RAJALAKSHMI for

ENGINEERING COLLEGE N

An AUTONOMOUS Institution years

Affiliated to ANNA UNIVERSITY, Chennai g; éf&%ﬂ‘c'ﬁ
METRIC PARTICULAR

Implementation of e-governance in areas of operation

1. Administration
6.2.3 2. Finance and Accounts
3. Student Admission and Support
4. Examination
REC ERP Document VIEW DOCUMENT

Screenshots VIEW DOCUMENT




RAJALAKSHMI

o

ENGINEERING COLLEGE \
: An AUTONOMOUS Institution years
Affiliated to ANNA UNIVERSITY, Chennai OF ACADEMIC

Estd. 1996 EXCELLENCE

Implementation of

e-governance in Screenshots Page Link
areas of operation No.

Administration i)Managing Staff and Student Details | 01 View Document
ii)Student & Staff Search Details 02 View Document
iii) Staff Role 03 View Document
iv) Work flow Process 04 View Document
Finance and i)Financial Transactions 05 View Document
Accounts ii\Fee Payment 06 View Document
iii)Students Fees due Details 07 View Document
Student Admission | i) Student Admission Portal 08 View Document
and Support ii)Admission Registration Form 09 View Document
Examination i)Scheduling Exams 10 View Document
i) Examination Results 11 View Document

COLLEGE: Rajalakshmi Nagar, Thandalam, Chennal - 602 105, India. Ph.: 044-67181111, 67181112 Email: admin@rajalakshmi.edu.in
CITY OFFICE: 69, New Avadi Road, Kilpauk, Chennai - 600 010, India. Ph.: 044-26442472, 26461316 Fax: 04426445151 Email: cityoffice@rajalakshmi.edu.in
www rajalakshmi.org X :
Rajalakshmi 4
= nstitutions

Recawre the Woaeld needs you




ADMINISTRATION

P Inticx |a-m_]o-;mt|a{ﬁﬂ"a‘:c} 8B Gu @ | O @Wh | Q) Meste | ©) Postir |+ ARAF | §V Unitle | + APV [+ ApWi | we WeTra | @ Wihatl: | OB intgrme (B8 Unifes |08 unfer 08 vo x [ Unfeo | @ Mioor | 4+

€ > C A Notsecure | rajalakshmiin/Ul/Modules/HRMS/ManageStafistudent/Uniia geStudeniStaff asps@FromPersoninfo=Search&BParsantilter s Staff#tPub @ %« 0O ;
l-&!%:_’__.-——' ':.,'——--. - —— - .-;‘—".' :' 3 S e o ——_ . !’ u m Uh

lllallx.sluni 4

hslily (]

Manage Staff and Student Details

Q | i o
Publication & Project
Adiministration (67)

Assessmint (50) Add Publication

Asset Managemoent (3) Edit Delete Type T ConferenceType = Dats = ConferencetJournal Title = Topic =
[} E v No ftiems To Display
Altendance [20)
Add Project
Budg=t (3)
Edit Deleate Title = Rols = startDam = EndDate = RoleDescription = SponsotName = ProjectCost{INR} e
i (i 1 live Lsaching Aid
Basnnoard ih) / x rleraclive lbachng AR fos AuSE Lo ipAL INVESTIGATOR 01-31-2014 04082016 IMPLEMENT THE PROJECT TIOE DST 418 LaKNS
Efticient Prediction and Monitonng AICTE - Reseaich Proposal
Event Details (7) ’ x Tool for Diabetes Patients using Dala  PRINCIPAL INVESTIGATOR 01-06-2015 04-08-2016 IMPLEMENT THE PROJECT o 476 LAKHS

Muning and Sman Phooe System SchemeScheme
Efficient Clasarfier tor Delecting Spam

4 x n Social netwosios through Fealwe PRINCHPAL INVESTIGATOR 01-06-2015 31032016 IMPLEMENT THE PROJECT COMPUTER SQCIETY OF INDIA 30 000
Relgvance Analysis

Help Dacumments (173

Efficaont clasuter for clieecal Ue dats

‘4 x i s capeand o5 CO-INVESTIGATOR 01042011 31032014 IMPLEMENT THE PROJECT AICTE-RPS 7 LAKHS
mutants) through featuro 1eavance i
analyws and classdication I
A Visualzaion ramework lo enhance

7 x the kearning of hearing mpaied Co-tnvestigatar 01-08-2016 04-08-2016 (MPLEMENT THE PROJECT TIDE DIVISION DST 28 56 803 u

chikdren

1-56016 itoms

e -

N A m] IMG_20220905_09..jpg A Showall X

B jpegmin_optimze.zp A [8] MG-20220005-w. jpg A & DsC_2831pG N [® bsc 2792006 ~ (W) Dsc_2789upG ~

AR Type here to search

NG STITUTION 1
LA, CHENMNAY - 602 105.



