oct/14-15/ 00587 Invoice Na 23445
GRHN Date 01-Oct-2014 Invoice Date 01-Oct-2014
Supplier Name M5 Shanker Scientific Supplies Purchase Order Code PUR/Sep/14-15/00565
GRN Status Data Entry Purchase Order Date 04-Sep-2014
GRN Remarks GRN Remarks - From Administration. . Gate Pass Ref 2345

Goods Receipt Note [GRMN) - Preduct List

Deduction Addition

Sl Product Quantity Unit Price/Unit  Val Discount Discount G bef befi Gross Tax Tax Extra Total
ni rice/Uni alue ross ore 'ore
No Name Received (%)/Unit  Amount tax tax Taxable (%)/Unit Amount Charges Amount
Electronic
1  Weighing 1.00 MNos 4,200.00 4,200.00 0.00 0.00  4,200.00 0.00 0.00  4,200.00 5.00  210.00 0.00 4,410.00
Balance
Total 4,200.00 0.00 4,200.00 0.00 0.00 4,200.00 210.00 0.00 4,410.00

Grand Total 4,410.00

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
Stepl: 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.

StepS: Click on “Generate” button, list of goods issues would appear.
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Goods Issue Report

From Date” 12-09-2014 \SEI/ To Date 10-10-2014
Report Typs'  Detsiled E \SiE_P_%/ Product Mame Al Products \\Stff_?:/
From Division STORES [*] To Dhvision PURCHASE [#]
Step 4 o {Generate | | Prnt| | Refresh|

T | W 5 S (| R NN
12-5ep-2014 Angle Cock - Waterman 3,100.00 STORES PURCHASE
2 12-5ep-2014 Fluzh tank set 2.00 Has 1,500.00 STORES PURCHASE
3 12-5ep-2014 Long Body Big Cock - Waterman 15.00 Haos 6,150.00 STORES PURCHASE
4 12-5ep-2014 Wash basin tap 10.00 Hos 3,540.00 STORES PURCHASE
5 12-5ep-2014 Waste Hoze 1 1/47° 44,00 Haos 1,320000 STORES PURCHASE
[ 12-5ep-2014 Water Tap Stem 56.00 Hos 3,075.00 STORES PURCHASE
12-5ep-2014 £v38E CP COMMECTION HOSE 3,640.00 STORES
_m-m_
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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. I .
From Date’ 01-10-2014 £ Step_l_d/f To Date* | 13-10-2014 =
Division Name ADMINISTRATION Step 2

Step 3 ! Generate | Iﬁgl'ruh]

Figure 47.1

Product Name Available Guantity Amount

Cpening o o . o Crpening o o Closing

Admission Printing Materials
E:::'::‘;i;pp““ﬁ”" 5000.0000 | 0.0000 | 0.0000 | 5000.0000 | 15,000.0000 0.0000 | 0.0000 | 15,000.0000
Entrance Prospectus 2000.0000 | 0.0000 | 0.0000 | 2000.0000 | 76,000.0000 0.0000 |  0.0000 | 76,000.0000
‘Flyers | 5000.0000 | 0.0000 ‘ 0.0000 ‘ 5000.0000 | 11,000.0000 | 0.0000 | 0.0000 | 11,000.0000
‘ Total | 12000.0000 | 0.0000 ‘ 0.0000 ‘ 12000.0000 | 102,000.0000 | 0.0000 | 0.0000 | 102,000.0000

Annual Maintanance Contract

Z“h]baut“dm 2 3.0000 | 0.0000 |  0.0000 3.0000 | 21,477.6000 0.0000 | 0.0000 | 21,477.6000
opier
Total 3.0000 | 0.0000 | 0.0000 3.0000 | 21,477.6000 0.0000 | 0.0000 | 21,477.6000
Figure 47.2

47.5. To view stock report follows these steps,
Stepl: 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.
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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

Stock Movement Report
From Date®  10-05-2014 @ To Dats®  13-10-2014 E”/
From Dhision [+] To Dhvision [*]
Step 2
e [Generote] Refresh
Step 3 Report
i ADMINISTRATION STORES 410,55
z STORES ADMINISTRATION 1,01, 500.00
\\S-ti’/ DEPARTMENT OF HOTEL AND CATERING
k] STORES MANAGEMENT 1,45,326.60
4 STORES MAINTEMANCE 12,755.75
5 STORES MAHAGEMENT STUDES 3,57,812.50
[ STORES PURCHASE 13,325.00
T STORES Pharmac ology 31,000.00
B STORES STORES 30,500.00
S BT
Figure 48.1
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Stock Transfer Repont

- From Date” 13-09-2014 Eﬁ\‘?tﬂp 1 ‘/l Ta Date” 13-10-2014 (=i
nl Recebing Office || A1l Ofice [¥] | Receiving Division | i Division [+
( Step 2 ) | Generate | | Refiesh

Step 3

Total
) = At (3.} st
S Division
In

ST/ Sep/ 14-15 | INSTITUTE OF SCIEHCE THCE TECHHOLOGY AND
Transit

& =201
ESep-2014 [ e ADMANCED STUDIES
Total Amount (Rs.) | 409.5000 --

‘AL‘HIN'STHATION STORES |Jhﬁﬂ ‘ 40,50

| Step 4

Figure 48.2

48.5 To View Stock Movement report follow steps below

Stepl: 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
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Stock Transfer Report

- - Step 1 i
From Date 13-00-2014 @.\_ _/ To Date 13-10-2014

Recebing Office || a1l OSice lEl Recehing Dhision | A Division E

Step 2 Generate | | Refresh

o = Step3d ——

Totall
) - F— S
T i Dl aiad
STiSepi14-15 |msmlm OF SCIENCE THCE TECHNOLOGY AND

16 =204

1 |[1esep2014 [° 8 i o s ‘ADMINETIW‘ION STORES | jhevhi | 409.50 num
step 4

[
Total Amount (Rs.) | 409.5000 --

Transit

Figure 49.1

Stock Transler Repon

From Date® 13-05-2014 To Date” 13-10-2014

Recehing Office | &Il Offics [#] [Recebing Division | A Divisicn [+]
[Generate | [ Fiekresh|

I e e o e
Hnm—m
l ) PO iﬂm or Tsl:]:::smma TECHNOLOGY AND ‘ J, | — |jw | A=

ﬂipgs. Long Size Ruled Hote

40950

nsn] ]

Tnut|

Total Amount (Rs.)

Figure 49.2

49.5 To view Stock Transfer report, follow steps below

Stepl: 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

Purchase Journal Report

Step 1

| ke = \___/ To Date® 13-10-2014
= =
| 03-5ep-2014 | Jralf2014-15/5EP/ 0016 | Being purchase of laptop vide imeice no 364 dt 21.6.14 2,39,400.00

043ep2014 [ Jenli2014-15/5ER/0033 | BOE Purchase of computer accessories vide imoice
no 454 dt 1.9.14

1,300.00

being purchase of laptop for MBA dept vide immlce no

Lo L InUZOV-ASISERIO08 | eprramt de 22.8.14

9,57,600.00

Being supply of computer printer toner catridge
refilling vide imwoice no 472 dt 6.5.14

1-1-1-B
T

11-5ep-2014 Jrnl2014-15/5EP/ 1114 3,900.00

Total Amaunt : | 12,02,200.00 |

Figure 50.1

50.5. To view Purchase Journal Report, follow these steps
Stepl: 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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In the book of: INSTITUTE OF SCIENCE TECHNOLOGY AND ADVANCED STUDIES

Voucher Type: Journal Voucher No.: Jml/2014-15/SEP/0033 _Z Date: 04-09-2014 Thursday
S s e ——
1 By Exp-R& M (Printer) 1,300.00

Cost centre allocations

W PRMARY COST K ROOLCOMPUTING

® CATEOORY sopee —
2 To TOS-Other Contractors 13-14 26.00
3  To Grs - Magiba Enterprises 1,274.00

T
. Step3
gy New Ref invoice 50 434 CL 1514 127400Cr . .

Party Name: Exp - R & M (Printer)
Narration: Being purchase of computer accessories vide invoice no 454 dt 1.9.14

Transaction Id : 759382 Author : Lalitha Poornima,S { Accounts Assistant ] |m| MI lPﬂﬂI Imml lwl

Figure 50.2

Journal Posting Date  :  05-Sep-2014

Supplier Name : Vectra Systems Solutions Pvt. Ltd_, p—
Amount : 9,57,600.00 & Step 1 >
Narration :  being purchase of laptop for MBA dept vide invoice no CM/371 dt 22.8.14
GRN Code GRN Date Invoice No Invoice Date Amount |
GRN/Aug/N/Aug/14-15/00534 23-Aug-2014 n 22-Aug-2014 9,57,600.00
Total Amount 9,57,600.00

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

Asset Register Report

* Mandatony
From Date o8 |[march ~|[z00a  |EEMemthAnTRGT To Date o8 |[march v|[zo0a  |iEEMethATRROS
genera!e EE res
[ mewew [ e
opermg s | oo | cosngson | opemmgvomnee | ook | Gosnasaine |
Administration 59 ] 5@ 330000.00 0.00 330000.00
Laptop 3 ] 3 75000.00 0.00 75000.00
BOOK - LIBRARY a0 ] a0 75000.00 0.00 75000.00
Chemistry Lab Equipments B ] B 180000.00 0.00 180000.00
Laptop systern B ] 6 180000.00 0.00 180000.00
Civil 3 ] 2 22261.02 0.00 22261.02
Figure 51.1

51.5. To view asset register details follow these steps,
Stepl: 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 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

eVarsity

ERP for Education

Developed By:
Farstline Infotech Pvt Ltd, _

Nandanam Extn., Chennai-600 035.

Tel: + 91-44-24342709 Web: www firstlineservice.com

eVarsity
ERP for Education

Enter your User 1D and password to login

Date: 30/04/2013

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.

m | http//locathost S84, o, lnm(ef.._:' wns,mm,,&;:l"msm 0-ApE2013 142247 ',"&QE ﬂ
T e Over Al Bepont |
Fea Management
Attendance Enlry Cenlraized
Altendance Abstracs
Stugent Atlendance Beporn - Abstract
Acadenty Usage S1atstcs
Burchase Reques
Burchase Request Repod Al
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.
Firstline Infotech Pvt. Ltd., ( Confidential) Page 6 of 126
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— User Manager

Change Password

Date Configuration

Program Authorization

User Rights
Menu Rights Monitor

Section Authorization

Attendance Group Authorization

Change Password

Login Name: IFIPL I
Employee Name: lAdmInlstrator - |
Designation: |System Admin |

|

Login Creation Date: I30-O4-2009

Current Password [ Step 1

2 )l

New Password [ ::-"gtep 2 )

~ Step 3 \ )

Confirm New [

Password

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

v COLLEGE (AUTONOMOUS) m“mﬂw WApr2013 142812 FNEIT )

Figure 3.1
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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.

Administrator User Registration Office ‘ Module ‘ Menu ‘ StudentInfo ‘ Section ‘ Password ‘

Select Employee: |Administrator EI View Already Registered User Details

Code

Designation  System Admin
Divisionname ERP Admin
Fathername  dfgdfgf

Date of Birth  01-Jan- 1975

Gender Male

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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User VWise Module Assignment

7 Acaden Step 2
S

&l Accounts

<1 Administration

| Admission

|

| Examination Sil‘l-'E.'

e Hostel

| Leave Management

e Library

| Purchase

Figure 5.1

5.5. Follow steps below to assign module access,
Stepl: 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

Firstline Infotech Pvt. Ltd., ( Confidential)
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User Wise Menu Allotment

Module |Acaden1y o Step 2-_""“\.
{ ),

ER  Academy

= Master

Fl =y :
. ! Regulation Master

1 Academic Calendar

o B ._:F_‘;_ogram Master
Step 3

1
.-/-

—_'-'ﬁ-é_adem:.r Master

. e Step 4 -\;
=l Internal Test Component S Py

Sawve B N
1 Attendance Group Master

3 Transaction

4

o

1 [2) Student Section Allocation

Figure 6.1

6.5. Follow steps below to assign menu access,
Stepl: 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. Proaram access privilleae

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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S Stepd
Select Employee PAdministrator

Select Office I COLLEGE [AUTONOMOUS)

Save| View Refresh

— e

¥ B.A.-Economics Regulation 2001

¥ B.A-Economics Regulation 2002

[0 B.A.-Econcmics Regulation 2003

[] B.A-Economics ~——~—————-\\ Regulation 2004

[ B.A.-Economics Regulation 2005

[ B.A-Economics fegulation 2004
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. Section Authorization

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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User Wise Section Authorization

Select Employee Ramamurthy Step 1

=

Select Office | COLLEGE (AUTONOMOUS) \SEE//
Step 4 ave View Refresh
e
[0 12CIP-BBA - B.B.A-FRANCE Business administration Znd Semester-A
[ 12CIP-BBA - B.B.A-FRANCE Business administration 4th Semester-A
[+ 125 - B.Sc. Computer science 4th Semester-Shift | A
Step 3 B.A. Economics Znd Semester-A
N
[ 12EC - B.A. Economics 2nd Semester-B
[] 12EC - B.A. Economics Znd Semester-Shift | A
[ 12€C - B.A. Economics 2nd Semester-Shift | B

[ 12EL - B.A. English Znd Semester-A

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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I 11 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.

ACADEMIC CALENDER CONFIGURATION

Academic Year ‘2012—201 3 |7 ‘

Semester Type© ) Odd Semester © Even Semester

From Date’ ‘29-04-201 3 To Date” ‘29404—201 3

29042013 Monday 9 | |
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.

UNIVERSITY MASTER

University Name university of madras . Step 1

chennai ¢ Step2 D
Address

(Entered 7 of 200 characters)
Location Chennai Fax Number 7F7BOE
Fin Code BOVOSTE Email ID msunivi@gmail.com
Phone No. 087098 ______J_\He!;_:_f:ite www.msuniv.comy

[ Step4
_S_tep_?r_ Save View| Cancel
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.

Firstline Infotech Pvt. Ltd., ( Confidential)
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UNIVERSITY MASTER

University Name Madras University
Adampakkam
chennai - 20
Address
(Maximum of 200 characters)
Location 5t Thomas Mount Fax Number B8787TES
Pin Code 800020 Email ID msuniv@gmail.com
Phone No. %B‘ﬁ%ﬂﬁ—\ Website WWW,msuniv.com
Step 5
\_—4-/_ Modify | | Cancel
7 Steps
, . __F___,f
Figure 10.A.2
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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

REGULATION MASTER

University UNIVERSITY OF MADRAS (Seel )9

Regulation Regulation 2012] ( Step2
: = Step3 .

Regulation Year 16-07-2014 E P

| SIEP4 '--ﬁ_\} Save  View | Cancel

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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REGULATION MASTER

University v
Regulation’
. DDMonth/YYYY) *
Regulation Year | [Select One] El ( ;
Cancel

1 CIF Regulation Lille Catholic University

2 Regulation 2001 UNIWVERSITY OF MADRAS

3 Regulation 2009 UNIWVERSITY OF MADRAS 4

4 Regulation 2010 UNNWVERSITY OF MADRAS

= Mmmnl—time T30 IIKNR/ACOSITY il RAAMT A i

Figure 10.B.2

REGULATION MASTER

University UNIVERSITY OF MADRAS E
Regulation Regulation 2012
Regulation Year 01-01-2012
fy Cancel
Figure 10.B.3
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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.

GRADUATION TYPE MASTER

Enter Graduation Type : Ph.d

ave Cancel

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.
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GRADUATION TYPE MASTER

Enter Graduation Type - | |

1. M _Phil Mo

2 M _Phil. Part Time Yes |

3 PG - Full Time Mo

4. PG - Part Time Yes

5. UGS - Full Time Mo bl
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.
BRANCH MASa Step i
Branch Descﬁption' Mathematics -y
(  Step2 j‘)
Branch Short Name - Maths [

_———__ Save View  Cancel

( Swep3 ) stepd

Figure 10.D.1
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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.

BRANCH MASTER

Branch Description Computer Application MS

Branch Short Name CAMS

Modify | Cancel
e oserin "

Central Board Secondary Education CBSE

Commerce Commerce

Computer Application MS CA M5

Computer Applications CA y
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.
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PROGRAM PATTERN MASTER

Program Short — .
. MBA Step 1 Yy MC.A, B.5C.)
Mame S~ = - &
Program ey ™
§ Master of Business Application { Stepl ) orTechnology)

Description e -

- Step3 E ‘*~ Save View | |Caneall

- |\ Step 4 -___../_.

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

PROGRAM PATTERN MASTER

Program Short |

‘ (Eg:B.Tech.M.Tech., M.C.A B.Sc.)