ADMINISTRATION

1) nbox (80270 | M4 Spam[90)-9c % | (D CHITHAMIAS X | BN @Buers ¥ X | & tmpomus

* | W Pome|Rysal % [0 untesiare x| (D) UnifedPotal x| [ UnfedPoral % | () CrlincFeePs X | @ capay|Sean X | WAz EUEETEX
€ > C & Not | rafalekshmiin/Ui/Modutes/HRMS/ManageStaffStudent/Uni eStafFSt h, g=Search%20Student’ e % 0 (u
jalakshmi @
lustiiutions "
o wow T4 Manage Slafl and Student Search Details
Person Type Name Roll Number Depariment
Admunisuation (67) Studant - Ny 120N o B e A Selecl- &
Emai
Admia Approv -
Admin Maslers (35) I Soarch
Academ:c Counseling Eat  Peisonid Name RrolMumber DeteQtlomng DateQfBarth Sl (0 St Lo gnt et
Eew t 5 ' i S _ _ ! = Fong ) a 2 — Ih A
At b

Group

Admin Subjec!
Regqistration

L Type hete to search

C Light rain

PEI .Z'N’ \7
RAJALAK SHMI ER Gl
A AN AUTONOMOUS O
. w4 THANDALAR, CHER u—h-UOZ 05,




ADMINISTRATION

0 ik (ORZT0) - e xluspmmwm % O CHDHAMIARISHY % | B @) Bslemieain 4 X | o impadis % | @) Home |RajalokshmiE X 8 Unified Poral X @ OnlintFeePoyment| X | @ eaqypay(Search Vi X | + ¥ - & X
€ > C | A Natsecurs | i njUl/Modules/Menu/Uni PRormHeadi inister%20Menu¥%20Rights

Rcl_]dldl\\hm] Q; ; s s s Ty R |

lo-eiiarions
: MENU RIGHTS
Rote
Protessor and Head v

Search By MenwParent Menu

eliler earn el

ficheched v Parert Mot Navigate Url Eoat Virw Field Egit
et atuiny a
-] Assessment Maskery Assesamt
Vaew e Everi Deliin U Mitue A sy UsiVies! socn 1}
Covrve Mater amn Mavkens ~/UliModulestUniCourseMaster aspu
Ueguirtmant Mastes savun Masiens ~/ULModulesUndJeparimeriMaster aspx
o Manhes S Masen A Moo w ookl ider 410 a
Imttistion L slesviis Laray Masiess LN Ao LA NS e e 21
Sectron Master e Massens AL R Ve St iigid ] Q2
Adainisle Sylabus Masler Adwmv Masicen AN s AT LAy dnpe
Rights Lookuphaster Ak Mirslers AL b A 245
Vendor Master PR AL M Wt v e e asters 4
Assessment
(n] Block & Room Masles A My A Ao AN L At 34
(] Company Mastes e Masiers AN Ao U st et v -] a
= Sludent Fec Confitmahon sasenamenl Tramisnom LR KMt T o 1 o s £ i
Create Question Bark Aaserunent Maner ~/UiModulesAinvestonBank, aspc <]
Assessiuen Transactions e a a
(] Schedule Exam Event Avseiumant Toamiasions ~AUIModule/UNIE amEvent a5ps ]
(=] Vw1 vn) S abong s angemerd Trantact AN A AN S S angere =
(] L vl Sbons Fumis Srmen Annriunid Toansachons - AN L Sy sesairerbUnd aimPris e -]
£ Upioad Maiks At Traatons ARy ATl M L
(® Assessmen! Appiovals Assessment

£ Type here to search &, 7

Light ran

= Lo.