Name
Program | | Eg: Bachel f Technol
Description (Eg : Bachelor of Technology)
Modify Cancel
Program Pam Program Pattern Description
1 B A Bachelor of Aris ‘
Bachelor of Business M
2 B.BA Administration ho
Bachelor of Business
2 BLE SRR BB Administration i
4 BCA Bachelor of Computer Application Mo -

Figure 11.A.2
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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

PROGRAM TYPE MASTER

: Step 1 )
Program BA et
= Advanced Zoology & Biotechnol e
Branch ogy oy . Step 2 ,I E
Graduation Type UG 4 Step 3 ‘ : -

. Save View Refresh
(  Stepd

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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PROGRAM TYPE MASTER
Program ' ‘ IEI

Branch’ ‘ EI

Graduation Type' | =]

1 B.A.

Economics UG - Full Time

2 BA English Literature UG - Full Time

3 B.A. French Literature UG - Full Time

4 B.A. History UG - Full Time

5 BA Sociology UG - Full Time

b6 B.A. Tamil Literature UG - Full Time
Figure 11.B.2

11.C. Proaram Master

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
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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

PROGRAM MASTER

University _§ti> _1_’
Regulation’ St p 2 S |
Program Category / S g;j"* , E
. v, P
Discipline E’ =
Graduation Type’ E_ Step4 D
Branch’ Step3 )
Program
Description ( "AA__Step 6__ :
Duration Pattern’  Step7
Program Code’ §t$8__ ;
- Cancel
 Step9 ( Step10
Figure 11.C.1

Firstline Infotech Pvt. Ltd., ( Confidential) Page 25 of 126



Academic Module — User Manual

PROGRAM MASTER

University |UNIVERSITY OF MADRAS IE'
[+]

Regulation |Regu|ation 2009

Program Category / Discipling B.A. :
Graduation Type UG - Full Time :

Branch |E|:onomi|:s E

Program Description” |Elache|or of Arts In Economics

Duration Pattern” Semester :
Total No.Of Semesters

Program Code |EC |

ey | oo’

Economics UG - Full Time Regulation 2009 UNIVERSITY OF MADRAS

2 EC B.A Economics UG -Full Time Regulation 2010  UNIVERSITY OF MADRAS

3 EC B.A Economics UG - Full Time Regulation 2011 UNIVERSITY OF MADRAS
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

Firstline Infotech Pvt. Ltd., ( Confidential) Page 26 of 126



Academic Module — User Manual

Institution Programs
Program Available in University Program Granted to Institution

B.A -Economics Regulation 2009
B.A -Economics Regulation 2010
B.A -Economics Regulation 2011
B.A -Economics Regulation 2012

B.A-English Literature Regulation 2009
B.A-English Literature Regulation 2010
B.A_-English Lite Regulation 2011
B.A -English Literafure Regulation 2012

B.A-French Literature Reqgulation 2009

B.A-French Literature Regulation 2010

B.A -French Literature Regulation 2011

B.A -French Literature Regulation 2012

B.A -History Regulation 2009

B.A-History Reqgulation 2010
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
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COURSE TYPE MASTER
: Step 1 Ea.,
Course Type Name & p)

Theory-External, Theory-Internal etc.,

Exam Type @ Internal Exlernal
Fly Slip Procedure Required ~ © Yes © N

@ Save View Cancel

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 12.4.2

COURSE TYPE MASTER

. Eg.,

Course Type Name |'I'r'letjr].-'—Ex‘ternEll, Theary-Internal etc., |
Exam Type @ |nternal ' External
Fly Slip Procedure Required @ Yes O No

Practical - External External

Practical - Internal Internal Mo

Theory - External External Yes

Theory - Internal Internal Mo

Vivavoce External Mo

Figure 12.A.2
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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

COURSE MASTER

Regulation’ < Stepl _

v,

Course S

Code e 21 _—-"".

Course
Description

Total Min. 1
Marks ' - —

Total —
MaxMarks L |

Course (_ Step5 O
" @ (Core Elective

T o
o= ( Step7 )

T | = | oo

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

COURSE MASTER

id

Regulalion*

Course Code ~

Course Descriplion* |
Total Min. Marks ]

Total Max Marks

Course Type’ @ Core O Elective

Physics for Maths Regulation 2011 UNIVERSITY OF MADRAS  Active

2 01 RURAL PACKAGE Regulation 2010  UNIVERSITY OF MADRAS  Active

3 0z URBAN PACKAGE Regulation 2010 UNIVERSITY OF MADRAS  Active
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
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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

COURSE MASTER DETAILS

Regulation Reguiation 2012 S;EP-I -:
Course TL 2060 -S2U G Il YR ADVANCE TAMIL Step2
T T T e T
| Theory - External [
Cren 2 _ Step4
[ Practicsl - External
| Practical - intermal
O Vheoce
Vivoce - Internal
Skill Based Project
: ____5-"-?1-"-5___. ' —

Swe | View Step 6 D,

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
¢) Click “Modify” button to update the Course Master Details as in Figure 12.C.3
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COURSE MASTER DETAILS

Regulation’ [Regulation 2011 =]

Course : ‘ |E|

Save Cancel

AZ 1503 INVERTEBRATA

AZ 1504 INVERTEBRATA - LAB. COURSE 40 100

AZ 1505 BASIC BIOTECHNOLOGY 40 100

AZ 2102 ANIMAL DIVERSITY 40 100

AZ 2103 ANIMAL DIVERSITY LAB COURSE 40 100

AZ 2301 CLINICAL TECHNOLOGY 40 100 -

Figure 12.C.2

COURSE MASTER DETAILS

RpgyL;ﬂgn' Schood Resgulation El

Course A0 - Aiadio Visual IE‘
N S T R R

[ Theary - External

[#| Theory - Internal 100 30 100 100

[ Practical - External i} o i 0

[«  Practical - Intemal 100 a0 100 104

O Wivawoce 1] 0 0 o

[ M5 Theorotical 0 ] o 0
7 Step7

) Modity | | Cancel

.

F_igure 12.C.3
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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

PROGRAM WISE COURSES

University’ [UNIVERSITY OF MADRAS _ Stepl »
\_&’_‘_’/

F Regulation 2011 e
Regulation l g \ Step 2 _,.' E
Program IB.C.A.-Computer Applications < -A\\\

Step3 )
The course(s) to be linked for the selected Program
Course Code IF . [
1 MA1810 COMPUTER APPLICATION | [2 ]
MA 2805 MEDIA GENRES AND TECHNIQUES | | | 3
P ~ (3
( Step4d ) Step S
1~ THAMIZH MEDIA GRAMMAR |
Ma 2807 MEWSRARE R PRANICTION | =1 _|= ol 4
< " »
~ Step6 f save | view | cancel |
\\ " Figure 12.D.1
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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
PROGRAM WISE COURSES
University UNIVERSITY OF MADRAS g
Regulaﬁon* Requlation 2012 E
Program B.Sc-Mathematics E

Availakle course(s) for the selected Program

A

1 FR 109 ADVANCED FRENCH -| [FESTIVAL 1} 3
1 LK 1084 HINDI - | [PROSE & FUMCTIONAL HINDI} 3
1 EL 1050 GEMERAL ENGLISH -1 3
1 MT 1503 AMALYTICAL GEOMETRY OF 2D, TRIG. B MATRICES 4
1 MT 1502 ALGEBRA AND CALCULUS -1 5
1 TL 1085 GEMERAL TAMIL -1 3
1 FO 4000 RFAINKFDS FOFWCH .1 AMTIALL 1 v
Back:

Figure 12.D.2

Firstline Infotech Pvt. Ltd., ( Confidential) Page 34 of 126



Academic Module — User Manual

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

Class Section Master

Class Section Name -S_tep 1

Step 2 Step 3, a
- Save Vi_e-w_ l-:iefresh

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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Class Section Master

Class Section Name | |

m Class Section Name Can Edit?
1 A Mo

2 B Yes

a Shift | A e T
( Step3.b #}

4 Shift | B —

—~ P
(_ Step3.d
Cvow | vpdate | rorroan |

Figure 12.E.2

12.F. Lab Group

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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Lab Group Master

Lab Group Name |

" Stepl )

e Cen Ba
( Step2 ) -.,,\__p e
T Tsave |View|  Refresh
Figure 12.F.1
Lab Group Master
Lab Group Name
[sno | enoroupmame | cancawr |
1. CSC Lab 1 Yes R
2 CcsC Lab 2 Yes Step3.b )
3. LAB A SR T e
4. LAB B Yes
5. LAB C Yes
.;-\:t Step 3. g——: )
New Updatea Refresh

Figure 12.F.2

12.G.Proaramwise Section

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

Firstline Infotech Pvt. Ltd., ( Confidential) Page 37 of 126



Academic Module — User Manual

Program Wise Sections

Program Kinder Garden-Kinder Garden - School Regulation Step 1 )
Standard Batch preKG = (i
v Step 2

(" Step3 ) v ‘ o
Sl A B C mn

‘ Section Legends: - Selected || - Not Selected [ - Cannot Modify

( ";_Step 4 |Assign  Refresh

_ 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.

Program Wise Sections
Program Metric-Metirculation - School Regulation EI

Standard Batch Metric 2nd Standard #|

A B C mn

Section Legends: - Selected - Not Selected [ - Cannot Modify

' Btep 6

1 . Modiy Sections  Refresh

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

TEST COMPOMNENT MASTER

Enter Test Component | Step 1

. Step 2 | Save Cancel

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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TEST COMPONENT MASTER

Enter Test Component [ I

m Test Component Can Edit?

Assessment by Faculty

2 Assignment or Class Seminar Yes
3. Attendance Yes
4 CA Class Test 1 Yes
5. CA Class Test 2 ¥es
(=8 CA Class Test 3 WS
T Field visit Internship etc Yes
8. Model Examination wes
_Stepd
Figure 13.A.2

13.b Coursewise Test Combnonent

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

Coursewise Test Component

-

) i I: g Stﬂpl -H"."|
Regulation e 7
Sr: 7osep2 ) T
. -

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.

Coursewise Test Component

Regulation” IRegulation 2011 EI
Course’ [coMPUTER ORGANIZATION AND ARCHITECTURE [+=]
Min. Marks:25
Max. Marks:50
H

_ CAClass Test 1 100
¢ Step3 ) r‘" Step 4
S = g =l CAClass Test 2 100 N =P

@] CAClass Test3 100 _

p Assignment or Class

e Seminar

[#] Assessment by Faculty |5 5

Ed Attendance |5 5

= Model Examination 100

¥l Fel”  Step S \ IZI ]

b
. _.J

Flgu.te 13. B 2
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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

Cancel Course-wise Test Component

Step 1 —
Course |GENERAL CHEMISTRY LAB FOR PHYSICS & MA.THS ~__ El
Altendance
CA Class Test 1 40 5
CA Class Test 2 40 5
gzﬂ?:an:ent or Class 5 s
Model Examination &0 10

Assessment by Faculty

Field Visit Interns hip etc

e _ R
': Save Cancellation

Figure 13.C.1
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14. Attendance Groun 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.

CENTRALIZED ATTENDANCE GRS

Groupane C sz )
— e
Stlf Name /" Step4d ¥

Figure 14.1
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CENTRALIZED ATTENDANCE GROUP MASTER

Subject Name | [+]

.:_/ Step l\w
D T e T

1 01 - RURAL PACKAGE 01-RURAL PACKAGE Thomas Amirtham
2 02-URBANPACKAGE 02-URBAN PACKAGE Abones Ra) S
3 = _U-_‘ - ACTURIAL STATISTICS 04-ACTURIAL STATISTICS Ruban Raja B
( /—ét ep 2-\“*? ORGANIC CHEMISTRY 2055-B10 ORGANIC CHEMISTRY Justin Adaikaia Baskar
\"- ~ e
= Figure 142

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

CENTRALIZED ATTENDANCE GROUP MASTER

Group Hame' Al Tourism
Subject Hame' TOCHM TO4-TOLRISM & MARKE TING MAMNAGEMENT |E|
Staff Mame ADMINISTRATOR o)
7 Modiy | |Refresh
m [ Step 4 )
Al Tourism TOCHMTO4-TOURISM B MARKETING MANAGEMENT ADVAINIS TRATOR
Figure 14.3
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I11. 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

s 1 Y —

x'; 1)7! ned ermesd Map Earter Sechon{™om pee LT

Secion Name * {1000 - B Com Commerce 0m Somester Sha | A Step 2

(Nobe Press any twd check Dox and shefl key 10 Select check Do in Detween )

n“mm- Stpd )

S 09.C0.539 03-Jun 1992
Step 3
- — SABARNATHAN S 0-CO-547 05041992
Figure 15.1

To allocate students to a program section
Stepl: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

Extra Disciplinary Subject Registration

Prograrn, Semester & ‘

Section | EI

Extra Disciplinary Subject’ ‘ EI
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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Extra Disciplinary Subject Registration

Program, Semester &
Section”

— |
Exira Disciplinary Subject’ |COMMUN|TY SERVICES Step 2

IZ| 08-BC-063

Step 1
|1OBC - B.Com. Corporate secretaryship 6th Semester-Shift I A P

Student Name

] MOSES VICTOR PRASANA A 09-BC-051

]  SHAROON SRINIVAS 09-BC-062

] RAJASEKARAN S K 10-BC-002

] SOLOMON MICHAEL RAJ B 10-BC-003

] ABHISHEK S GANAHARI 10-BC-004
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
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17.5 To Transfer students Section follow steps below

Stepl: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.

Sectien Transfer - Multiple Students

Step-2

To Progran & Section * [B.24 BEA 30 Semestera [*]
From Program & Saclion B8 BEA 310 Semesters [w]
Dender ™ Male  Female ™ Both
Step-4 [ ratresn |

(Mobe Press any tea check box and shift key bo select check box in betwagn )

nm“n FESERESSE

Step-3 PRABHAKARAN J
[T PRABHLI G
[T PRASHANT TIWWARI
[T PRAETIBHAFAMDEY
T PRIMAK

T RAJMSEKAR S

18. Student Course

18.1 Intended Audience
Timetable coordinator
18.2 Usage

User can specify student’s courses for the semester.

18.3 Dependency

11101066
T11MO&aT
M 0es
111 nsa
1110071

Mmora

Figure 17.1

OF-Jul-1980

-Juk-1983

OB-Apr-1282

Zb-War-1890

13-Aug-1982

28-Eep-1092

BL.H.A4 BEA 3rd Bermaster-B

M B.B.A4 B84 3rd Semasiar-B

M B.6.A4 BBA 3rd Semeasier-B

B.B.A BBA 3rd Semeasier-B

B.B.ABBA 3rd BemeasierB

L B.B.ABBEA 3rd Sermaster-B

Student section allocation and program wise courses

18.4 Menu Access

Main Menu >>Academy>>Transaction >>Student wise Courses
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STUDENT WISE COURSES

Prog rarn Semesler & |
Section”

T

( Step1 )

I K2

Figure 18.1

18.5 To make entry follow steps below
Stepl: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.

STUDENT WISE COURSES

Erogram, Semester & Secton |1LI-|"..'.' B 50 Advanced fooiogy Gth Semester-Shift | A

C Descri
n --

) “'RONMENTAL BIOTECHNOLOGY
St 2 00-AZ-048 _ Step 3 J
q} .__.| . ~

A7 GEOT H-HZIINH}I-!MM (=]

J.

MATHEW 4T 10-AZ-027

AZ 5602 FACETS OF BIOETHICS

AZB651 POULTRY AND DAIRY SCIENCE

Cstep s ) |20 N N

- Flgure 18.2
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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

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

STAFF PROFILE

=41 ==E N S Administrator Refresh

Personal Details Personal Details
Department Details
Employee Name Administrator- e
Qualification Acquired
Employee Code
Books Published
. . Designation System Admin
Paper Publications/Presentations
e Department ERP Admin
) Father Name dfgdfgf
Research Projects
Gender Male
Awards Received
. ) Date of Birth 01-Jan-1975
Fellowships/Deputation
” Permanent Address  Test
Communication
Friiivess 454353
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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

Class Timetable Creation

.-"f

Refresh Prink TimeTable

Check l_In.a-;slgn.'-_-.:I Slots

Figure 20.1

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

Stepl: 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)

Stepl: 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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Class Timemable Creartion

Programwse Section 1 2 3 4 5
[11uT - B.Sc. Mathematics 4th Semeetar-Shit 1 A |+ 08:15 To 09:10  09:10 To 10:05 10:05 To 11:00 11:25 To 12:20  12:20 To 01:15
Template m CO 4205 AZ 4200 PH 4207
{shin-1 temolste [+
2nd
Bay | AZ4200 | ____ Pra207
b A:lq'\ Print TimaTable ( Step 4 Y
Step 5§ S g.': PH 4207 €O 4305
=
- — N AZ 4200 EL 4050 EL 4050
FIN. ACCOUNTS & FIN. STAT. - N Day
ANALYSIS L Step 3 M N
BICINFORMATICS [AZ 4300 :."‘v PH 4207 EL 4050 CO 4205 EL 4050
PHYSICS FOR MATHS -
PH 4207 !
S :: AZ 4200 EL 4050 AZ 4200 EL 4050
VALUE ADDED ey =
GENERAL ENGLISH
MODERN ALGEBRA MT 4502
ENVIRONMENTAL SCIENCES FC 4030
MATHEMATICAL STATISTICS ST 4206
PHYSICS FOR MATHEMATICS - Il | PH 4206
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

Stepl: 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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Faculty Wise Courses

( Stepl
Name. R . socated suects | concl |
Name o View allocated subjects Cancel

=2 =D

Figure 21.1

Faculty Wise Courses

Employee Name  ADMINISTRATOR [v]" _————__Viewallocated subjects  Refresh
( StepS )

Section Name BCA MS Computer Application MS 15t Grade-8 - S

~ Check for all subjects (i)
P——— SRR,
<» o= | Exm |
T =

v MSCCO01 CDesComputerd001

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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Faculty Timetable Creation
T N 1 S
Employee

Pont TimeTable

/_m Refresh

..

- e
A Step 5 Faculty TimeTable

Figure 22.1

22.5 To generate Timetable for a Staff
Stepl: 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.

ADMNSTRATOR ¥ —_
Frogr s ot
SCAMS Corpute pplcten I 12 Goded Fl nscooot HSOE0e Nec
/'__—\\\
Step2 )\ Vedfy | | P | Port Tme Tabe
= [ — :
-
e S—
s NECCoet MSCL
HsCcoL HSCL
HSOC08L

Figure 22.2
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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.

Step ! “ Mark for Other dar

Staff Name:  Mr.ADMINISTRATOR [System Admin] Attendance Date:  04-08-2014 EK

MSCCOo01 MSC1 SC
1 1 1
SC MSC MSC MSC | \Sti)—z/
MSCCo01 MSC1
MSC1 MSCCO0
MSCCO01
Figure 23.1
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23.5. Follow steps below to mark the attendance for the students.
Stepl: 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]

|Prggram: BCA MS Computer Application MS 15t Grade-A Subject: MSC1 - Computer 1 Date: 04-08-2014  Dayorder: Tuesday
Hour: Il

A
345345 ANISULA- (25-Jul1997) 4 \Si’f’/
Present P 1
2 545454 JESWIN- (25-0ul1997)
Total: 2
Save

Step 4

MroO¥yys ZOoxX®

Figure 23.2

Step3: User can click on the attendance status cell to change the attendance status from
present to absent or vice versa.
Stepd: 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

Student Attendance Entry (Centralized)

Attendance Date” [29-04-2013 [ Stepl
Day Order’ 15t Day A\Sten 2/
Program Section” [ENG v SEM VAGE SEC & Step 3 [+]
Course’ [V SEM VAGE-ENGLISH IV SEM VAGE ot
€p
HOUI’. I!i 'I !',7:] Multi Hour Step 5 J \—_/
Absentee Register No. | |

Present Count:73

Absent Count :3 10-CA-026,11-CA-004,11-CA-001,

mm__m

09-CA-052 AKLILL YEBIYO TESFAY- (21-May-1982) Step7 Present }

S 10-cA-026 MANIMARAN R- (14-Dec-1992) G 4 Absent i 1

3 10-CA-050 RAMPRASATH N K- (27-Aug-1989) Present
10-VC-125 VAN PRAVEEN K (30-Aug-1991) Present

© 11-CA-001 EDWIN LOBO- (20-Sep-1993) Absent

& 11-.CA-003 DINESH RAJ S- (25-Feb-1994) Present

7 11-CA-004 PRADEEP H- (13-Dec-1993) Absent

& 11-CA-005 PREM ANANDH A- (08-Sep-1992) Present
11-CA-0086 TAHA MUAAZ T- (18-Feb-1993) Present
11-.CA-007 VIGNESH M- (27-Jun-1994) Present

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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STUDENT ACTIVITY ENTRY

Activity Type' [Medical Leave _ Stepl

Leave Type Medical Leave

101042013 '_ 05042013 - Step 2 /

Step?’ Hours
W1EB2A8EB4A085

¥ 01-04.2013 M1 M2 83 e BS
v 02-04-2013 Tuesday M1 M2 W3 M4 BS
¥l 03-04-2013 Weanesday M1 ¥M2 i3 e 5
oot -
kwmm' Fever |
% ‘Step4 b,

Achlevement Description Fever

i i

Stugent Name | [#]  Step>

Student On Duty List

12-VC-154 AADESH CHANDRA PRAKASH comnumcalion 2nd Il SEMESTER ®
Semester-Shit 1 A
MM
Figure 25.1
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26. Deleaation Entrv

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

Delegation on Attendance Dats Entry

Staff Name  Mr.Administrator [System Admin]

Stev 2 Step 3
Augus! [v] 2014 Mark for Other day orders
‘ - _——
st Day PH 3953
Z2nd Day PH 3953 1 StC‘D4
3rd Day R —
ith Da
5th Day PH 3953

6th Day

Program Section: 13PPH - M.Sc. Physics 3rd Semester-Shift IA  Day order: 2nd Day  Hour: 2 Subject code & desc: PH
3953 - CRYSTAL PHYSICS

Department  ERP Admin E -
Delegating =
To Rajasekaran S (Br. 0062) E

StepS
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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.
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e i Delegation Entry by HOD

Staff Name | Administrator [+]* Stepl

05  August B 2014 Tuesday | Ok | Ste'o/

PH 3953
2nd Day PH 3953 Step3

ird Day

4th Day

5th Day PH 3953

6th Day

Program Section: 13PPH - M.Sc. Physics 3rd Semester-Shift | A Day order: 2nd Day Hour: 2 Subject code & desc: PH
3953 - CRYSTAL PHYSICS

Delegating To  Gnana Yuvaraj. G E] o &ep i‘[./

Step 5 Save | | Refresh
S5 ) (sm

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

INTERNAL MARK ENTRY

£xam Date’ 11-08-2014 Step 1 ) -
Test Component’ CATest1 Step 2
Subject - Entered  Total Conducting  Coaverting
10CBSD10  JAVA PROGRAMMING TEST (Theory  B.Sc. Fashion Design and Technology 7 7 100 50
- Internal) 3rd Semester-A
MSCY Computer 1 (Theo BCA MS Computer Application MS 15t 0 2 20 70
SteP3 Grasen
25-Jul-1997 345345 20720
Step6
2 JESWIN 25-Jul-1997 545454 15720 s
Step 5 ] [Rekesh) Stepd )
Figure 28.1

28.5 To make a new entry follow these steps,
Stepl: 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

INTERNAL MARK MODIFICATION

Enterea  Total Conducting Converting
Students Students Max.Marks Max.Marks

11-08-2014 MSC1  Computer1 (7 Step2 MSCumumAppﬁcaﬁonMSlst 2 2 20 70
internal )

— 11082014 [E“ Step3

1 25-Jul-1997 345345 15/20 [

2 JESWIN 25-Jul-1997 545454 .. 20/20 B

| Save _ Step4d
« StepS )
Figure 29.1

29.5 To Modify Internal Mark follow these steps,
Stepl: 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
Steps: 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,
Stepl: 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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Program Section | BCAMS Computer Application MS 1st Grade-A Steb 1

ATTENDANC m
DATE

™ y6.08.201 MSCCO0T Step 2
B SteD 3 Jday MSC1 MSCC001 MSCCO01
M Wednesday MSCCo01

Step 5
\e:/

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,

Stepl: 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.

' VC/VP Decision on Attendance

Program Section  BCA MS Computer Application MS 1st Grade-A .~ Step 1 ‘) q

AM Marked |, August D 2014 @ Step 3 )

Step 2
tmn—nnnn

Friday

Step 4
Subject: MSC1 - Computer 1 oayord«\»_..__‘aﬁjtx Attendance Entered By: ADMINISTRATOR

Student Name DI wah R T Medical Leave
Present Presem

l 345345 | ANISULA

| 545454 | sEswin [ [ [ v | [

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.

Attendance Entry Cancellation

Attendance Date.  [01-02-2013 =1 Step 1

Total
1 40 40 40 AS . 40

10AZ - B Sc. Advanced Zoology 6th Semester-Shift | A

2 10BC - B.Com Corporate secretaryship 6th Semester-Shit i A 6 66 66 | .ieff/es
3 10BU-BBA Business administration Gth Semester-Shift il A 63 63 63 63 6 63
4 10CA-BCA Computer Appications 6th Semester-ShiftIl A 2 <l < =
5 10CH-B.Sc. Chemistry 6th Semester-Shift | A 6 @ % % 46
6 10CO - B.Com Commerce 6th Semester-Shift | A n M " on 71 -
7 10CO - B.Com Commerce 6th Semester-Shift | B o e e e o [
8 10CO - B.Com Commerce 6th Semester-Shift i A 68 6 6 6 33 6
9 10CO -B Com Commerce 6th Semester-Shift i B sl vl <R
10 10CO - B.Com. Commerce 6th Semester-Shift i C 64 64 61 e ‘e es
11 10CO - B.Com Commerce 6th Semester-Shift i D 66 6 66 © 6 66
12 10CO - B.Com Commerce 6th Semester-Shift i E a1l o7, et [isx; Iissl i ss

Figure 32.1

ATTENDANCE ENTRY CANCELLATION

Program & Section: 10CO - B.Com. Commerce 6th Semester-Shift Il A

$2 10 EXPORT MARKETING SEC NO 1 Step3 |
$2 10 INCOME TAX SEC NO 1 [ cancet |

Cancel

Figure 32.2
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32.5 To Cancel Attendance Entry follow steps below
Stepl: 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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Missing Attendance Details Entry

Attendance Date:  [20-11-2012 | Step 1 —
= B B

Generate

Program Wise Section

1 10PCA - M.C A Computer Applications 6th Semester-Shift Il A Altendance Not Entered
2 11PBT - M.Sc. Biotechnology 4th Semester-Shift i A Attendance Not Entered
3 11PCS - M.Sc. Computer science 4th Semester-Shift Il A Altene Step 3
4 11PML - M.Sc. Medical [ab technology 4th Semester-Shift Il A Anemu
5 11PPL - M A Philosophy 4th Semester-Shift i A Attendance Not Entered
6 11PSO - M Sc. Medical Sociology 4th Semester-Shift il A Attendance Not Entered
7 11PSW - MA Social work 4th Semester-Shint | A Attendance Not Entered
8 11PVC - M Sc. Visual communication 4th Semester-Shift I A Attendance Not Entered
9 12PFP - M Sc. Food processing 2nd Semester-Shift It A Altendance Not Entered
10 12PMT - M.Sc. Mathematics 2nd Semester-Shift | A Attendance Not Entered
11 12PPL - M A Philosophy 2nd Semester-Shift il A Attendance Not Entered
12 12PST - M.Sc. Statistics 2nd Semester-Shit 1 A Attendance Not Entered
13 10AZ - B.Sc. Advanced Zoology 6th Semester-Shift 1 A 40 - - 38 38 38
Figure 33.1

MISSING ATTENDANCE ENTRY REASON 1

Altendance Date 30-11-2012
Program & Section 11PBT - M.Sc. Biotechnology 4th Semester-Shift Il A
Hour
Step 4
Not Entered Reason

Un

) 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

Student Leave Approval

Program Section ’ 12AZ - B.Sc. Advanced Zoology 5th Semester-Shift| A St ep 1 JE]
m
I 11-AZe MEMARSON J Medical Leave 14-08-2014 14-08-2014 1 Testing Leave
_ Step2
\
W 12-AZ-032 ‘—'Gﬂ{wu KRISHNA M G Medical Leave 14-08-2014 14-08-2014 1 Testing Leave

®M| | Reject| | Refresh|

Step4
~ -

Figure 34.1-

To approve student leave follow steps as below,

Stepl: 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

STUDENT ACTIVITY - APPROVAL
—

R Rajasekar. A
Disciplinary 06-02-2013 08-02-2013 On 09-Apr-2013  suspension
Actions eving
02-12:37
Administrator
Medical Leave  01-04-2013 05-04-2013 On 29-Apr2013  Fever
02:52:04

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

Attendance Delegation - Approval

. Attendance Day Subject code & Delegating o
Program i M Recewlng Empbyee

! i i j B
13PPH - M.5c. Physics 3rd 05-08-2014 2nd Day |2 E:Y?Iiz TR Administrator 33559"3"3” s (Br
Semester-Shift | A )

Figure 36.1

36.5 To Approve Delegation Follow steps below
Stepl: 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

Student Register No. Entry

Program B.Com. Commerce Step 1
5 g 4
Semester 5 Step 2 )
‘\\__/
Enter Prefix BCOM111 Y List All Students \Sicfi/
Step 4 )

5o | Sudenttome T 005 | fegiterto | Leagortame

vl 1 ABDUL VAHAB K V 23-04-1994 BCOM111001

¥] 2y 01-06-1994 BCOM111002

2 Step 5
v MDHAR 11-01-1995  BCOM111003
’ St.ef_Gl-/

V] 4 AKSHAY RAJAR 28-05-1995 BCOM111004 -

2 5 ALLFIN JOY V 21-12-1994 BCOM111005

El 6 ANBAZHAGAN A 20-08-1995 12-CO-016

[ ',7 ANDREW AKASH B 11-12-1994 12-CO-009

g ANTHONY BOSCO F 20-07-1995 12-CO-061

lg ANTONY NAVAROJI 07-03-1995 12-CO-151

140 ARJUNP 24-08-1994 12-CO-027

Step 7/ Save |
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

CLASS TIME TABLE CANCELLATION

Program, Semester &

5 14EL - B.A English 1st Semester-Shift| A
Section Lk : S Step 1 'EI

——

Step2 ,Save [_Refreshﬁ}
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
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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.

Student Section Cancellation

Program |1 0AZ - B.Sc. Advanced Zoology 6th Semester-Shift| A =]

Section o ‘ieliij
I TS I

GODWN XAVIER X 09-AZ-029
Step 2
B RAN S 09-AZ-048
PAUL BENJAMIN CLEMENT 10-AZ-001
| DINESH KUMAR E 10-AZ-056
] INFANT JESUS M 10-AZ-057
| HARIKRISHNAN G 10-AZ-060
Step 3
Figure 39.1
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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.

Program Section Subjectwise Lab Group Master

Program | 10AZ - B Sc. Advanced Zoology 6th Semester-Stt Stepl
Select  |AZ 6600-ENVIRONMENTAL BIOTECHNOLOGY

= <8/

RESULT

Debate Club  step

“Note
1 Select Program Section and Subject from kst box

2 Clkk ‘AsEign’ button 10 as$gNing sedacted kb groups 10 the
Program Section and subject

3 Cick "Refresh 10 refresh the current selecton
Lab Group Legends
- Selected | -Not Selected [l - Cannot Modify

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

Cancel Student Subjects

Program Section |10AZ - B.Sc. Advanced Zoology 6th Semester-Shift1 A \Stz—l/_E] e
n Regblo‘ s Step 4
Step3 )

] MIN CLEMENT 10-AZ-001 View subjects
LAWRANCE | 10-AZ-002 View subjects
CLNTON s acHAEL e
ANTON J MICHAEL 10-AZ-004 Step2

<
TONIO MATHEW 10-AZ-005 View subjects
GOLI SUNDER 10-AZ-006 View subjects
VIGNESH D 10-AZ-007 View 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.
Cancel Staff Subjects
Staff Name Alex Pernra. J Step 1 /
o | s | swwaoe |
y Step 2 Gom. Corporate secretaryship 1st Semester-Shift Il A BC 1503 - BUSINESS ENVIRONMENT
2 14BC - B.Com. Corporate secretaryship 1st Semester-Shift 11 B BC 1502 - FINANCIAL ACCOUNTING

Step3 ) [Cancel Siaf Subjects | Refresh

-

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

Lab Groupwise Students

Program wise 2 . 2 ) oo
e 14PMT - M Sc. Maths 1st Semester-Shift| A - MT 1816 - REAL ANALYSIS Step 1 E
View already allor
Lab Group Lab Batch 1 Step 2/ . » Step5 )
] ’ Register No Student Name Apply Save
4 Figure 43.1 Step 4
Step3 gure 43 AT

43.5. To allocate students to particular Lab group follow steps below,
Stepl: 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

Academic Details Archive

Program Section |B A -Economics - Regulation 2010 &):/ E
- Program - Semester . Section

Step 2
. A 10EC - BA Economics 6th Semester-Shift| A
4 10EC - B A Economics 6th Semester-Shift | B
v 10EC - BA Economics 6th Semester-Shift Il A
v 10EC - B A Economics 6th Semester-Shift Il B
steps Y
-
Figure 44.1

44.5 To End Semester Archive follow steps below
Stepl: 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

Student Promotion / De-Promotion

Promoting Academic Year'  [2012-2013 &l/d the students not admitted in selected academic year

Reguiation® [Regulauon 2011 ‘&3/ [E]
Program’ [a Sc_-Advanced Zoology ief_:”//—E]

Current Semester* [8 Sc. Advanced Zoology 3rd Semester r @/
To Semester* [B Sc. Advanced Zoology 4th Semester tep 5
D N
1 10-AZ-024 ARUNR 12-08-1992 B.Sc. Advanced Zoology 3rd Semester

_ Step6
e S _ oy ey

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

Program Change

From Program * B.Sc. Advanced Zoology 3rd Semester [ iei—l-/
From Semester * I Semester
To Program * BA Economics 3rd Semester \teﬁ)—z/
To Semester * I Semester A Step 3 )

LESTANG . . . .
Reason to Change *

Step 4
& P )

Step 5 ;_Genefa!e| ReTes;n‘

(Note:Press any two check box and.shlft key to select check box in between.)

O R Y

Step 6 09-AZ-020 Step7
e _/ e

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
From Date’ 15:07-2014 ToDate' 21-08-2014 &)—1/
(Gonsrae] Rekest
“ﬂ o “n
05-Jul-2014  17-Jul-2014 13 Casual Leave 13-EL-024 SUSIL ANANTH M \CANCEL
07-Jul-2014 17-Jul-2014 11 Medical Leave - 13-C0-071 LIBIN JOHN | CANCEL|
Step3 |
e/
Figure 47.1
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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. Attendance Groun Cancellation

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

STUDENTS GROUP CANCELLATION

v

Group Name’ [01 - RURAL PACKAGE Step 1

Subject Name' 01.RURAL PACKAGE \___/
R e

10-50-063 DAVIL MINJ -
10-S0-067 ALEXANDER G
10-S0-068 SARAVANA KUMAR S R
Step2 )
»_\_v“_/_/ 10-S0-073 SIVA SANGAIAH M S S
10-SO-076 SIDHDHARTHAN D
10-S0-077 RAJ B
10-SO-079 DANIEL BENJAMIN V D
10-S0-081 LALHMINGLIANA & 1
Total Students : 30 Step 3 =
‘
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

STUDENT BRANCH CHANGE

Student Name / Register No. [EZRA € A (Reg No. 09-AZ-001 ) Step 1 /” ptcshob g
University UNIVERSITY OF MADRAS S
Regutation 2009
Program B Sc -Advanced Zoology [UG - Full Time]
Insttution COLLEGE (AUTONOMOUS)
Semester 7
Nk Mennici [8 S¢ -Agvanced ZoologyfuG - Full Time] Step2 T+l

e .
Reason for Branch Change [Test

Step 3

WY’W-"Y'.' of Characters 250 Ondy
' Step 5 )
siep+ Y I
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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BRANCH CHANGED STUDENTS LIST

Academic Year 2014-2015 E

FEgSierte Sdentiane SrenchERSRgsEiee

B.Sc.-Advanced
Zoology and

1 09-AZ-001 EIRAEA Biotechnology
[U.G.] - Regulation
2009

B.Sc.-Advanced

Zoology and UNIVERSITY  testing .
Biotechnology[U.G.] - OF MADRAS

Regulation 2002

21-Aug-2014

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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Students Discontinued/Debar

@ Discontinued (Break in Study)

Mode iteil/ Debar (Disciplinary Actions)

Detained (Attendance Lack)
Enter Register No / Student Name * 09-€C-104 [#}T Step2
Stugent Name [ANANDKUMAR D 123-09-1991) | \—’/
Regutation [Regutation 2010 |
Program [BA-Economics |
Semester s |
Ledger Name fnun |
Section belongs 1o ]wEC - BA Economics 6th Semester-Shit| B ]
Reason * ID:scommuea ! Step _71/

Test

= E‘_‘/
= .4 of 200 characters
StepS

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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STUDENT RE-ADMISSION

Se

Register No.  10-TL-018

Re-Admission Date” {29_0‘.2013 Step 2 2 Program B.A Tamd literature 3rd Semester
e Detained On  20-11-2012
B B.A - Tamil Laterature-Regr”
Select Program &-’i‘/’son Lack of Altandance

Status Detained (can re-admit)

- B.A Tamil literature 4th Semester
Select Semester

il _StepS JERNNE, 56

Figure 51.1

51.5 To Readmit the Student follow the steps below
Stepl: 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

Student Re-Admission-View

Date of Re Admission From® 22-08-2014 To 22062014

Student
Hame

“ S BY “ e BY

1 11-TL-068 KUMARANP B.A.Tamil Literature 22-08-2014 6 Administrator,System Admin  22-08-2014 Administrator,System Admin

Register

No.