RAJALAKSHYI Eé‘u’\’ ERiM
A\J AUTO]\'(.' \’I\IKJS Il' ;
THANDALAR], CHENMAI -




ADMINISTRATION

P Inboe (862700 man. X | M Spom (0 goplbre X | € CHOHAMBARASHAC X | BN @) Bslerosiatic & X | - lnpstis X | I Home [Ryeslhmi® % [ Unbed Busal x

<
]
2]

X

€ > C /A Notseure | in/Ul/Modutes/WorkFlow/UniWflowRights-aspx?FarmHeading=Work%20Flows620Rights 4

Search 8y Roles

Adimimsuation (57)

Role = Approve Reject ViewOnly Forward FormEdit
Admin Appravals (6)

Apcomatant

Accounts Assrslany
Admin Masters (351

Arowits Maspy

Ag ¢ Counsetng | Admmiibatir Asaliod
Uatail

A e Ofde
Academic Counseling - AT SOl O

G
Groupy Avhoibant Adinsdiabee (e

s sce

< . ’
Admin Subjec! ] AL

Reqistraton Aqmatint Syslies Engnecs

Assndani Waiten
Adminsler Menu
Master Asvocie FrikTi £
Aasniate Proteii and WOD W
Adeinislet Wanu
R Campus Managet |

Capenter

Castues

Catenng Manage:
[ Charman

Chaiperson

Caunsellos

Dean

Departiment Co-Ordinatos
[ Depuly Warden
L Director

EDP Asmistant

Elecincal Assistant

Light rain

P Type here to search

Al AUTONU 5 NS
THANDALAM, CHENNAL -




FINANCE & ACCOUNTS
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E-Governance - Unified Portal - Campus Automation System

The country's social and economic success is dependent in great part on its citizens having access to
a vast amount of data and knowledge obtained through new learning channels. It is critical to
ensure that the education sector evolves. In this context, e-Governance can help improve
transparency, provide quick information, disseminate information, improve administrative
efficiency, and provide educational services. All stakeholders, including management and
authorities, teaching and nonteaching personnel, parents, students, alumni, and other government
entities such as the parent university, UGC, and AICTE, should be included in governance as a
concept. All of the aforementioned are factors in active decision-making. It's critical to make sure
that governance is not simply democratic but also responsible and transparent. Accountability and
responsibility are essential components of the system's proper operation. Implementing e-
Government increases accountability, integrity, credibility, transparency, and efficiency in the
institution's day-to-day operations, allowing it to provide effective services to all of its stakeholders.
There will be no communication breakdowns, and data processing will be hastened to facilitate the
flow of information inside the institution. Through connection with industry and society, E-
Governance delivers excellent governance, empowers stakeholders, decreases process costs and
time, and improves administrative performance.

Implementation of e-governance in areas of operation: 1. Administration 2.Finance and
Accounts3.Student Support 4.Examination

Main Objectives

. To use an automation system to digitalize the campus and assure efficient operation in all areas of
the institution’'s management.

. To instill responsibility, honesty, trustworthiness, transparency, and efficiency in the institution's
day-to-day operations.

Roles & Responsibilities

Campus Automation System Team shall be responsible for the following activities:

Staff Management

Academic Management Module

Library Management

Evaluation & Assessment

Finance & Accounts

Administration and maintenance of REC Web Portal

e Gl coRCO B (=
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Implementation Details of Campus Automation System in REC

Rather than the conventional method of employing paper records, it facilitates current management
in the institution. The campus management system delivers complete control of the institution
through the desktop of the Chairperson, Principal, and other management heads, allowing
management to make decisions faster than earlier. Its ability to display the data graphically allows
the users to have a clear view ofteinformation of students, employees, finances, and libraries.

ADMINISTRATION
Administration module will be used to include master data for STAFF, STUDENT, PARENT and ALUMNI.

STUDENT MANAGEMENT

The academic begins with admission and ends with receiving the degree. The software module
should process each phase of a student's life cycle on campus. This module allows the institution to
perform more as follows:

1. Registration of Students.

2. StudentID Card, Promotion/Transfer/Debar/Exit.

3. Maintain student bio-data.

STAFF MANAGEMENT

This module is responsible for all the staff activities, including academic information, scheduling
classes, and so and so forth. This module enables the institution to do the following of other
activities:

Students attendance.

Conduct CAT tests and evaluations

Plan lessons at the beginning of year using Lesson Planner/Daily entry/ lesson plan deviation.
Subject Preference and Subject Allocation.

Event arrangements like Seminars, Sports, Industrial Visits, Projects, Parents’ Meetings, etc.
Event creation is quiet common of functionality which will be used while scheduling all events
like staff meetings,Student meetings, Special Classes, and Training. Through this functionality of
all events can be tracked/sorted.

w.rt event type wise, month wise. Participants with specific criteria can also be selected
through dynamic filter option provided in this functionality.

R ORIDN

ACADEMIC MANEGEMENT

The examination module is responsible for managing and controlling all information about
examinations and their scheduling. This module enables the institution to do the following of other
activities:

Course and Subject Management.

Plan and Conduct internal tests.