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

Student Promotion / De-Promotion

Promoting Academic |201 2-2013 L\ie—pl/“ the students not admitted in selected
HE academic year

Regulation® IRegulation 2011 &P;Z/ E
Program* |B_Com_-Commerce ie_Pj/ |z|

Current Semester* |B.Com. Commerce 2nd Semester y

To Semester* IB Com. Commerce 3rd Semester

Step 5

B.Com. Commerce 2nd

11-CO-009 RAMACHANDRAN V 12-11-1993 Semester
Step 6 o B.Com. Commerce 2nd

\_—'/ 11-CO-010 ASHWIN R 04-10-1993 Semester
. B.Com. Commerce 2nd

[l 3 11-CO-101 SATHISH KUMAR T L 06-05-1994 Semester

Step 7
... |
Figure 52.1
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52.5 To Allocate Semester follow steps below
Stepl: 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
Stepl: 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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Individual Student Attendance

Student Name®  [ASHOK KUMAR S Step 1

_ Step3

Attendance Date
! Hrs

22-Mov-2012 P A A A
23-Now-2012 A P A A A
24-New-2012 A A A A
26-Mov-2012 A A A A
Step 2
27-Nov-2012 A \H______,/ A
28-Nov-2012 P P A P
29-Now-2012 A P A A
30-Now-2012 P [ =4 = P
03-Dec-2012 P P P P
04-Dec-2012 A A A A
05-Dec-2012 A A A A
06-Dec-2012 F P
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

Stepl: 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.

STUDENTS GROUP ALLOCATION

Group Name' [02 - URBAN PACKAGE [w] 11 List Students registered online | Ignore the selected gros
Step 1
.

Program & Section 06-VC-141 ASHOK KUMAR S

¥l 10AZ - B.Sc. Advanced Zoology 6th Semester-Shift | A 07-EC-179 SIDHARTH MISHRA

s (s Corporate secretaryship 6th Semester-Shift il A 08-8C-063 KIRITHIK RAJ §

Step 2 e
¥ Toee . _wBusiness administration 6th Semester-Shift Il A P / NELSON S
R ———

7 10CA-B.CA Computer Applications 6th Semester-Shift Il A 08-CO-110 ANTONY PRASANNA M

¥ 10CH - B.Sc. Chemistry 6th Semester-Shift | A 08-CO-527 ANUPAM RAMAN

%] 10CO - B.Com. Commerce 6th Semester-Shift | A - 08-CS-055 JAI KUMAR A
<« m ’ « m
3 Step

s oS YD
Figure 54.1
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ES PG CS 3951 DISTRIBUTED COMPUTING

GROUP WISE STUDENTS LIST

Group Name

13-PCS-07  VINOTH KUMAR T 30-Apr-1992 M
2 13-PCS-08  THENNARASAN G 20-Apr-1990 M
3 13-PCS-09  FRANKLIN A 12-May-1991 M
4 13-PCS-12  CAROLINE BLESSY J 19-0ct-1992 F
5 13-PCS-18  SIVAGNANAMUTHU K 22-Feb-1993 M
6 13-PCS-19  SRIYOGASHANGAR J 13-May-1992 M
7 13-PCS-20  VIBINBRITL 29-Aug-1990 M
8 13-PCS-21 SURESH KUMAR R 22-May-1992 M
9 13-PCS-22  FREDDY WILSON 07-Feb-1989 M

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

Stepl: 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.

CONDONATION FEE DUE

Attendance Date From" [30-04-2013 To* [30-04-2013 ‘ k&/
Attendance (%) Between | 0 And !001

Fee Head [ %

Condonation Amount 0

u Program Wise Section n Student Name Attendance (%)

- B.Sc. Advanced Zoology 6th Semester-Shift | A
| 10CH - B.Sc. Chemistry 6th Semester-Shift | A
10CO - B.Com. Commerce 6th Semester-Shdt | A
| 10CO - B.Com. Commerce 6th Semester-Shift | B
10EC - B A Economics 6th Semester-Shift | A

10EC - B A Economics 6th Semester-Shift | B -

Load Students
Figure 55.1
Attendance Date From' [22-11.2012 To* lzsu-zou »_

Attendance (%) Between 50| And 100}
Fee Head lLack of attendance (Condonation) &f/

Condonation Amount 100 Step 4
= o J= e e s
V| 10AZ - B.Sc. Advanced Zoology 6th Semester-Shift | A | ] 09-AZ-048 JAYACHANDRAN S 79.57
7| 10CH -R Sc_Chemistry 6th Semester-Shift 1 A 10-AZ-002 LAWRANCE | 94,94
w(_ Step> rce 6th Semester-Shitt | A ) MTON J MICHAEL 9209
A g Step7
10CO - B.Com. Commerce 6th Semester-Shift | B ’Y\_/JN J MICHAEL 24
10EC - B A Economics 6th Semester-Shitt | A 10-AZ-005 TONIO MATHEW 95 57
10EC - BA Economics 6th Semester-Shitt | B - 1042006 Step 8 8038 -~
Load Students &D w R—

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

Student Attendance Cumulative

Program Section [104Z - B.Sc. Advanced Zoology 6th Semester-Shift | A . Step 1
Register No Total Hrs "
| =0 [ [ =l 8 f ot ] & [ [ &
1 09-AZ-029 GODWN XAVIER X 284 74 2606 207 7289 3 106 0 000 0 000
2 03-AZ-048 JAYACHANDRAN S 279 5T 2043 222 7957 0 000 0 000 0 000
3 10-AZ-001  PAUL BENJAMIN CLEMENT 316 97 3070 219 6930 0 0.00 0 000 0 000
4 10-AZ-002 LAWRANCE | 316 16 506 300 9494 0 000 0 000 0 000
5 10-AZ-003  CLINTON J MICHAEL 316 25 791 291 9209 0 000 0 000 0 000
6 10-AZ-004  ANTON J MICHAEL 316 24 759 292 9241 0 000 0 000 0 000
7 10-AZ-005 TONIO MATHEW 316 14 443 302 9557 0 0.00 0 000 0 000
8 10-AZ-006 GOLI SUNDER 316 41 1297 254 8038 O 000 3 095 18 570
9 10-AZ-007 VIGNESH D 316 76 2405 240 7595 0 000 0 000 0 000
10 10-AZ-008 CYRIL SIMON FERNANDO A 316 65 2057 251 7943 0 000 0 000 0 000
1 10-AZ-009  JOHN BERKUMANS J 316 46 1456 270 8544 0 000 0 000 0 000
12 10-AZ-010 TARUN S 316 72 2278 244 7722 0 000 0 000 0 000
13 10-AZ-011  SAM VAISHAK THILAK M S 316 37 1171 279 8823 0 000 0 000 0 000

Figure 56.1

56.5 To view Cumulative Attendance, follow steps below
Stepl: 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

Program wise sections list - Report

I TS S I S

B.A-Economics 2 Shift1 A
2 B.A-Economics 4 Shiftl A
3 B.A-Economics 6 Shiftl A
B B.A-Economics 6 Shift1 B
5 B.A-English Literature 2 Shift1 A
6 B.A-English Literature 4 Shift1 A
7 B.A-English Literature 6 Shiftl A
8 B.A-History 2 Shift1 A
9 B.A-History - Shiftl A
10 B.A -History 6 Shift1 A
1" B.A-History 6 Shift1 B
12 B.A-Sociology 2 Shift1 A
13 B.A-Sociology = Shiftl A
14 B.A-Sociology 6 Shift1 A

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

Letter Generation to Parents -
Step 1
Internal Marks Report 9 Attendance Repo’rr\_—/
Program Section l1 0AZ - B Sc. Advanced Zoology 6th Semester-Shiftl A Step 2
| ! B
From Date 22 November I2012 e i
S— I Step3
To Date o |[apm =]l2013 Qe A
Above Percentage 50 %
"""""" - Step 4
Below Percentage Iij 7J% \_,,/
Test \
Step 5

Remarks

Step 6
seps NI

Figure 58.1

58.5 To Generate Letter to Parents follow steps below
Stepl: 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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COLLEGE (AUTONOMOUS)

Attendance Report

Department of Advanced Zoology

Mame of the student I GEODWHN XAVIER X Register : 09-AL-029
Period of attendance D 22/MNowi2012 - 08/API2013 Class o 10AZ - B.Sc. Advanced Zoology 6th Semester-
Subject Code & Percentage
72.89
Owerall T2.89

Remarks: Test

Date 30-Apr-2013 CLASS IN-CHARGE HOD

TO
GODWN XAVIER X

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
Stepl: 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

Firstline Infotech Pvt. Ltd., ( Confidential) Page 99 of 126



Academic Module — User Manual

Attendance Monitoring Report [Format:TLP1]
Step 1
|1{JA.E - B.Sc. Advanced Zoology 6th Semester-Shiftl A U

Program Section

From Date

To Date

R e = ZTER
30 |[uaren  [+][2013

Step 3
P Print Refresh
e,

Figure 59.1
COLLEGE (AUTONOMOTUS) |
Fomat No: TLP1 Attendance Monitoring Sheet Revised on: 2013-04-30
Program: 10A7 - B Sc. Advanced Zoology 6th Semester-Shift T A Semester: 6
Sl Res N X ‘ 01-03-2013 ‘04—03—2013‘ 05-03-2013 ‘06—03—2013‘ 07-03-2013 1
eg. No ame
No nanannRRNnanNanNaNanE
GODWN XAVIER
1 09-A7-029 X-(12-09-1991) plle|e|e|p|lale|el|e|e|2|p | |p|2|a]|a|al|la
JAYACHANDRAN
2 09-AZ-048 S-(08-04-1991) ellelje|le|e|la|le|e|e|e|e|le|ef|e | |le|e|p|®
PAUL BENJAMIN
3 10-AZ-001 CLEMENT-(04-05-1993) allel|lel|le|eje|e|e|alel|e||a|lajalaljale|e
LAWRANCE
4 10-AZ-002 1.(14-10-1992) ellelje|le|e||p|p|e|2|aje|le|ale ||| |p|>
CLINTON J
5 - -
5 10-AZ-003 MICHAEL-(30-11-1993) plleje|le|e||e |||l | ||| |e
ANTONJ
6 10-AZ-004 MICHAEL-(30-11-1993) plle|e||e|e|2|2||p|2||2|2 ||| |a|m|®
TONIO
_AZ-005
7 || 10-AZ-005 MATHEW-(23-06-1990) plef|e|je|e|2 |2 |2 ||| ||| | |R||R|R R
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
Stepl: 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

Fortnightly attendance report by HOD [Format:TLP2

Program Section |1|:r.f~2-E.E:. Atvanced Zoology 6th Semester-Shiftl A Step | )
‘ e S
Mendance Uplodate (22 |[oventer [<][2012 Step 2 9
o

Below percentage =i} %
e Step 4

S3 ——a

Figure 60.1
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College Name

Student Attendance Abstract Below 100%

Program 10AZ - B.Sc. Advanced Zoology 6th Semester-Shift | A Semester: 6

Student Strength ;- 28 of 40
Format:TLP2

TOTAL NUMBER OF HOURS HANDLED FROM DAY ONE: 3

Sl No Register Student Name Attendance upto MNo. of hrs of leave
No 92-11-2012 sanctioned as
Hrs % ML | oD | %
1 10-AZ-001 PAUL BENJAMIN CLEMENT 3 100.00 0 1] 0.00
2 10-AZ-002 LAWRANCE | 0 0.00 0 1] 0.00
3 10-AZ-003 CLINTON J MICHAEL 0 0.00 0 0 0.00
4 10-AZ-004 ANTON J MICHAEL 0 0.00 0 0 0.00
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

Firstline Infotech Pvt. Ltd., ( Confidential) Page 102 of 126



Academic Module — User Manual

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

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

Master TimeTable [Form:T1]

Program B.A-Economics-Regulation 2014 &D E|
12 _jol
Figure 61.1
FORM:T-1 6epartment of
MASTER TIME TABLE
Report Date: 28/8/2014
egree Ay : .
i Eeton 1sl Day 2nd Day 3rd Day
emester
':Cﬁ,m 123 |a|5 |2 |23 |2 |5 |2 2 3 2| s
[iéA.I:c_Ogg.rfnti(I:s EC || Fc EL EC EC eL || ec || Fc EL
em I 1500 | 1032 1050 1501 1500 1050 | 1500 1032 1050
FR FR FR
1091, 1090, 1090,
3.A.Economics LH LH IL

5 -y EC EL co FC 1084, EC CO | 10&4, EL EC EC EL FC 1085, CO
Sem - Shift 11 1500 1050 1102 1032 FR /1501 1102 TL 1050 1501 1500 1050 1032 FR 1102

1090, 1085, 1091,
IL FR LH
1085 1001 1084
L LH FR
1085, 1004, 1091,
3.A.Economics FR FR TL

= EC EL CO FC /1090, EC CO 1090, EL EC EC EL FC /1085, CO
Sem - Shift II 1501 1050 1102 1032 LH 1500 1102 TL 1050 1501 1500 1050 | 1032 FR 1102

1084, 1085, 1090,
FR FR LH
1091 1091 1084

14EC - B.A. Economics 1st Semester-Shift IT A |
|CO 1102/ ACCOUNTING FOR ELCONOMISTS

. 4EC - B.A. Economics 1st Semester-Shift I A

|
[EC 1500 | MICRO ECONOMICS - I y
[EC 1501 | INDIAN ECONOMY I |
[ 1

£C 1500 | MICRO ECONOMICS - I |

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
Stepl: Select the Program Section from the list.

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

Section TimeTable [FormiTd)]

Program Section 13PPH - M.5c. Physics 3rd Semester-3hift| A Step ] / E

[

Figure 62.1
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FORM:T-2

Department of Physics
TIME TABLE - EVEN SEMESTER
CLASS: 13PPH - M Sc. Physics 3rd Semester-Shift I A

SEMESTER: 3

Report Date:

28/8/2014
1 2 3 4 5

08:15 To 09:10 09:10 To 10:05 10:05 To 11:00 11:25 To 12:20 12:20 To 01:15
1st Day PH 3953
2nd Day PH 3933
3rd Day
4th Day
Sth Day PH 3933
6th Day

Code Description
PH 3953 - CRYSTAL PHYSICS

- Administrator

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
Stepl: Select Department from the list.
Step2: Click “Print” button to view the Staff Workload T5 for the selected Department.
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Staff WorkLoad [Form:T5]

SolectDepartment  TAMLL \5_'_'«3_11_1_’/
_ Step2  [pin] [Refiesh
e

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
Stepl: 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.

Step 1
Monthly Course Coverage Report [Format:TLP4]

Program Section [ [z'

Select month & Year |2011 Step 2

.\\

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

[FORMATTLP5] Marks List (Internal Test) Step1 -

Program section =

Subject [ Step 2
W™

Test Component 2

— Step 3
Step4  [printMarks List| [Refresh] P /

Figure 65.1

65.5 To View TLP5 — Internal Marks List follow steps below
Stepl: 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
Stepl: 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

[FORMAT:TLP6] Result Analysis Report (Internal Test)

Step 1

Program section | \_/
[—1

Test Component I

Step 2

NI Print Result Analysis \—-/

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
Stepl: 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.

Attendance Percentage Above E 50 Ep;l/

Graduation Type PG Step 2 j‘
> Step 3
Program Section M.Sc. - Computer Science tep
ey G

Semester Step 4 | E]

Step 5 Print (Refresh
> N ——

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

Stepl: 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

Datewise Attendance Abstract

Attendance Date: | [07.01-201 Step |
.

Absent Count | Attedance Entry Count StepZ I|
e

Figure

68.1
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Datewise Attendance Abstract

Aftendance Date: ‘{]?—01—2{]1 3 IE]
ENENEN NN
B.A -Economics-Regulation 2010 210
B.A -Economics-Regulation 2011 161 29 13 17 9 11
B.A -Economics-Regulation 2012 209 9 22 18 29
B.A -English Literature-Regulation 2010 70 4 3 3 3 3
B.A -English Literature-Regulation 2011 63 10 3 ) 9 3
B.A -English Literature-Regulation 2012 70 21 16 22 15
B.A.-History-Regulation 2010 105 0 0 0 0 0
B.A -History-Regulation 2011 68 29 6 12 19 19
LB A -Historv-Reaulation 2012 75 1 18 29 29 29
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
Stepl: Select From Date and To Date by default current date will be displayed.
Step2: Click “Go” button to view Attendance Status of Staff.