View subjects being taken by each department in a year.

Issue hall tickets after checking.

Record CAT and End Semester mark details and performance evaluation.

Access marks obtained by all the students in all exams with Current and Arrears.
Calculate internal marks based on CAT tests and Assignment.

S G (DT [
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PAYROLL

In this module user can manage functionalities like Grade Pay Master, Pay Earning Master, Pay Tax
Master,Professional Tax Master, Pay Tax Section, Grade Pay Earnings Master, Salary Processing, Pay
Slip Generation, Loans and Advances, Pay Transaction Master.

1. Maintain a record of your master accounts, ledgers, and groups.

2. Fee definition management for various seat types, quotas, and concessions.

3. Using Bank Conciliations to manage your bank and cheques

4. Budgeting and financial management are two of the most important aspects of business.

5. Day Book Receipts, Payments, and Journal Transactions

6. Investigate the balance sheet, bank account, and cash book.

LIBRARY

This module will keep track of all the books, magazines, and other publications, as well as their
purchase and distribution information. This module enables the institution to do the following,
among other things:

1. Use barcode systems for faster transactions. Sort books into categories and manage them accordingly.
2. Look over books that are frequently used and more.

3. Inward entries by staff, students, and non-members; rack management; issue, return, lost, and renewal
4. Look through the OPAC and keep an eye on the inventory status.

HRMS

This module is responsible for managing and maintaining all aspects of human resource
development and employee management. Manage staff data entry contains staff personal
information, Family details, Educational information, Prior experience (if any), projects &
publications if they participated, and any additional information such as Bank details, insurance,
etc. All Education and experience certificates canbe uploaded and saved through this functionality.
The institution can use this module to do the following,among other things:

Staff ID card, appraisal, research activities, papers and Manage Bio-Data.
Code, designation, category, scale, slab, allowance, deduction, leave masters.
Apply and approval of leave and loan.

Maintain payroll and generate pay slips.

Staff Profile management.

Biometric Attendance of the staff.

R O

PLACEMENT

In this module user can manage functionalities like Schedule Campus Placement, Student
registration/acceptance, Approve Placement Schedule. Apart from this we have developed
functionalitieslike Update Placement Details and Update Placement attendance.
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HOSTEL MANAGEMENT

In this module various functionalities are added to automate the manual workflow and to
enhance theexisting process in REC Hostels. Key Features in UNIFIED Hostel Module:

Managing Hostel Room Assignments.

Attendance Upload.

High-level and Drilldown view of hostel student attendance.
Leave Request Management.

Device Registration Request Process.

G2 e [ ff =

VISITOR MANAGEMENT
Helps to track the visitors visiting the Staff or the Students, who are being permitted by the
SecurityAdmin for issuing the visitor’s pass & Gate pass.

TRANSPORTATION

In this module users can manage functionalities like Managing the Route Master i.e. entry and
update of Route including the Pickup locations and Parking locations etc. Assigning the routes to a
vehicle and driver, Trip sheet details and Transport request and approval process is also included in
this delivery.
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Administration

Administration module will be used to include master data for STAFF, STUDENT, PARENT and
ALUMNI.Added data will be used in all other further processing in this UNIFIED portal.

Admin Masters

Batch Master

i

Baich Hame

baich code

1
|

= hatch name

20122016
2014-2018
20127
2015-2017
EE ]

2015-2019

2015-2020

This functionality helps in creating the Batch concerning the Departments and Courses.

Below is the process which follows for adding details in Batch Master:

Steps Involved:

1. C(Click Add New.
Enter the Batch Code, Batch Name and Description.
Batch Code and Batch Name are Mandatory fields.

Click Submit.

DA WN

Click Edit for updating the details, Click Update.
Click Delete, Click OK for deleting the details.
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Course Master

n'| COURSE MASTER
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Engnearng

This functionality deals with adding courses of REC. Administering the course can be performed like entry of
masterdata and updating by searching the respective course details.

Below is the process which follows for adding details in Course Master:

Steps Involved:
1. Click Add New.

2. Enter the Course Code, Course Name, Select the Department, Degree, Semester and

EnterDescription.

Click Submit.

owaw

Course Code, Course Name, Department, Degree, Semester are Mandatory fields.

Click Edit for updating the details, Click Update.
Click Delete, Click OK for deleting the details.
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Department Master
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This functionality deals with departments of REC. Administering the departments can be
performed by entry of master data and updating by searching the respective department.