Staff Attendance Entry status

FromDale  [22 |[Nowmowr [=]2012 St€D 1 Joale [0 |[apa »]2013
2| 212 J g
Step? )
P 7

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

Firstline Infotech Pvt. Ltd., ( Confidential) Page 112 of 126



Academic Module — User Manual

Attendance Entry

70.5 To view the Students Attendance Report follow steps below

Stepl: 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

STUDENTS ATTENDANCE ABSTRACT

Attendance Date From® 01-04-2014 To' 04-09-2014 iez—l/
Attendance (%) Between 0 50 Step 2
. ,/
Report Type ©' Abstract Report ~ Letter to Pare ief_i/
List Students Active [+ | &1/
Remarks
_ Step>5 2
v \,\‘thow 1st Semester-Shift 1 8

v 14MT - B.Sc. Maths 1st Semester-Shift | A

7| 14PB - B.Sc. Plant Biology 1st Semester-Shift | A
V! 14PH - B.Sc. Physics 1st Semester-Shift 1 A

W] 14SO - B.A. Sociology 1st Semester-Shift | A

[V 14ST - B.Sc. Statistics 1st Semester-Shift | A

v 147TL - B.A. Tamil liter. 1st Semester-Shift | A

m

v 14VC - B.Sc. Visual communication 1st Semester-Shift | A

_ Step E/J Print Attendance Abstract| | Refresh

Figure 70.1
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COLLEGE (AUTONOMOUS)
STUDENTS ATTENDANCE BETWEEN 50 and 100 %
ATTENDANCE DATE BETWEEN 22-11-2012 and 30-04-2013
*THA-Total Hour Absent,*TH-Total Hour, *0D-0n Duty [70hrs{14days™5hrs)], *CL-Casual Leave, *ML-Medical Leave,,*DA-Disciplinary Actions
CALCULATION - Att. without OD(%): 100-((THA+OD+CL+ML+DA) [TH*100)
CALCULATION - Att. With OD(%): 100-((THA+{OD-70)+CL+ML+DA)/TH*100) [OD till 70 hrs considered as present]
Att. without Att. with
* * * * * *
SL.No. Dept No. Student Name THA *0D CL ML *DA *TH OD(%) OD(%)
10AZ - B.Sc. Advanced Zoology 6th Semester-Shift T A
1| 09-AZ-029 GODWNM XAVIER X 74 3 0 0 0| 284 72.89 73.94
2| 09-A7-048 JAYACHANDRAN S 57 0 0 0 0| 279 79.57 79.57
3| 10-AZ-001 PAUL BENJAMIN CLEMENT 97 0 0 0 0| 316 69.30 69.30
4| 10-AZ-002 LAWRANCEI 16 0 0 0 0 316 094.94 94.94
5| 10-AZ-003 |CLINTON ] MICHAEL 25 0 0 0 0| 316 92.09 92.09
6| 10-AZ-004 ANTON J MICHAEL 24 0 0 0 0 316 92.41 92.41
7| 10-AZ-005 TONIO MATHEW 14 0 0 0 0 316 95.57 95.57
8| 10-A7-006 |GOLI SUNDER 41 0 18 3 0 316 80.38 80.38
9| 10-AZ-007 WIGNESH D 76 0 0 0 0 316 75.95 75.95
10 | 10-A7Z-008 \CYRIL SIMON FERNANDO A 65 0 0 0 0 316 79.43 79.43
11| 10-AZ-009 JOHN BERKUMANS ] 46 0 0 0 0 316 85.44 85.44
12 | 10-AZ-010 TARUN S 72 0 0 0 0 316 77.22 77.22
13 | 10-AZ-011 |SAM VAISHAK THILAK M S 37 0 0 0 0 316 88.20 88.29
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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ACADEMY USAGE STATISTICS

COLLEGE (AUTONOMOUS)
Student Count Timetable Slot Attendance
S.No. | Program Semester Section il?;égtr;d ilﬁfé?;t:ltad Count gfjg’ted & Min Date | Max Date | Entered Approved
1 10EC - BA. Econonmics 6th Semester-Shift | A 48 4 0 o| 2211 |20 269 269
2 | 10EC - BA Economics 6th Semester-Shift | B 59 54 0 o| 2211|1204 311 311
3 | 11EC-BA Economics 4th Semester-Shift | A &5 61 0 o| 2211|080+ 352 352
4 | 12EC-BA Economics 2nd Semester-Shift | A 80 80 0 o| 2211|1204 342 342
& B.A -Economics 0 0 0 0 0 0
& | 10EL-B.A English 6th Semester-Shift | A 70 70 0 0 551121‘ gg;ﬂ;' 270 270
7 | 11EL-BA English 4th Semester-Shift | A 64 63 0 0 335?’ ;3;034’ 338 338
&  |12EL-BA English 2nd Semester-Shift| A 70 70 0 0 gg]g‘ gg;ﬂ;' 323 323
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

Office Name LOYOLA COLLEGE (AUTONOMOUS) SHIFT II Step 1

Program Name B.BA-Business Adminisaton [U.G ieﬁ/ \M/
Semester 2 Step 3 )

Regulation 2011

Subject HT 4205-WORLD HISTORY w

Registration Limit 115 Step 6
Type Allied Optional Step 7
Step 8 (Save| |View] [Refiesh) -
Figure 72.1

i Course Registration Slot Master

Office Mame

[«] [4]

Program Mame

Semester

[« [4]

Subject

Registration Limit

|
|
|
Regulation |
|
|
|

Type

id

B.Sc-Advanced COLLEGE PH 3204-PHYSICS FOR ; Allied 1 X
Zoology (AUTONOMOUS) BIOLOGY Optional

, BSc-Adanced COLLEGE CH 3204-BIOCHEMISTRY - Allied E X
Zoology (AUTONOMOUS) FOR BIOLOGISTICS |l Optional

; BSc-Advanced COLLEGE PB 3206-GENERAL - Allied o X
Zoology (AUTONOMOUS) MICROBIOLOGY Optional

, BSc-Adanced COLLEGE PB 3300-HERBAL - Elective . X
Zoology (AUTONOMOUS) MEDICINE General

Figure 72.2
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72.5 To Configure Student Subject follow steps below
Stepl: 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

Stepl: 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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© Slot Limit Configuration

Program Name i ieil—_/

Semester

Regulation

Type

Office S 5

. tep

Slot Limit . ‘/

Figure 73.1
- S

© Slot Limit Configuration

Program Name ‘ E

Semaester

Regulation

Type
Office
Slot Limit ‘ ‘

e

B.5c.-Advanced Zoology [UG - Full COLLEGE 3 2012 Allied 1 X
Time] (AUTONOMOUS) Optional
B.5c.-Advanced Zoology [UG - Full COLLEGE Elective
= Time] (AUTONOMOUS) : S General L X
3 B.Sc_-Advanced Zoolagy [UG - Full COLLEGE 3 2012 Part IV X
Time] (AUTONOMOUS) Language
LOYOLA,
B.Com.-Corporate Secretaryship [UG - COLLEGE Allied
. Full Time] (AUTONOMOUS) g i Optional L X
SHIFT Il
LOYOLA,
B.Com.-Corporate Secretaryship [UG -  COLLEGE Elective
5 Full Time] (AUTONOMOUS)  ° 012 oneral L X
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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
Stepl: Select Subject Name from the list.
Step2: Select Student Name from the list.
Step3: Click “Save” button to assign the Compulsory Subjects

: Step 1
Subject Name APPLIED MATHEMATICS [#]

Student Name SAIVARUNANE Step 2

Step 3 : Save| [ View jRefresh'

Figure 74.1
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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

Student Course Registration Controller

Allowed: Students can register courses
* Course Registration Restricted: Students are restricted from registering courses
SLR: Slot Limit Required

COLLEGE (AUTOMOMOUS) B_A -Economics 3 d
COLLEGE (AUTONOMOUS) B_A -English Literature 3
COLLEGE (AUTOMOMOUS) B_A -History 3 Restricted
COLLEGE (AUTOMOMOUS) B_A -Sociology 3 Restricted
COLLEGE (AUTONOMOUS) B.A Taml Literaime 3
COLLEGE (AUTONOMOUS) B Com.-Commence 3
COLLEGE (AUTOMOMOUS) B.Sc.-Advanced Zoology 3 Restrnicted
COLLEGE (AUTOMOMOUS) e 3 Pp—
COLLEGE (AUTOMOMOUS) TEr e e 3
COLLEGE (AUTOMOMOUS) B.Sc.-Physics 3
COLLEGE (AUTOMOMOUS) B.Sc.-Plant Biology 3 e
Figure 75.1
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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

Stepl: 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.

STUDENT COURSE REGISTRATION
Step 1 )

N > 2

Student Mame

Register MNo.

Program, Semester &
Section

Institution

Shift

Figure 76.1
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STUDENT COURSE REGISTRATION

Student Name™ ADHAVAN R +]

Register Mo. 12-EC-055

Pmgram, Semester & oee B A Economics 2nd Semester-Shilt | A

Section
Institution COLLEGE [(AUTONOMOUS)
Shift COLLEGE (AUTONOMOUS)

Allied Optional Selected of [JJj] reauirea
- Subject Code Subject Description Registerad m

[[] S0 3202 INDIAM SOCIAL PROBLEMS

CO 3204 ACCOUNTING FOR MAMAGERS 35 35 0

Elective General  Selected of required
- Subject Code Subject Description Registered m

[ CO 3304 PERSONAL INVESTMENT

[C]  WC 3300 FILM APPRECIATION 53 53 0
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EL 3300 ENGLISH FOR JOURNALISM 66 61
CO 3305 BUSINESS ORGANIZATION AND MANAGEMENT 70 70
PB 3300 HERBAL MEDICINE 50 22
CH 3300 CHEMISTRY IN EVERYDAY LIFE 40 18

28

22

1 TL3302 BASIC TAMIL - 1 1000 125

1 LS 3300 SANSKRIT - GEN. ELECTIVE - | 1000 6

V] FR3042 BASIC FRENCH 1000 281

1 LH 3300 BASIC ADMINISTRATIVE HINDI 1000 294
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

875

994

719

706
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COURSE REGISTERED REPORT

EC

EL

HT

S0

TL

co

o O O O O O

@ Course Registered Students List ' Course not Registered Students List ' Both

n Reg“laﬁo“

B.A -Economics

B.A -English
Literature

B.A -History

B.A -Sociology

B A -Tamil
Literature

B.Com.-Commerce

B Sc.-Advanced
Zoology

2012

2012

2012

2012

2012

2012

2012

m

n Subject Code | Subject Description| Regulation n Program & Section

0

AGRICULTURAL
ENTOMOLOGY,
AGRICULTURAL
ENTOMOLOGY
LAB

AZ 3200

CLINICAL

AZ3300  tecqNIQUES

BIOCHEMISTRY
FOR
BIOLOGISTICS I

CH 3204

CHEMISTRY IN

CH 3300 EVERYDAY LIFE

ACCOUNTING

€O 3204 FOR MAMNAGERS

PRINCIPLES OF
MARKETING

Figure 77.1

CO 3207

2012

2012

2012

2012

2012

2012

COURSE REGISTERED STUDENTS LIST

]

o O O O O O

12A7 - B.Sc. Advanced Zoology
2nd Semester-Shift | A

12CH - B.Sc. Chemistry 2nd
Semester-Shift | A

12C0 - B.Com. Commerce 2nd
Semester-Shift | A

12C0 - B.Com. Commerce 2nd
Semester-Shift | B

12EC - B.A. Economics 2nd
Semester-Shift | A

12EL - B.A_ English 2nd
Semester-Shift | A

12HT - B.A_ History 2nd
Semester-Shift | A

m

. | Register No. Student Name Allied Optional Elective General

B.A.-Economics

2EC - B.A. Economics 2nd Semester-Shift| A

1 12-EC-001
2 12-EC-002
3 12-EC-004
4 12-EC-005
5 12-EC-006
6 12-EC-007
7 12-EC-008
8 12-EC-009
9 12-EC-010
10 12-EC-011
11 12-EC-012

MUKILAN P
VIGNESHWAR M
KEVIN ANDREWS A

FRANCE ARO STALIN M

KARTHIGEYAN S
GOPIKRISHNAK R
AGNEL J

RAJKIRAN M
GNANASEKAR J
SANTHOSH AMBROKE
SHIVSHANKER S

CO 3204-ACCOUNTING FOR MANAGERS
CO 3204-ACCOUNTING FOR MANAGERS
CO 3204-ACCOUNTING FOR MANAGERS
CO 3204-ACCOUNTING FOR MANAGERS
SO 3202-INDIAN SOCIAL PROBLEMS
CO 3204-ACCOUNTING FOR MANAGERS
SO 3202-INDIAN SOCIAL PROBLEMS
S0 3202-INDIAN SOCIAL PROBLEMS
S0 3202-INDIAN SOCIAL PROBLEMS
CO 3204-ACCOUNTING FOR MANAGERS
SO 3202-INDIAN SOCIAL PROBLEMS

C0O 3305-BUSINESS ORGANIZATION ANL

S50 3300-SOCIAL BEHAVIOUR

CO 3304-PERSONAL INVESTMENT
CO 3304-PERSONAL INVESTMENT

50 3300-SOCIAL BEHAVIOUR
HT 3300-AMERICAN STUDIES

CO 3305-BUSINESS ORGANIZATION ANC

S50 3300-SOCIAL BEHAVIOUR

ST 3301-BASIC STATISTICAL TECHNIQU

VC 3300-FILM APPRECIATION
HT 3300-AMERICAN STUDIES

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
Stepl: 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.

Course Registration Report

Step 1
Subject Name |AZ 3200-AGRICULTURAL ENTOMOLOGY, AGRICULTURAL ENTOMC. v

Step 2
\ P Generate Report
H.H""-n_

Figure 78.1
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ALLIED OPTIONAL REGISTRATION

Subject: AZ 3200-AGRICULTURAL ENTOMOLOGY. AGRICULTURAL ENTOMOLOGY LAB

Sho [Reerto Jmaotme

COLLEGE (AUTONOMOUS)

B.Sc. Chemistry
1 12-CH-003 MANNANMAN W

2 12-CH-005 SENTHAMILNATHAN M
3 12-CH-006 SURESHKUMAR D

4 12-CH-008 RAVIP A

5 12-CH-014 KARTHICK V

6 12-CH-017 SEBASTIAN M

7 12-CH-022 JOHMN PHILOMIN S

8 12-CH-039 JEGAPRIYAN A

8 12-CH-044 VISHNUKUMAR P

10 12-CH-048 VASANTHA KUMAR D

1 12-CH-052 PETER PRADEEF R

12 12-CH-053 ARUL RAJESHD

Figure 78.2
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I Masters

1. Workforce Masters

1. A. Division Type

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

Division Type Master

Division Type”

~ Step1 'New [‘u’iew] Refresh

Step 4

Figure 1 A1

Division Type Master

Division Type® Academic j_l_ﬂi:i‘/

Step 3 ;pave] [Refresh]

i

Figure 1 A2
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1.5. To create Division Type follow steps below
Stepl: 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. Division

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
Division Type" Academic Step 1
piir ! D[l
Division® Computer Science] Step2
Step3 | Save |‘u’iew| Refresh
o Step 4
Figure | B.1

1.B.5. To make a new entry follow these steps,
Stepl: Select the Division Type from the list.
Step2: Enter Division for the Selected Division Type.
Step3: Click “Save” button to complete the Division entry.

Firstline Infotech Pvt. Ltd., (Confidential) Page 5 of 80
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Step4: Click “View” button to view and modify the existing divisions.

1. C. Office Division

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

Office Wise Divisions Linkage

Office Hame : Office Name

Step 1
Step3  |save| |view| [Refresh L/

Step 4
n Divizion Type
secretary Office Hon Academic
Ll Stiz// Academic
[Tl MATHEMATICS Academic
MEDIA ARTS Academic
Figure 1.C.1

1.C.5. To make a new entry follow these steps,
Stepl: 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.
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Step5: Click “Back” button to go Office Division Page.

Office Wise Divisions Linkage

Office Name : Office Name TEL

m

Hostel Office Non Academic

Figure 1.C .2

1. D. Designation

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
Designation Master
Designation’ Deputy Registrar Step 1
MJ
Short Designation DR| Step 2
W [‘wew] [F‘.efresh
Figure 1.D.1
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1.D.5. To make a new entry follow these steps,
Stepl: 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

Employee Category

Enter Employee Category Teaching Staffs S\tep1/

Step 2 [‘Sawe] [Refresh] [‘u’iew1 Step 3
NSN— NSN—

Figure 1.E.1

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

Employee Details

Employee Code/Mame® Step 1 /Tj

[Llpdate] [Refresh]

Figure 1.F.1

1.F.5 To make entry follow steps below
Stepl: 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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iyt Cote Marma' Jesu Das [18.05.1961) =
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aze of Birtht 18051981 ﬁ’:ﬂw. z":
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[rmad JesudasiPgmail com
Comerarsny” B E
Empioyes Stabes ALTIVE
Caste” AASARI E]
ATy Imdikn |E'|
Morher Tongee Tand & Step2  ypdate | | Refresh ff__/
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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Category Wise Employees

Empioyes Category * Neon Teaching Aided \Sie_p_I‘/

Ho. of Employees Selected: 0/ 5

Employes -
1 Josu Daz A Accountant

L] LOHON Hostal Office
2 7] vowonz Lowts D Cherieal Hostel Office
i \Stipj—'/rx Raja R Maintenance Manager  Hostel Office
4 "] vowot4 Thirurnalai E Office Assiseant Hastel Office
5 [ LoHos Prazanth M Office Assistant Haostel Office
Step 4
‘-\.,\__‘1_
Step 3 Sav-e] [ﬂew] [Reﬂesh]
Figure 1.G.1

1. G.5. To make a new entry follow these steps,
Stepl: 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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Establishment Code® Btep 1 y P4ET
Employer Comtribationtt 12 ' Step i../
Employer Comribaion?  Gten3 12
P.F. Account Bank e 55 Step 4 9
Step 3 (save | | view | | Refresh
-
Figure 1.H.1

1.H.5. To make a new entry follow these steps,
Stepl: Enter Establishment Code for EPF.
Step2: Enter Employer Contributionl.
Step3: Enter Employer Contribution2.
Step4: Enter P.F. Account Bank.
Step5: Click “Save” button to complete the EPF Master

1. 1. EPF Account Number Entry

1. 1.1 Intended Audience
HR Manager
1. 1.2 Usage
This interface enables users create EPF Account Number
1. 1.3 Menu Access
Main Menu >>Workforce >> Master>> Workforce Masters >> EPF Account
Number Entry
1. 1.4 Dependency

Employee Master
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EPF Account Number Entry

Employee Name" Step 1
o __./
EPF Ac t Humber'
coun umoer Stﬂp_?. J,r'
i,
Open Date®
pen Date . %Step?r )
Step4"/5we View | | Print | | Refresh|
Step 5
Figure 1. 1.1

1. 1.5 To make entry follow steps below
Stepl: 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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EPF Account Number Entry

Employee Hame® Step 1_-/
EPF Ac t Humber*
coun umDper Step:—] J,r'
-
Open Date’
pen Date X Step 3 > )
Step 4 t.Save| | View | | Print | | Refresh |
Step 3
Figure 1. J.1

1. J.5 To make entry follow steps below
Stepl: 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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EPF Pension Account Close

Employee Name' Abraham. ¥ - B )
Step2  Account Close | | View | | Refresh
—— Step 3
Figure 1.K.1

1.K.5 To make entry follow steps below
Stepl: 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
Stepl: 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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Employee Wise Bank Accounts

Office Salary Account Sub Head ' 06750100007932 gog . Step 1 EI
S -l
Employee Salary Bank Name Axis Bank-AXIS Step2
e

Employee Mame ' DOMINIC SAVIO L Step 3 )
Bank Account No 9283749 Step 4

g -
Open Date’ 01-10-2014 Step 3 y

Step 6 . save | [ view | Refresh]

Figure 1.L.1

2. Payroll Masters

2. A. Pay Component Group

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
Pay Component Group Mame® Loss of Pay \EEL/
Pay Component Group Short Name® LOA ‘ Step 2
- Step 3 ;Save | view | [Refresh
Step 4
Figure 2.A.1
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2.A.5 To make entry follow steps below
Stepl: 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. Pay Component

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

Pay Component Name" Basic Pay SIEP‘ 1
T —

Pay Component Short Hame® Basic Step 2

- -
Pay Component Description” Basic Actual Pay Stgp 3

- e —
Pay Component Group® All Eamings L Step L’_/
Display Format® 99,99,99,999.99 Step 3 )
= "-\.\_|_-_-_-.-'

) Step 6 _./-,Sa'-.rax View | ?Ftal‘resh]

Figure 2.B.1
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2. B.5 To make new entry follow steps below
Stepl: 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. Pay Type

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

Pay Type

Pay Type” Consolidate ftil -
Step 2 M ['u’iew] [w
Step 3
Figure 2.C.1
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2.C.5 To make Pay Type follow steps below
Stepl: 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. Pay Structure

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
Stepl: 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.
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Pay Structure - Configuration

Pay Name' Regular Pay Step 1
Pay Type Regular IE‘M\-——/J
Pay Component” HRA Percentage E

Pay Component Group SIEP 2 All Eamings E
Computation Method * \‘—-‘/ Calculate From Fixed Due IEI
Processing Order * 10 E

Display Order 0

Display Format’ 99.99

Total Required Yes |E|
Applicable For All Yes IE'

Taxable No [+]

Round to Digits 2

R Left ' Right ~ LeftTotal — Right Total
Acquittance Row

2
w [lfiew] Refresh

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
Stepl: 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.

Office Wise Pay Structure

Office”  COLLEGE (AUTONOMOUS) Step 1 [+]

M | view | Refresh
step 4
BT )
1 ¥

Consolidate Pay

 Step2
2 Regular Pay Fl \"—-"/

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

Employee Wise Pay Structure

Pay Structure” Reqular Pay

Eﬂf_lzj & List All employees

Step 3 ZSa'ure] Imew] [Refresh]

Step 4 No.of Employees Selected: 579 / 906

o3 —

B ade10 Admission Data Entry Data Entry Staff Admission Office

E ABLAD Admission Data Entry Data Entry Staff Admission Office

Fl Admission Data Entry Data Entry Staff Admission Office

E ADE14 Admission Data Entry Data Entry Staff Admission Office

l ADE1S Admission Data Entry Data Entry Staff Admission Office

El ADE16 Admission Data Entry Data Entry Staff Admission Office

al ADE1T Admission Data Entry Data Entry Staff Admission Office

Figure 2.F.1
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2.F.5 To assign Pay Structure follow steps below
Stepl: 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. Employee Wise Pay Component

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
Stepl: 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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Employee Wise Pay Component
Pay Structure” Regular Pay Step 1 |E|
Pay Component” Professional Tax

W '-..l"ew] Refresh
Step 5

ployees assigned: 333 Unassigned: 71 Total: 404

H En;:p:";.:u m T m HH

1 COMSB4  VISALAKSHI P. L. ASST.PROF. BBA Corporate
2 CHEZ Vijayakumar A Asst. Professor CHEMISTRY \S‘iﬂ,}
3 CHES Rejalakshmi. P Asst. Professor CHEMISTRY B
4  CHES4 Jaccob. M - D5T Inspire Faculty CHEMISTRY |
Figure 2.G.1

2. H. Pay Period

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
Stepl: 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.

Pay Period
Pay Type" Regular El \Ei?_{_/

Pay Period" Oct 2014 Step 2

et 01-10-2014 =
Step 3
To Date® 29-10-2014 " o
Mo. of days® 29 Step 5

Step4  5ave | | View | | Refresh
-_—

Figure 2.H.1

Pay Period View

Regular JANUARY 2015 01-Jan-2015 31-Jan-2015 31.0

7 Regular DECEMEER 2014 01-Dec-2014  31-Dec-2014 31.0

3 Regular NOVEMBER 2014 01-Nov-2014 30-Nov-2014 30.0

4  Regular OCTOBER 2014 01-Oct-2014  31-Oct-2014 31.0

5  Regular SEPTEMBER 2014 01-Sep-2014 30-Sep-2014 30.0

6  Regular AUGLST 2014 01-Aug-2014 31-Aug-2014 31.0
Figure 2.H.2
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2. 1. Employee Wise Pay Ledger Link

2.1.1. Intended Audience
HR Manager
2.1.2 Usage
This interface enables users to link Employee and Pay Ledger.
2.1.3 Menu Access
Main Menu >> Workforce >>Master>> Payroll Masters >>Employee Wise Pay Ledger Link
2.1.4 Dependency
Pay Structure, Pay Component, Employee Maser and Account Subhead
2.1.5 To Link Employee Wise Pay Ledger follow steps below
Stepl: 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.

Employee Wise Pay Ledger Link

Pay Structure” Regular Staff Step 1 |E|
_
Pay Component’ EFF Basic Step 2 E
— ”
Employee Name” Abdul Sukkur M Step 3 Fl
Ledger Name" Advance for Expenses Abdul Sukkur Step 4 .
5 5 | | I . S
te] Save | | View | | Refresh
gy -+ CETOsh |
e Step 6
Figure 2.1.2
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Il 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

Fixed Due Entry - Multiple Employees

Pay Structure-Pay Compo Etil/ Regular Pay - Special Pay Full |E|
s,
List All Office Emplo &
— g2
e
USE TAB Key for Save

(I e ey [ e == == =
SELF

1 000k 12975  Mariyan. R - OA SUPPORTING 24-May-1968 0 0.00
OFF.
Anitha Elavarasi Sk
T o 19664 A EAVAIAS:  Receptionist L IFE - DEPT 23-Jan-1986 10000.00 \_1__,_/
3 00487 00487  PROF.WILSOM.5 c FH OFFICE - SHIFT 1 01-Jan-1960 25000.00 0.00
A 5. M GE -1 a 1
4 00744 00744 SWAMIKANNU  Attender OFFICE - SHIFT 1 (1-Jan-1960  10500.00 0.00
AMichael £ilf
5 @I;m @I < RETIRED STAFF  SUPPORTING  01-Jan-1980  9000.00 0.00
(Retd.,) -
OFF.
Figure 3.1
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4.5 To make entry follow steps below

Stepl: 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

Multiple Employees Fixed Due Approval

Pay Structure - Pay Component” Regular Pay - Festral Advance \‘S‘tti_p_i/ E

List &ll Office Employees El

Refresh

SELF
il 1 OO0 12975 SUPPORTING Mariyan. R - 0A 24-May-1968 0-Feb-2014 200.00
OFF.
-
Step3  jApprove |Reject

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

Stepl: 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
Stepl: 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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rynamic Due Entry - Multiple Employees

Fay Structure / Pay Component *

Do Dazs®

List A1 Offfice Employess

Step 3
\\N--;:E_-"/

Reagular Pay - Managemeant Loan

23-10-2014

Step 2
.

Step 1

USE TAB Key |

Existing
:Elrl'l Value

L] O T 44
5 mm

& x4t

6.

D44

axm

0X4

Martyan, B -

Anitha Elavarasi. M -

PROF.WILSON.S

W AR EANNL

& Mickael (Retd. ) -

Anthafy. R

SELF SUPPORTING OFF,
Fecepiionist LIFE - DEPT
GARDEN INCHARGE OFFICE - SHFT 1
Artender OFFICE - SIaFT 1
RETIRED STAFF SELF SUPPORTIMNG OFF.
04 MASHTEMAHCE
Figure 5.1

Employeewise Dynamic Amount Approval

6.1 Intended Audience
HR Manager

6.2 Usage

24-May-1968

13 Jan- 1584

O« Jan- 1960

Gl dane 1900

0f-Jan- 1580

39- - 1954

This interface enables user to Approve Employeewise Dynamic Amount.

6.3 Menu Access

0.00

0.00

3000.00

0.0

200000

Step 4

0.00
0.00
0.00

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

Stepl: 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.

Firstline Infotech Pvt. Ltd., (Confidential)

Page 30 of 80



Worforce — User Manual

Dynamic Due Approval - Multiple Employees

Pay Structwre / Pay Component’ Regular Pay - Frofesssonal Tax

List All Office Employess ™
mmmmmu

000§ 12975 SIJF'PGR'I'IHG Mariyan. R - 0& I-Oct-2014  24-May-1968  00-Feb-2014  400.00
OFF.

\?E/ —— ) Total Amount  400.0

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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Automatic Periodic Due Posting

Pay Structure” Regular Pay

Step 1
Pay Component” Income Tax \ff__/
Step 2
Employee Hame” Midhya. B - \___E_P__/’l

Save | | Refresh \ftff__/
Step 12
Due Months® \————-—‘/

q[q

L January & February El March ¥l April ~ May &l June
<) July Y angust = September ¥ october I November Y1 pecember
All Months f Odd E Cle Il
aSh®E . Step 4 )_m Odd Even Clear All
e —
Reference Mumber 34545

Step 5
\-____.-—/ Automatic Due - MNithya from Oct 2014|

Remarks

I5 recurring due

Total Due Amount \‘S_EL/ 5000

Humber of Dues® 5 \Stiﬁ/
Current Due Number” \-S-Ei/ 2

First / Mext Due Date’ 29-10-2014 .\‘SEE‘/

Due Amount 1000
Amount Collected so far Stgp 11 0
| 2 I 29-0ct-2014 | 1000.0 | 2000.0
| 3 | 29-Nov-2014 | 1000.0 | 3000.0
| 4 I 29-Dec-2014 | 1000.0 | 4000.0
| 5 I 29-Jan-2015 | 1000.0 | 5000.0
Figure 7.1
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7.5 To make entry on Automatic Periodic Due Posting follow steps below

Stepl:
Step2:
Step3:
Step4:
Step5:
Step6:
Step7:
Step8:
Step9:

Select Pay Structure from the list.

Select Pay Component from the list.

Select Employee Name from the list whose have periodic Due.
Select Due Months Option as in Figure 6.1

Enter Reference Number for the selected employee.

Enter Remarks for Automatic periodic Due Posting if required.
Enter Total Due Amount.

Enter Number of Dues.

Enter Current Due Amount.

Stepl10: Enter Next Due Date.

Stepl1: 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

8.2. Usage

HR Manager

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
Stepl: 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.

Loss of Pay - Entry

Pay Structure” Regular Pay \Stiﬂ_/
List All Office
Pay Period” ff—/ JANUARY 2015[2015-01-01-2015-01-31][w]
Division® CHEMISTRY | Step3 [#]
Employee Category’ All Category [+]
Refresh

Use TAB key for SAVE

m-m“m Ln“ﬂp-‘n‘r’

CHEZ3 Vijayakumar & Asst. Professor \S-T’/
?  CHE3S 14018 Rajalakshmi. P Asst. Professor 3 0 X
3 CHES4 17843 Jaccob. M D5T Inspire Faculty 3 Step 3
H-\-"‘-\_ _/
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

Employee Stop Salary

v

Employee Hame* St ep 1 y Admission Team - Aravindan 3 E
. [ ——
Current Salary Office LLEGE (AUTONOM Step}]
F
Stop Date” 01-10-2014 Step 3 —
Stop Salary Type' Resigned Stepd )
; .._\_\_\_\_-_-.-.,
StepS  Save| |view| | Refresh

S ——

Figure 9.1

9.5 To make Stop Salary follow steps below

Stepl: 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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Employee Stop Salary
Step 6
N ey Ty [reweyeeg 7 © g e gy

1 ECO48 Diana Josephine - Asst. Professor TEMPORARY STAFF 20-Mow-2013 Resigned
2 Com(28 Justin Rayappa. J - Aszst. Professor COMMERCE 13-Mar-2014 Resigned
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
Stepl: 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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Employee Rejoin

Employee Hame® Mavamani. A - St cp 1 y E|
Re-Joining Office & Current Status LEGE (AUT . NOMOUS) Resig Step 2 )
Rejoin Date’ 30-10-2014 Step 3 ~
In Experience Caculaion exclude the duration of absence?” | Step5 ) ~—
Step4Jsme] (vew] Rekesn]
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

Stepl: 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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0 Havigar' ~saction = Payrol
' tep 1

Salary Office ™ '_'/I Head Office ) Posting Office’ Al Offces A

Pary Stnsctura’ Step 2 s 1 Py Pt ™ Jurse 2016 )
- -

L —

Emplioyes Category Al Offices 4 Dvisicn 1
% Load Employees Process Pay Delete Pay Hesel

A.Ma, Emp.Code EmpMame S'[ED i‘- J St Ep? J SIED B .

Chech AN Chide AN Bver] dabection

1 1018 LA MOk LLAR ML House Kedping LT, O Processed Mot yet Approved Process Delete

S‘[ED 6 FABAKUMAR J Faculty Aracemic Processed Mot yet Approved Frocess Delete

3 115 RAJEEY B K Faculty Academic Processed Mot yet Approved Process Delete
4 ii4% CHAMDRASERAR D Faculty Aadermic Processed Mot yet Approved Process Delate
5 1146 JEROLD RUDARA) J Faculty A arbemi Processed Mot yet Approved Process Dl te
& 1158 R JESHHUMLAR A lnst ot g Processed Mot yet Approaved Process Delete
7 1200 HARTHEEAN R Faculty Academic Procesied Mot yat Appravid Process Dslete
B 1201 SUDHA D Exaim Cor Academic Procisdid Mot yot Approvid Frocess Delete
¥ 2052 SALIKALA L Faculty ALacimic Frocessed Mot yet Approved Process Delete

L] 20 RAMGARAIAN V5 Faculty A acderic Processed Mot yet Approved Process Delete

n 20410 AMITELA MANSA| Faculty Al Processed Mot yet Approved Process Delete

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
Stepl: 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.