Below is the process which follows for adding details in Department Master:
Steps Involved:

1. Click Add New.

2. Enter the Department Code, Department Name, Department Manager, and Description
and Checkthe Academic Flag for Academic departments and Time Table Flag for Time
Table Processing.

3. Click Submit.

Click Edit for updating the details, Click Update.

5. Click Delete, Click OK for deleting the details.

P
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Job Master
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This functionality deals with creating Teaching and Non-teaching staff designations in REC. All staff
designationscan be entered and updated by using this.

Below is the process which follows for adding details in Job Master:
Steps Involved:

1. ClickAdd New.

Enter the Job Code, Job Name and Description.
Job Code and Job Name are Mandatory fields.
Click Submit.

Click Edit for updating the details, Click Update.
Click Delete, Click OK for deleting the details.

ov A wWN
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Institution Calendar

EEArEED

This functionality helps in adding Academic Year, Exam or Semester details in the institution calendar master.

Each Schedule type should ensure whether the relevant parent information has been added. Process
flow will happen as they are inter-related to schedule type created.

e For Academic Year creation, ensure the START DATE against the COURSE selected and submitted.
e Foradding SEMESTER, ensure ACADEMIC YEAR data has been provided.
e  After creating ACADEMIC YEAR and SEMESTER data successfully, then we can add EXAM

details

Below is the process which follows for adding details in Institution Calendar:

Steps Involved:

1.

nawN

Select Schedule Type, Schedule Type Value, Parent Schedule Type, Parent Schedule.
Start Date and End Date.

Click Submit.

Click Edit for updating the details, Click Update.

Click Delete, Click OK for deleting the details.
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Section Master
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This functionality deals with adding sections to courses based on actual student strength and also allocated
roomstrength. Entry of master data section, data and updating by searching the respective section.

Below is the process which follows for adding details in Section Master:
Steps Involved:

1. Click Add New.

2. Enter the Section Code, Section Name, Select Department, Course, Semester and
EnterDescription.

3. For all Primary Sections, Primary Flag check box has to be selected. If it is Split Class,

PrimaryFlag selection is not Mandatory

Section Code, Section Name, Select Department, Course, Semester are Mandatory fields.

Click Submit.

Click Edit for updating the details, Click Update.

Click Delete, Click OK for deleting the details.

Nowna
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Syllabus Master
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This functionality deals with subject details of REC. Administering subjects can be performed like entry of
master data and updating by searching the respective subject.

Below is the process which follows for adding details in Syllabus Master:
Steps Involved:

1. Select Regulation, Degree, Enter Subject Code, Subject Name, Description, Lecture,
Tutorial,Practical, Credits, Total Period, Distance, Weight age.

2. SelectElective if Elective subject or Lab Flag and Consecutive Flag.

3. Regulation, Degree, Enter Subject Code, Subject Name, Description, Lecture, Tutorial,

Practical,Credits, Total Period, Distance, Weight age are Mandatory fields.

Click Save.

Click Edit for updating the details, Click Update.

6. Click Delete, Click OK for deleting the details.

vk
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Look Up Master

] e
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This functionality helps in adding values in the Dropdown list for all the Modules.

Below is the process which follows for adding details in Look up Master:

Steps Involved:

1.

e B9 [

Enter the details in the Respective and Mandatory Fields.
Enter Lookup Module, Lookup Type, Lookup Meaning are Mandatory fields.

Click Save.
Click Edit for updating the details, Click Update.
Click Delete, Click OK for deleting the details.
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Through this functionality all registered vendor details can be managed. Entry and update of vendor details can
be done using this functionality.

Below is the process which follows for adding details in Vendor Master:
Steps Involved:

1. Click Add Vendor.

2. Selectand Enter the details in the Respective and Mandatory Fields.

3. Name, Service Tax No, PAN No, Payment Term, CST Number, CST Date, TIN or Local ST
Number,Title, First Name, Last Name, Email, Phone are Mandatory fields.
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Click Add Vendor Site.

Select and Enter the details in the Respective and Mandatory Fields.
Address line 1, Address line 2, City, Pin code are Mandatory fields.
Click Submit.

Click Edit for updating the details, Click Update.

Click Delete, Click OK for deleting the details.

WoNO WA

Block & Room Master

Block Search Room Search
Search Blecx Fleor No

-Select- L -

This functionality deals with Buildings and respective Room database of REC . Block master will have details
of eachbuilding with floor details, Block type etc... Respective rooms of each block can be managed through
Room Master.

Both masters can be edited by searching with appropriate values
Below is the process which follows for adding details in Block and Room master:
Steps Involved:
1. Click Add Block.
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-Setect-

Enter and Select the details in the Respective Fields.