Payroll Approval

Pay Structure’ Reguiar Pay Step 1 [+]

Pay Period’ DECEMBER 2012 Step 2

i Sten3 ) 1o 7

! Payroll Process - Status

[coie [ocomier | e | e ]

=y — —
1 CHEZ} 13009 Wijayakumar A& Asst. Prof. Approved
7 CHEIS 14018 Rajalakshei, P Asst. Prof. Approved
1 COM40D 11880 Jesephine Sangiths - Asst. Prof. Approved
4 COMES 16850 RAJESWARL. M ASST.PROF. Approved

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
Stepl: 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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COMPUTA OF INCOME TAX

Choose Financial Year: 2013-2014 @
Pay Period From  Step 2 -2013 To 28-02-2014

Vijayaku A
Employee Hame lajm mar @ﬁﬂ lConmlT] [BM HJ\ST/
Step 3 Stepb
. 1.4fja'y.uju.|m A Designation : \"“-.__...--‘/1 Aszzt. Profestor
Department : | CHEMISTRY PAN Ho. AKBPYSTSTE
SALARY INCOME : INCOME TAX ALREADY COMPUTED
&. Salary Rs. 313663.0
b. Exam Remuneration Step 5 e 5806.00
"
c. Remuneration received from other institutes Rs. 0.00
d. Pay revision and arrears Rs. 22562.00
1. Total Rs. 363743.00
a. Transport Allowance Rs. 0.00
b. Research Allowance Rs. 0.00
2. Less : Exemption (Total of Transport and Ressarch Allowance) [a+b] Rs. 0.00
3. Gross Salary (1 - 2) Ris. 3638743.00

Figure 13.1
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4. Less : House rent Allowance Ufs 10{13A)

Actual rent paid (Rs. ) Rs. F2000.00

10% of salary (Basic Pay + GP + DA Rs. 28931.0

a. Rent paid in excess of 10% of salary if Rs. 40617.00

b. HRA Received Rs. 19396.0

c. 50% of salary (Pay + GP + DA) Rs. 144655.0
5. Net Salary (3 - Least of 4a, b, or c) Rs. 347573.00
6. Less : Deduction U/s. 16(iii) Professional Tax Rs. 2180.0
7. Net Salary (5 - &) Rs. 345333.00
B. Deduction U/s. 24 (Interest paid on Housing Loan)
{Max. 150000 Rs. 0.00
9. Balance (7 - 8) Rs. 345333.00
10. a)Deduction Under Chapter VIA: U/s. BOD Mediclaim Policy Rs. 0.00
(Max.15000)
b) U/s. BOCCF Inf Bond
m,:ax_j;mm] nfrastructure Bonds Rs. 0.00
c) U/s. BOG : One day salary for Thane Cyclone Rs. 0.00
c) U/s. BOU :Physically challenged Persons Rs. 0.00

Figure 13.2
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11. Gross Taxable Income (9 - 10) 34538300
12, Less : Chapter VI A U/s, 80C

Provdident Fund Rs. 26321.0

LIC Premium Es. 48180.00

Public Provident Fund / Postal Fs. 0.00

MN5C Principal / FD Rs. 0.00

HE Loan Principal Rs. 0.00

Tuition Fee Rs. 0.00
Total Deduction under section B0C (Max. 1,00,000/-) Rs. F7443.00
13. Taxable Income (11 - 12) 267340.00
Less: Tax Exemption 2000
14. Tax on Income 479400
15. Add: Education Cess 3% 144.00
Less: Tax deducted at source 4538.00
16, Total Tax Payable (14 +15) Stgp? 4938.00

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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Income Tax Posting

% Concern Financial Year — Concern Month \S-EE-PJ‘/

Flnancial Year 20132014 \S_t_ﬂ_pi/
Pay Component Regular Pay - Income Tax Stﬂp 3
Taxatde Tax Amount
Designation Income | Amount | Collected
(Rs.} (23 8] [Rs.}
Antonysamy. 5 Aszst., Professor EUPT1 MREY - 288310.00 T036.0 TO36.00 0.0
Step 4 3 Joseph Sandhanam. H.C SENIOR OFFICE - SHIFT 1 225250.00  540.0  541.00 0.0
&z e oo o -
- ) SYSTEM COMPUTER
LA 12899 Rubert Jebastin Joy HISTRATOR " 237820.00 18350 1835.00 0.0
= SYSTEM COMPUTER
Flal 13382 Peter Wenisch. 5 HISTRATOR ¥ 2123650.00 3760 37600 0.0

Total Amount Paid (Rs.) 0.00

Figure 14.1

14.5. To Post Income Tax, follow these steps,
Stepl: 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

Choose Financial Year: 2014-2015 l§, Step 1)
Choose Quarter StEP 2 J Cluariar 1 B m SS—
B5SR Code of the Bank Branch Date on which tax depositen P __/ Challan Serial Humber
BSR 9009 Step 4 ) 31-10-2014 2323
\ e _____________________________________________________________________________________ ________________________________ |
Already
Paid
5. Ho Adreniani
{Rs)
(& CHES Rajalakshmi, P Asst. Professor CHEMISTRY 4TT250.00 26497.0
Step 5 Total Amount Paid (Rs.) 26497
172 L
Figure 15.1

15.5 To generate Form 16, follow steps below

Stepl: 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

Loss of Pay - Attendance Entry

Pay Structura’ Reqular |E]

List All Office il

Pay Period’ June 2&1&[2&1&%4&1-201&%-30]
Employee Category Teachng [+]

Refrash
Use TAB key for SAVE
e e e e
10471 NARESH M Marketing Executive 8 0 X
1 20487 BALAMURUGAN M Marketing Executive 23 0 X
3 20470 SUNIL KUMAR R MARKET ING MANAGER 30 0
<>
Figure 16.1
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16.5 To Calculate LOP from Biometric Attendance, follow steps below

Stepl: 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.

Il Reports

17 . List of Employees

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

Firstline Infotech Pvt. Ltd., (Confidential) Page 47 of 80



Worforce — User Manual

List of Employees

Division® All Division =]
Employee Category Step 1 All Employee Category E'
Course Type" - All Course Type E]
Gender” All Gender El

Retigion” All Religion =]
Community” \‘S_t_'?:i_,,rin Community [+]
Office Catesory’ All Office: Category [+]

i"_f’_/ Step4  Generste] | Print| [Export] [Refresh)
Employes’s

I TN BT N TN R T

D¥vision Mame: RACE - DEPT

1 Richard. M.P. 15750 COORDINATOR 13-Mar-1978 01 -Aug-2014

r Robert Sebvam 12657 Asst. Professor 17-Apr-1979 16-Jun-2004 0=

3 Wiliam Tarchies. C 15327 RC 12-May-1%84 05-Jun-200% Hot Provided
4 Tesu. J 16173 oA 30-May-1974 24-Jun-2000 Hot Provided

Division Mame: REACHOUT CAFE

5 Jayasealan. K SEL320 Cashier 15-Jan-1974 N -Sep-2014
& Jayaseelan. P SEL322? Mamager 29-May- 1987 M -Sep-2014
Figure 17.1

17.5 To view List of Employees, follow steps below
Stepl: 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

0 GE (AUTONOMOU S

Acquittance Roll.A4

Pay Structure” Reguisr Pay Step 1 Pay Period®  AUGUST 2014 Step 2
Employee Category” Al Employee Category Step 3 |fi Division* (SSC) VIS COMM Stcp4 l:l
M 2 Records in Other Page 3 \—/

Step 5 r&mau]@[nehnn]
1. Month & Year AUGUST 2014
Basc 16,690.00
Gr. Pay 4,500.00
Spl Pay 0.00
DA 1059500 NET
MRA $298.00 Mgmt PF
CCA 1,080.00 Mgmnt Cont ES!
Med. Alow. 0.00 Add. PF Cont
OTHER AL oo0
Assoc 000
Fest Adv 000

Figure 18.1

18.5 To view Acquittance Roll — A4 follow these steps,

Stepl: 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,
Stepl: 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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Acquittance Roll-Lengthy

COLLEGE (AUTORONOL 5)
Pay Struciure” Regular Pay \S-tff_l.‘/ |E| Pay Period®  SEPFTEMBER 2013 \ StEP 2 J
Emplayes Category” Al Employes Category Step 3 Devision® Al Division IEI

Step 4
Vit Line : c \-3/

Stepd  [Generste] [Frint] [Refresn]

Division : ($5C) FRENCH

Division : ($3C) M.LT

Wonth & Year . SEPTEMBER 2013

Code . Zoo1T Date of knc. .

Name . ROBERT SELVAM.D Seale of Pay . Reguier

Designation . Asst Professor Pan Card No. : AZUPRADOIN

DOJ : Bank AIC No. < 12657

DoB . 17-Apr-1979 EFF AT No. -

Posting Office . (AUTONOMOUS) SHIFT I

Basic : 13,576.00 CCA : 366.00

Gr. Pay : 3660000 Med Alow. ] 61.00 ::'l - 2;'?::_:
Spl Pay : 0.00 OTHER AL : gpp 9™ "k

DA : 579000 Assac. : et Gy
HRA : 1,769.00 Fest Adv. : Sy telrdei o 5 L

Figure 19.1

20. Automatic Periodic Due Detailed View

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
Stepl: 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)

Automatic Due Detailed View

Pay Structure Hame® Regular Pay SIEP 1

Pay Period’ 2014-10-01 - 2014-10-L_ Step 2 9 .
Pay Companent Nam_ Step 3 ) Professional Tax [+]
. -
e e T T
1 06871 Joseph. A 0.00 150.00
2 08296 Emelda Rani. § 0.00 550.00
3 000 Mariyan. R 0.00 500.00
4 002 Anitha Elvarasi. M 0.00 400.00
Total: 1,800.00
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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Employee Wise Dynamic Amount - Report
Pay Structure / Pay Component’ Regular Pay - Professional Tax Step 1
From Date * Step 2 31-10-2014 To Date’ 31-10-2014
~ Step3 (Print| | Refresh|
2] o [ I S
T o0 19664 Anitha Elavarasi. M - Receptionist LIFE-DEPT 31-Oct-2014
2 06871 06871 Joseph. A - OA OFFICE - SHIFT 1 31-Oct-2014  350.00
3 0829 08296 Emelda Rani. S - TYPIST OFFICE - SHIFT 1 31-0ct-2014  550.00
4 000 12975 Mariyan. R - OA SELF SUPPORTING OFF. 31-Oct-2014  500.00
Figure 21.1

21.5 To view Employee Wise Dynamic Amount report, follow steps below
Stepl: 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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Component Wise Pay Details

Range Bebween: And

Pay Component” Basic Pay \H_S-_I_EE-IJJ [Optional]
Lo pEon

Division Hame HEALTH CENTRE

J

s
From Date’ (1.00-2014 e ~— To Date” 30-00-2014 (=]

SLHo. | AFC. No. Emp. Code Employes Hame SIEP 4 J Division Designation PaN Ho. sepld

Pay Component : Basic Pay

1| 1e4se | 16458 | Pradesp HEALTH CENTRE | LAB ASST. |CHGPPSIZEE | 792000
2 17616 17616 Anand Prasad HEALTH CENTRE DOCTOR AWWPRAT13ED 1870000
Total : 26620.00

Figure 22.1

22.5 To view Component Wise Pay Details, follow steps below
Stepl: 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
Stepl: Select Employee Name from the list.
Step2: Select From Date and To Date.
Step3: Click “Generate” button to view the Employee Wise Pay Details.

Employee Wise Pay Details

Employee Name/Code” Vincent Vijayaraj - Step 1

From Dote® |071-09-2014 To Date”  31-10-2014 f_tfi./

Step3  Generste] |Print] | Refresh |

e T T BT

Swoiz Vincent Vijayaraj - Asst. Professor SOCLAL WORK
Pay Structure Mame : Regular Pay
Pay Periods
Pay Components SEPTEMBER 2014 OCTORBER 2014 Total Amount
Basic Pay (E) 16,070.00) 16,070.00 32,140.00
Grade Pay 4,500.00| 4,500.00 9,000, 00
Special Pay 0.00 0.00
D& 10,285.00 10,285.00 20,570.00
HRA 5,143.00 5,143.00 10,286.00
CCA 1,029.00 1,029.00 2,058.00
Medical Allowance 0.00 0.00
Other Allowance 0.00 0.00
Gross Salary 37,027.00 17,027.00 74,054.00
Loss OF Pay Days 0.0 0.0
PF Sub 1,800.00/ 1,800.00 3,600.00
ESI 0.00 0.00 '
Management Loan 0.00 1,000.00 1.000.00
CCLUB 100.00 100.00 200.00
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
| cetablshmemRepr |
g ovevesosemecaon

For the: Monih of SEPFTEMEBER 2014

Choose Pay Structure” Regulas Pay [ Stﬁp 1 Choose Pay Period’ SEFTEMBER 2014 [2014-09-01 - 2014-09-30
Choose Office * Step 3 LLEGE (AUTONOMOUS) =) \__S_T_/
i Basic
Gr. Pay
_ Step4
Spl Pay »_H_____,-/
b
o HEA
7 CCA
Med. Allow.,
ETHER AL
7 GROSS
LoP Days [0k, \E_":?i‘/
Figure 24.1
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Establishment Report

For the Month of SEPTEMBER 2014

Choose Pay

. , Regular Pay | = | Choose Pay Period®  SEPTEMBER 2014 [2014-09-01 - 2014-09-30] |~ |

Choose Office * COLLEGE (AUTOMOMOIONOMOL B

[Pﬂ'nl] 'h'ln-d'rhr(}umpunam]

Step 6

sl Mo Branch / Office Hame "‘\__//

Basic HRA CCA GROSS Total Ded, HET

COLLEGE
1 37.20,843.00 12,81,223.00 2,26,688.00 1,03,08,364.00 13,68,792.00 £9,39,572.00
(AUTOHOMOUS) ! !

Grand Total:  37,20,843.00 12,81,223.00  2,26,688.00 1,03,08,364.00 13,68,792.00 €9,39,572.00

Basic HRA CCA GROSS Total Ded, HET

Figure 24.2

24.5 To view Establishment Report follow steps below
Stepl: 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
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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

Employee’s ESI Report

Choose Pay Structure  Regular Others E] Select Month & Year®  May ief_z/mmwbmaw NonTeach-ngE

ief—l/ Generate| | Refresh | ~ Step3

INSTITUTE OF SCIEN? Step4 Y AND ADVANCED STUDIES

Employees E.S.I. Recovery Register

I H - —

Bakyalakshmi.P 3176 Attender 31.00 6,000.00 105.00 Yes
2 Ganesan.A 2578 Admin Officer 31.00 10,600.00 186.00 Yes
Network Support
3 Manikandan.A nn £ 30.00 6,775.00 115.00 Yes
4 Nallathambi.B 4021 Lab Instructor 30.00 8,177.00 144.00 Yes
S Rajkumar.5.).M 4052 Lab Assistant 29.00 7,483.00 131.00 Yes
6 Suguna.V 4051 Lab Instructor 15.50 4,500.00 79.00 Yes
Grand Total 43,535.00 764.00
Employees Contribution @ 1.75% Rs: 764.00
Employer Contribution @ 4.75% Rs: 2,068.00
Total Rs: 2,832.00
Figure 25.1
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25.5 To view Employees ESI Report follow steps below
Stepl: 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.  Festival advance Report

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

Employee Wise Festj

Employee Mame / Code® Jagannathan.R Step 1 [+]
N 7
From Date’ 01-09-2014 To Date” 03-11-2014
Step 2 ) Step 3 Enerate
b b
S——
HOD Career CAREER
7001 Jagannathan.R Development DEVELOPMENT
Centre CENTRE
T S R
60000.00
1 September 2014 REG 10,000.00 Step 4
2 October 2014 REG 10,000.00 \_/
Closing Balance 40000.0
Figure 26.1
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26.5 To view Festival Advance Report, follow steps below

Stepl: 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
Stepl: 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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COLLEGE (AUTONOAUTONOMOUS)

Pay Structure® Regular Pay Step 1 [+]

Pay Period’ SEPTEMBER 2014 iﬂl_’f/

Pay Component” Med. Allow, E

Employee Category’ All Employee Category \_SE,./ [*]
Employes

5

Ha Account
M

COMP, SCI1{MCA}

1 LCAS  CSCOZ 10794 Magarajan. 5. A - ASST.PROF. 100.00

Step 4
\i_/ Total: 10000

2 LCAS  ORIOS 12006  Logeswar. G - Asst. Professor 61.00

Total: &1.00

Grand Total: 161.00

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
Stepl: 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.

Pay Mode
Pay Structure®

Pay Period’

Employee Category”

Step 1
Bank Mode

o . /
Regular Pay

AUGUST 2014
All Employee Category

 Print | Refresh |

COLLEGE (AUTONOMOUONOMOUS)

AUGUST 2014 Regular Pay Pay - for All Employee Category

Employee
SL. No
Code il First & midname Designation Basic DA HRA CCcA Mad.
No. Allow.
1 COMB4 16739 VISALAKSHL. P. L. ASST.PROF. 12,700.00 8,600.00 4,300.00 860.00 0.00
2 CHE23 13009 Vijayakumar A Asst. Prof. 16,690.00 10,595.00 5,298.00 1,060.00 0.00
3 CHE3S 14018 Rajalakshmi. P Asst. Prof Step 4 7470.00 9,985.00 4,993.00 999.00 0.00
4 COM26 11955 Sushama Rajan. P - Asst. Prof. 17,%%0.00 11,245.00 5,623.00 1,125.00 0.00
5 cOMm3z 12337 Jesu Kulandai Raj. A - Asst. Prof. 19,370.00 11,935.00 5,968.00 1,194.00 0.00
b COM40 11880 Josephine Sangitha - Asst. Prof. 16,690.00 10,595.00 5,298.00 1,060.00  0.00
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

BANK STATEMENT

COLLEGE (AUTONOMUTONOMOUS)
For the Month of AUGUST 2014

Choose Pay Structure: Regular Pay Zicil/

Step 2
Choose Pay Period: AUGUST 2014 [2014-08-01 - 2014-08-3, %3 ~
Choose Office Salary Account Subhead: 171201000001083 108 COLLEGE

Choose Employee Bank Name: {ANl Banks] _ Step 4

Choose Employee Category: Teaching [ ief—s/

[ :MkcountOponDchu Jan

Step 6  [Go) |ExportExcel] |Print)

81 No ‘ Account No Employee Name

1 00000 Ms. Amala Anandhi. D - 20,000.00

2 " 00000 Ms. Bemi. CM. - 20,000.00

3 00004 CO-OPT Society 82,590.00

4 ‘01083 Management Contribution PF 25,740.00

S ‘01083 Management Loan 2,500.00
Figure 29.1

Firstline Infotech Pvt. Ltd., (Confidential) Page 63 of 80



Worforce — User Manual

29.5 To view Bank Statement follow steps below
Stepl: 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
Stepl: 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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pployee Stop Salary Status Report

From Date’ 01.06-2014 Step 1 ToDste’ 03-11-2014
.
Office Name®  COLLEGE (AUTONOMOUS) [F]  Stop Satary Type" A Stop Satary Type ie_pf/
a2 Step4 enerse] (Proe] [Rekesh

1 COM%2 Clemence Jenifer. S- Asst. Professor COMMERCE 10-Jun-2014  Resigned

ECO Tanda Mary Kuncherla-  Asst. Professor TEMPORARY STAFF 30-Jun-2014  Resigned
3 w0 Bharathidasan. S COORDINATOR PU-LC TWINNING 30-Jun-2014  Resigned
4 COMOT0 Alexander.Y- Lecturer COMMERCE 30-Jun-2014  Resigned
S 17671 Jeyasiogh Babu Rex.A:  PROGRAM MANAGER  LOYOLA FM 30-Jun-2014  Resigned
6 13498 Neeta. S COORDINATOR RACE - DEPT 31-Jul2014  Resigned
7 STAY  Sharon Varghese. A Asst. Professor TEMPORARY STAFF 31-Aug- 2014 Resigned
§ 0000t  Alan Godfrey. A- COORDINATOR Loyols Student Support Senvices  31-Aug2014  Resigned
9 ENGY0  Beel. C.- Asst. Professor TEMPORARY STAFF 30-Sep-2014 Resigned
10 13564 Navamanl. A Asst. Professor TEMPORARY STAFF 105ep-2014  Resigned
11 SEL303  Angels Nancy. T- P.A. to Principal OFFICE - SHIFT 1 30-5ep-2014  Resigned

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
Stepl: 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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Printing PaySlip

Pay Strue turs® Regular Pay \EE_,J [+]

Pay Period” MOVEMBER 2013 Step 2

Employes Category” Man Teaching Managemant
Step 3

Division® All Division \I‘:r—/
Ho. of Pay SHp per Page 2 m

" Stﬂpq’ I.|IEI=H:|:|'|I-I4;|I |Hu'lrﬂh|

I\-\-‘-"‘-|_

Figure 31.1
COLLEGE (AUTONOM{AUTONCHMOUS)
Chennai - 600034

PAY3LIP FOR THE MONTH OF NOVEMBER 2013
DEPARTMENT: COMFUTER ACADEMY INDIAN OVERSEAS BANK-08583
MAME: Mr. Lazar B DESIGHNATION: Computer Technician

GEHNEERAL EARBNINGS DEDUCTIONS
Basic (F) 8,370.00 |Basic 8,370.00 |PP Sub. 1,716.00
. Pay (F) 1,100.00 |se. Pay 1,100.00 |Mgt. Loan 1,000.00
DA (F) 4,830.00 |pa 4,830.00 |Coop. Bociety 3,679.00
Med, Al. (F) 61.00 |ppa 1,500.00 |Assoc. 1,275.00
GROSS FULL 16,161.0 |apen 200.00
Med. Allow. 61.00
GROS55 16, 161.00 Total Ded. 7,670.00
HET Pay (R=.): 8,491.00 (Pupees Eight Thousand Four Hundred Hinety One only)
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

Salary Difference Report

Repart for the month of Septamber 2074 REG iy
Step 1

Step 2 i
August
Sepbember

Employes Category Mame : Teaching

1 CAREER DEVELOPMENT CENTRE 4 1,03, 840,00 4 1,06, 200,00 i 3,640.00

2 Higher Officials 5 1,56, 760,00 5 2,18,87.00 o 42,111.00

3 Pharmaceuticsl Chemistry 1 25,000.00 1 25, 000,00 il 0,00

4  Pharmaceutics z 53,414.00 i 70, 000,00 i -16,586.00

5  Pharmacognosy 1 30,000.00 1 10,645.00 ] 19,355.00

& Pharmacology 1 25,246.00 1 2217100 0 3,065.00
Figure 32.1

32.5 To view Salary Difference Report, follow steps below

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

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

Stepl: 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)

Abstract Salary Report

Pay Structure’  Step 1 ) Regular Staff E
T ..-"'
Pay Period* February 2014 REG  Step 2 [+]
—
Office Name” All Office Step 3
Employee Category” Mon Teaching
Step 4 IE]
Figure 33.1
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Salary Component wise Salary Abstract

PayComponents PayComponents

Over Time 0.00  EPF Basic (Full) 6,24,083.00
Basic PF 5,44, 753.00  Arrear Days 94,00
Basic Pay 5,52,406.00  EPF Basic 5,66,614.00
House Rent Allowance 6,40,025.00  LoP Amount 1,%6,328.00
Corveyance Allowance %1,408.00  Mo.of Leave Surrender 0.00
Over Time Amount 0.00  Leave Surrender Amount 0.00
Arrear 49.889.00  Employer Provident Fund 6y, 76200
Salary Arrear 0.00  ES.L 13,0586.00
Other Earnings 9,000.00  Caution Deposit 0.00
Fine 0.00

Other Deductions 0.00

Salary Advance 0.00

Telephone Deduction 4,789.00

TOS (IT) 33,500.00

Festival Allowance 97.550.00

CIDTT 0.00

Transport Deducton 0.00

Professional Tax 1,11,225.00

Emploveer Contribution 0.00

Het Gross 18,87,481.00 Deduction Total 3,27,882.00
Met Pay: 15,59,599.00

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

Loss of Pay List

Choose Office®

| Chrompet Area Centre Step 1 )

~—

Choose Pay Period*®
Step2™)

| Nowvember 2011

N N T [N

Figure 34.1

34.5 To view the Loss of Pay list, follow steps below
Stepl: Select Office Name from the list.

1 5 RAMADASS Sales Assistant Chitlapakkam - 1 300
z2 0131 G MOHAR Sales Assistant Chrompet Area Centre 300
3 0167 K.JAYARAMAN Sales Assistant Chrompet Area Centre 15.0
4 187 G.MAMNI Sales Assistant KDCCWS (H.O) 30.0
5 089 P S CHINMAKULAMTHAI Sales Man Madipakkam - 11 18.0
6 0as3 M KOTTESWARI Sales Man Radha Magar -2 30.0
7 0133 K 3SNASAMKARAM Sales Assistant R BICOLOMNY 2 3.0
g 0189 KALAMELL Sales Assistant Tambaram- 5 300
9 011 R.EUGUMA Sales Assistant Thiruneer Malai 15.0

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

Firstline Infotech Pvt. Ltd., (Confidential)

Page 70 of 80



Worforce — User Manual

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

Dificn Moy EDUCATIONAL TRUST E | Aberaa Repsn
—

kﬂlﬂj
Pay Ragulw S S )
Py Parind” Jaraary 2003 Ry = -

IWK\SE?/ Al Emgloyee Categery F Step4
Shvasce” ADUINIS TRATION E)v}

Step5 =
(=] Mool
LoP Over Amsar Bansz Leave  Salary
-1 Qo Ll Al Bt HRA  Cosillios Tema Ames LeEe
Mo Cos e o P8 e o Amt Sumenge AL Amewr

EPF 51 Caw Dept Fine MM: TeleCedu TOS  FestMllom CIDTT Traes Dede. Prof Tax Deductions Net Pay

i ror . o 00 0 00 10,750 00 oo 8430 22Te - 1] -] am - 1-] 0.0 - 1]
Miberdaall Db GMAEN—ITB om0 om0 900 0 0o 1eeem om 000 000 258800 mie2
[TET ] 1=K &) [T LX) [EE T arm -} am - 1-} [T7] -1l
2202 0BBOBO 102 TOD Whuesli Dbver M0N0 e

e 11 oo 000 oo 900 1 1=-] 000 182500 00D [+ 1] Qo0 255000 BER
0.0 00 053 90, 780.00 10,780 00 '] -] ] [ v ] =] [:1: ] [ 1-] 000 -1}

3 oy K [ — e 2004
- B o 000 000 000 000 000 000 000 060 80  om 000 O
. ey . 00 Qued 32 10, 750,00 000 8450 03, 782.00 ¥t ] -} [+ -] 1=} 000 - 1]
MINNTE Ecgevan Db N TR 9% 0 oM 0 0% 0@ 15em oM 000 000 L8000 B162

ry e

T e i ey D0 008 0001075000 000 eam B3TeIB0 AW B 888 05 0 &
Fagn TTé 189 oo 00 o Q00 oo 00 1500 000 [+ 1] o0 248300 BT
1.0 000 080 BEDDDO TETOD 2248 0188800 oty 1] -] am - 1-] .00 - 1]

LY Claboer  Ofdlae 3008
o — WO 000 000 000 000 000 000 8300 009 000 000 131800 agee
7 00 ouRd D2 400000 00D ] 2400 1,400.00 20000 -} [+ 1 -] 1=} 000 1]

0y Amama B Adpa® 18Jun-2011
e m 1~ (- -] e 900 - 1--] (-1 -] - 1--I 1] am 1] T 2.0
o £135000 1093700 79048 2400 837 2818 O o0 o0 000 0
Jamg ¥ 1=} o -1 1] 0 TrHEM 0D [-1--] @00 1,815,000 40 THR,

Figure 35.1
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35.5 To view Pay Details follow steps below
Stepl: 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

Stepl: 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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IT Statement

Choose Financial Year: 2013-2014 El
(Go| | Export Excel| | Export Statement | [ Print all]
e e NS = W = ===
Venkatalakshmi. 5 COMPUTER SCIENCE AKBEPY5215D 5,664.00
2 CsCrT Regina. M COMPUTER SCIENCE AJTPR53B9R 2,930.00
3 C5CT8 Mester Jeyakumar. M COMPUTER SCIENCE AMPPN3914K 3,389.00
4 CSCE1 Amali Asha, A COMPUTER SCIENCE | BGIPADBSSC 0.00
5 C5CB2 Amali Mary Bastina COMPUTER. ACADEMY 0.00
& CSCB4 Deeba. M COMPUTER SCIENCE | BPIPD&935A 373.00
7 CSCBe Sivasakthi. M COMPUTER SCIENCE CFOPMB485A 0.00
B ECO12 Chithra Regis ECONOMICS ARWPCTTSIP 7,509.00
¢ ECO18 Mariyappan. A ECONOMICS AODTZPMBEETA 5,302.00
10 ECO22 Saritha. R ECONOMICS BGMPR%623J 6,%08.00
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
Stepl: 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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Salary Registe

(hoose Financial Year: 2014-201% Step 1
From Date 01032013 Step 2 To Date 2802-2014

(mpioree Name o & — ‘@o Step4
@ Step 3 \‘_‘\__—/

Employee Name VIOGRAM, A Teaching
Date of Birth 29.06.1970 Department GRANT IN NOED B LEVEL
Date of Appointment 16.06.2000

nn C“' cumem (J”r' = gt

MARCH 2013 1463600 0.00 9331.00 1769.00 61.00 0.00 2362300 0.00

2 APRIL 2013 1463600 0.00 3660.00 9331.00 1769.00 34600 6100 .00 %2300 000
3 MAY 2013 1463600 0.00 3466000 33100 1765.00 34600 61.00 0.0 %2300 000
4 JUNE 2013 1463600 0.00 3660.00 13100 1769.00 34600 61.00 0.00 ¥%823.00 000
S JULY 2013 146600 0.00  3660.00 9331.00 1769.00 34600  61.00 0.00 %230 000
6 AUGUST 2013 1463600 0.00 364000 9331.00 1765.00 34600 61.00 (XY %2300 000
7 SEPTEMBER 2013 143600 0.00 3660.00 §331.00 1765.00 34600 61.00 0.00 %823.00 000
3 OCTOBER 2013 1463600 0.00 3660.00 9331.00 1769.00 34600 61.00 .00 9230 000
9 NOVEMBER 2013 1463400 0.00 1440.00 9331.00 1765.00 34600 61.00 0.00 7’0230 000
10 DECEMEER 2013 1937000 0.00  4500.00 W0 200900 9.0 000 0.00 k0 000
" JANUARY 2014 1937000 000  4500.00 WQ.00 200900 9.0 000 (Ne] nnw 00
n FEBRUARY 2014 1937000 0.00 4500.00 wa.m 200900 S97.00 QOO 0.0 nnw ow
Grand Total : 1,89,834.00 0.00 46,440.00 1,16,205.00 22,008.00 5,085.00 549.00 0.00 3,80,121.00 0.00

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

%l.No  Employes Code Employes Hame PAH Humber Tax Amount
1 |oRHOS Antonysamy. S OUTREACH DEPT - A.P. 1 ARTPAZ148K 7,036.00 | [Print
2 |104e Joseph Sandhanam. N.C OFFICE - SHIFT 1 AILIPJ0998G 541,00
3 [128% Rubert Jebastin Joy COMPUTER ACADEMY AMEPRO914G 1,835.00
4 13382 Peter Wenisch. § COMPUTER ACADEMY BWTPP8411Q 376.00
5 [13503 Jasephine Jayashanthi. | TAMIL ATRPJ7190A 8,887.00
6 [13803 P.S.Albert COMPUTER ACADEMY BAGPAOSH1F 2,763.00
7 |15 M.John Gilbert CONTROLLER OF EXAMS OFF. | ATIPJ6327N 1,926.00
Figure 38.1

38.5. To view Form 16, follow these steps
Stepl: 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
Stepl: 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)

Employees Provident Fund Deduction List

COLLEGE (AUTONOMOU 5)ONOMOU 5)

Establishemment Code - TNASITS/

For the Month of JULY 2014 (Non Teaching Management)

Choose Pay

Period for
| Structure’ Regular Pay ! 3}_}_{/ Statement’

Sl

Yearly Report Form 3A Revised
| Choose Employee  Non Teaching Management _— Step3 s
| Category” Pont| Q

Figure 39.1
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Account

LK
. S50 Mo

Name of e Member(in Block letter)

Wages retaming
allowances it any &
DA ncludang
CONCHLION Paid

during the currency
penod

sS4

1 2% CHELLAN. S - 15,874.00
2 9 PARTHIBAN. M - 28,310.00 780.00 239

3 W CLINT EASTWOOD - 27,710.00 780.00 239

E 98 ANTONISAMY, J 29,803.00 780.00 239

5 ws JESPER DAISY JOSEPH DENMNIS - 19,855.00 780.00 239

5 606 MARIYAN. R - 10,040.00 780.00 239

7 647 ARUNKANNAN. AP, (BR. (888) - 30,050.00 780.00 239

653 LOURDUSAMY. K - 14,576.00 780.00 239

: Grand Total: 25,74,105.00 1,17,780.00 36,089.00 81,691.00
Employee P.F + Employer P.F. -Alc No 1 1,53,865.00
25,74,105.00 * 1.10% -Alc No 2 28,315.16 Administrative Chargers
Employer Pension - Afc No 10 81,691.00

25,74,105.00 * 0.50% - Ale No 21 12,870.52 Linked Insurance

25,74,105.00 * 0.01% -Alc No 22 257.41 Inspection Chargers

Total 2,77,003.09

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
Payrol

| Process

Firstline Infotech Pvt.

Ltd., (Confidential)
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40.5. To view Professional Tax Report follow steps below
Stepl: 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.

Pay Structure’ Reguiat Pay Stepl [v]

From Pay Period’ FEBRUARY 2014 <l

To Pay Period’ AUGUST 2014 ._\Step2 {

Employee Category’ Al Category =

Dlviskon® Al Division ; ie_pj/

Step 4

14016 JR ACCT, 1,095.00 1,095.00

1 im AMichasl (Rerd, ) RETIRED STAFF 0.00 0.00

3 14825 A, Thomas,S.J BURSAR 0.00 0.00

B 09764 AMAL RAJ, A JA 0.00 0.00

5 S0C18 ANDREW MICHAEL. S AssL. Professor 0.00 0.00

6 011252 ANTHONI SAGAYARAJ. T Ja 0.00 0.00
Figure 40.1
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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

Stepl: 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.

Sy Offce ol O A O \
Py Strctr e By e doe 2t \

Employee Category Al Offices Division Al Offes \

Recovery Group Pay (omponent

Chose Repo Reot 1 Page Wi R
nim Report | Resel

Figure 41.1
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ALL OFFICES COLLEGE - 3RLARY FOR THE MONTH OF JUNE 2016
o1 1o Enp Enployee Nane Payment| Bank Account DaFeIOf Fixed |Tot.Working el | 1op Late |LOP Non Tt 108
Code Mode No. Jolning Balary Days Att | Punch
1 10001 | RENJULR BENE 60200152305  |20-06-2012| 38300.00 30.00 0.00) 0.00( 23.00 0.00) 23.00
2 10002 |ABIRRMI 3 BANE  [027601516962 |26-08-2013| 18000.00 30.00] 0.00) 0.00| o0.000 7T.000 7.00
3 10003 | RENTRA BANE (027801516941 |05-05-2012| 33000.00 30.00] 0.30) 0.00 14.50) 0.00| 14.30
4 10007 |MERIAPEEN 3 BRNE 027601516943 |16-08-2012| 27300.00 30.00 0.00| 0.00 2.00 0.00 2.00
i) 10009 | RERER BANE  [027601516%42 |12-08-2013| 21000.00 30,000 0.30) 0.00| 3.000 3000 6.00
b 10011 | SUSILA BANE  [027601516880 |03-06-2012| 27300.00 30,000 0.00) 0.00| 2.000 o0.000 Z2.00
i 10012 | VALARMATHI BANE | 7701348963 14-04-2014| 15100.00 30.00 0.00| 0.00 0.00 6.00 6.00
8 10013 | BANTMATHII R BANE  [02760151€757 |19-03-2013| 10300.00 30.00] 1.00) 0.00| o0.000 &.000 &.00
3 10024 |RATEIRVELU J BANE  [027801516969 |11-06-2014| 15100.00 30,00 0.00) 0.00f o0.000 1.00| 1.00
10 10025 | BANUMATHY BANE | 234601502058 |14-07-2014| 35000.00 30.00 0.00) 0.00( 13.00 0.00) 13.00
11 10027 | JEYANTHI BANE 007701548657 |10-04-2014| 16000.00 30.00 0.00 0.00( 11.00 0.00) 11.00
12 10028 | JOTEI D - 01-01-1300|  &&00.00 30,000 0.00) 0.00 12.000 2.000 14.00
13 10029 |RRJR C BANE 027601516878 |02-05-2014| 11000.00 30.00 0.00) 0.00( 18.00 3.00( 21.00
14 1003 |ANTONY PRRBHU P BANE | 27601516826 02-05-2014| 33000.00 30.00 0.00| 0.00 0.00 1.00 1.00
15 10030 |AYYAPEAN 8 BANE  |60260134B606 |01-09-2011| 27300.00 30.00] 0.00) 0.00 31.000 2.000 30.00
16 10033 | FAMAIARENNLN B BANE 027601516856 |10-12-2014| 12000.00 30.00 0.00) 0.00( 22.00 3,000 25.00
17 10034 MUNIRAT R M BANE | 27601516883 01-09-2014| 24200.00 30.00 0.00| 0.00 0.00 0.00 0.00
18 1004 |THARR DEVI.A BANE (27601517008  |21-02-2013| 32000.00 30.00] 0.00) 0.00 31.c00 1.000 30.00
15 10043 | SEANMUGAERIYAN M P R BANE  [027601516854 |19-03-2013| 13300.00 30,000 0.00) 0.00| o0.000 3.000 3.00
20 10044 | BERMR BANE | 265201503299 |28-03-2011| 50000.00 30.00 0.00| 0.00 0.00 25.00| 25.00
21 10048 | EARTHIREYZN 8 BANE (27601516851  |15-03-2013| 12000.00 30,000 0.00) 0.00| 5.50) 1.00| 6.30
Figure 41.2
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