Click Save.
Click Edit for updating the details, Click Update.
Click Search Block for searching the Block.

1.
2.
3.
4.
5.

Block Name, Block Code and Block Type are Mandatory fields.

Block Search

Search Block

Room Search
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-Select:
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2. Enter and Select the details in the Respective Fields.

Departmenlt

~Smed- v
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3. Block, Floor No, Room Type, Room Code, Room Capacity, No. of Rows and Columns are
Mandatory fields.
4. Ifwantto Select the Classroom, Click YES.
5. Select the Block No. and Room No.
6. Click Edit for updating the details, Click Update.
7. Click Search for searching the Block and Floor No.
Company Master
- =E
Type *
-Selad- 4 v -Sutack -
= number = type = category = add asstomer !

This functionality helps in adding the details of a New or Existing Company(Vendor) with respect to the
Type andCategory. After adding the details of Company, the respective details of the Company would be
linked to the Vendor Master, Placement.

Below is the process which follows for adding details in Company Master:
Steps Involved:

1. Enter Name, Number, Select Type, Category and Status.

Name, Type, Category and Status are Mandatory fields.

Click Submit.

Click Edit for updating the details, Click Update.

After adding the details of the Company, then click Add Customer it navigates to Company
SiteMaster.

Enter Site Name, Contact Person, Email Address, Phone Number, Mobile Number, Select
Status,Enter Address and Description and Click Submit.

7. Click Edit for updating the details, Click Update.

nhwn

o
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Student Fee Confirmation Master

—Select- -
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This functionality helps in confirming the details of the Student Fees with respect to Academic Year,
Department,Course, Batch and Fees Type.

Below is the process which follows for adding details in Student Fee Confirmation Master:

Steps Involved:

1.

NOWREWN

Select the details in Respective and Mandatory Fields.
Academic Year, Department, Course and Batch are Mandatory Fields.

Click Search for Searching the details.

In Payment details, Click Edit and enter the Amount, Receipt and Remarks.

Click Save for saving the details.

In the Payment Summary, Click Edit and enter the Amount.

Click Save for saving the details.
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Administer Menu Master

a MENU MASTER

This Functionality helps in adding the Menu Name and
Description.Below is the process which follows for adding
details in Menu Master:

Steps Involved:

1.
MenuSequence.
2. Menu Name and Menu Sequence are Mandatory.
‘3. ClickSave.
4. C(lick Edit for updating the details, Click Update.
5. Click Delete, Click OK for deleting the details.

10y
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o
B thems Heny urt
v Ve
Menu Sequence
e
=
Search By WenuParent Wenu:
- = parant men) = navigate url = menu sequnece T e tewta
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nstiution Calendar Ager Uamwn wr x
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Enter Menu Name, Menu Description, Select Parent Menu, Enter Menu URL and
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Administer Menu Rights

||@

This Functionality helps in giving the rights for the Respective Roles.
Below is the process which follows for giving the rights in Menu
Rights:

Steps Involved:

1. Select the Respective Role, after selecting the Grid will be shown.
2. Search for the Menu to be given rights in the Search field.
3. ClickSave.
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This Functionality helps in adding the Non-Compliance Report details of student/staff with the type of
NCR andEvent Name.

Below is the process which follows for adding details in NCR Form:

Steps Involved:
1. Selectand Enter the details in the Respective and Mandatory Fields.
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2. Academic Year, Semester, Name, Status and Type of NCR are Mandatory.

3. Click Save.

4. Click Edit for updating the details, Click Update.

5. Click Delete, Click OK for deleting the details.

Feedback Questions
Twies W) SRS PR W P = | o "té
Evenl Typs
Conferancs / Sympostim w
Feedback Queston Select
How did you hear or leam about this conference? ° e
Who do | contact f | have a complaint? i} © (-]
What happens | laave earfy from the Conferance? @ © Q
"What wits thi et beneScial aspect of tha conlerance? [+] []
Which speaker(s) wers you mostly interested in listeringt [+] -]
T

This Functionality helps in adding the Feedback Questions with respect to Feedback Type and Event
TypeBelow is the process which follows for adding details in Feedback Questions:
Steps Involved:

1. Select the Feedback Type and the required Event Type.

Enter the Feedback Questions in the Fields below.

Click (+) button for adding Additional Feedback Questions.

Click (-) for deleting the unwanted Field.

Select the Check box for Submitting the required Feedback Questions.
Click Submit.

S pwN
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Student Fees Master

¢ e [
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This Functionality helps in adding the details of the Course Fees with Respect to Quota Type, Academic

Year,Degree, Course and Batch.
Below is the process which follows for adding details in Student Fees Master:
Steps Involved:

1. Selectand Enter the details in the Respective and Mandatory Fields.

2. Quota Type, Academic Year, Degree, Course, Batch, Tuition Fees, Various Facility, Transport

Feesand Hostel Fees are Mandatory.
3. ClickSave.
4. Click Edit for updating the details, Click Update.
5. Click Delete, Click OK for deleting the details.

Work Flow Rights

This Functionality helps in adding the Workflow Process for the Concerned Staff.

Below is the process which follows for adding details in Workflow Rights:
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Steps Involved:

1. Select the Work Flow Process.

2. Search by Roles for the Workflow to be Assigned.
3. Select the Check box for the required Roles.

4. C(Click Save.

Holiday Master
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This Functionality helps in adding the Holidays with Respect to Type, Date and Description
Below is the process which follows for adding details in Workflow Rights:
Steps Involved:
1. Select the Type, Date and Enter Description.
2. Type, Date and Description are Mandatory.
3. Click Submit.
4. Click Edit for updating the details, Click Update.
5. Click Delete, Click OK for deleting the details.
REC Unified Portal :: User Guide :: Page 25 0f 126



. Admin Requests

Change of Course Request

CHANGE OF COURSE REQUEST
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This Functionality helps in changing the Course requested by the Student with respect to required
CourseBelow is the process which follows for adding details in Change of Course Request:
Steps Involved:

1. Login from the respective Student Login.
2. Select the Course and Enter Remarks.
3. Click Submit.

Student Elective Subject Request
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This Functionality helps in raising an Elective Subject request by the Student with respect to Semester and
Elective Subjects

Below is the process which follows for adding details in Change of Course Request:
Steps Involved:

1. Login from the respective Student Login.
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Select the Semester.

From the Grid list of Elective Subjects, Select any one Subject.
Enter Remarks.

Click Save.

Click Edit for updating the details, correct the details.

Click Update.

Click Delete for deleting the details.

PNO WA WN

Admin Approvals

Change of Course Request Approval

CHANGE OF COURSE REQUEST
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This Functionality helps in Approval of Course Change requested by the Student with respect to required
Course,which will be approved by the Admin

Below is the process which follows for approving details in Change of Course Request Approval:

A

Steps Involved:

1. Login from the Admin Login.

2. Select the Request from the grid raised by the Student.
3. Select the Effective Date.

4. Click Approve or Reject.

5. IfReject, Enter the Reason and click Reject.
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Elective Subject Request Approval
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This Functionality helps in Approval of Elective Subject requested by the Student with respect to required
Subject,which will be approved by the HOD

Below is the process which follows for approving details in Change of Course Request Approval:
Steps Involved: ‘

1. Login from the Faculty Login.

Click on the Notification Approval and Click Approve or Reject.
Login from the HOD Login.

Click on the Notification Approval or Click from the Approval menu.
Select the Request from the grid raised by the Student.

Click Approve, If Reject enter Remarks and Click Reject.

DA wN
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This functionality helps to approve the details in the Arrangement Request Approval form by which it is
approvedby the respective department managers and Admin.

Below is the process which follows for Approving details in Arrangement Request Approval:
Steps Involved:

1. Login from the respective Department Manager’s Login or Admin Login.

2. (Clickon the Notifications and Click View details.

3. OrClick Admin Approval and Arrangement Request Approval from the Menu.
4,

Click Edit.
- e e e o il e
el
Eal A R RANGEN R 0
Servce Reguest No Desanpbon cvent Start Date
ASRN 1284541504 good 20.00-2016 m
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30092018 1200pm 06:00 pm 20:05:2016 2800 pim
- 15 Fial e 5 il &l
Stalus FloorNumber SlacxName T._.Jr‘ _. _I'-l I i#‘rﬂﬂfh
INPROGRESS Ground Floar MANBLOCK
BlockCoge Remarks
¥eo1

5. Click Approve, If Reject enter Remarks and Click Reject.
6. Ifthe document that is attached needs to be viewed, then click on the Download button.
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Attendance

In this module, the user can manage attendance functionalities like attendance entry and updating the class
details like topics as per the lesson plan/not as per the lesson plan including new topics that are taught
which are not included in the syllabus of the subject. This functionality has integration with Timetable,
Lesson plan and student grouping. Functionality related to Leave, Permission and OD request pertaining to

students and staff is covered under this module.

Similarly managing Staff attendance like uploading biometric data can be executed through this module.

Attendance Transactions

Class Attendance
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Through this functionality faculty can log attendance for the periods handled in a day. This functionality is
integrated with timetable and lesson plan. Faculty can also update the class details through this functionality
which will in-turn update the lesson plan entries table with actual details.

If any new topic is taught apart from the lesson plan, the functionality provides an option to select the other topic
from the lesson plan which is scheduled on a different day or to enter the new topic. If not planned earlier, new topic

details will be updated in the lesson plan with Unit as “999".
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The below steps can be followed for adding details in Class Attendance:

Steps Involved:

1. Login to Faculty.

2. Selectall the details in the Respective and Mandatory Fields.

3. Period, Batch, Course, Semester, Section, Subject and Status are Mandatory.
4. Topic as per lesson plan if selected Yes, then it is shown according to Lesson plan.

=3 :'
CLASS ATTENDANCE
Pucig®
26-08-2016 Sakect Panod - =&
Any ather Tope
New Topie: b - Selpt = -
o Vlark Attendance

Osetectan Total Prasent Total Absent

Tl FYesar ! Totsi 2sen

Hadget (71 st

5. Topic as per lesson plan if selected No, then the Topics will be shown with the periods,
according to the Faculty login.

6. Select Reason and Enter Remarks.

7. Ifreason is selected as a new topic, Select Unit and enter the title of the topic that is discussed.

8. ClickSelect All.

9. Select the attendance type in the attendance log

10. Select Present/Absent in the Grid

tendance
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Through this functionality the HR can upload the staff biometric data as per the predefined template on
daily basis. The HR exports the report from the biometric machine and imports into the Unified portal
database through this functionality. While importing it will also integrate with the leave management
system and update the details accordingly.

Below is the process which follows for adding details in Upload Staff Attendance:
Steps Involved: '
1. Click Browse and Upload the Files.
2. Click Upload.

Update Training Attendance

UPDATE TRAINING ATTENDANCE

TPO - TPO Department

Traming Type * Event*

$1-08-2016 Weok End: v -Saled- ~

Attendance log

Tl seleam Atlendance Type Total Present Total Absent

This functionality helps to check the No. of Students who has paid the Training fee and also the admin is able
check whether the students are present or absent.

Below is the process for Managing details in Update Training Attendance:

Steps Involved:

1. Select Date, Training Type and Event.
2. Select the Attendance Type.
3. CheckIf Attendance to be Selected All.
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This functionality helps the Admin to check the No. of Students those are present or absent.
Below is the process which follows for Managing details in Update Exam Attendance:

Steps Involved:

Click Show hall.

Select the Required Hall from the Hall List and Click View Seating Arrangements.
Click on the No. of Student that is to be noted as Absent or Present.

Select Present All or Absent All if all the students are Present or Absent.

Click Save for Attendance to be Generated. '

Click Print for the details to be Printed.

ouEwNERE

Attendance Requests

Leave/Permission/OD Request

Unificd | ier wesbasm o migst
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Through this functionality student/staff can raise their leave/permission request in case they are going on
leave/permission/OD. After getting the approval the attendance will be updated in the register and
exceptions will be sent to faculty while taking attendance in case of OD. In case of no leave balance available
for staff then it will be considered as LOP while payroll processing.

Below is the process which follows for adding details in Leave/Permission/0D Request:
Steps Involved:

1. Selectand Enter the details in the Respective and Mandatory Fields.
Leave Type, Reason Type, Start Date and End Date are Mandatory.
Click Save.

Click Edit for updating the details, correct the details.

Click Update. ’

Check If the Request to be Cancelled.

Click Cancel Leave Request.

NowswN

Attendance Approvals

Approve Leave/Permission/0OD

B ~Unified{usesmons v oo s
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Through this functionality Staff/HOD can approve their leave/permission request raised. It would be
approved by the Faculty/HOD/HRD Manager. After the approval the attendance will be updated in the
register and exceptions will be sent to faculty while taking attendance in case of OD. In case of no leave
balance available for staff then it will be considered as LOP while payroll processing.

Below is the process which follows for Approving details in Approve Leave/Permission/OD:

Steps Involved:

1. Click on the Notifications and Click Approve or Reject in Faculty Login.

Click on the Notifications and Click Approve or Reject in HOD Login.

Click on the Notifications and Click Approve or Reject in HRD Manager Login.
Click on the Notifications and Click Approve or Reject in Principal Login.

Click View Details and Proceed to Approval form.

Or Click Attendance Approval and Approve Leave/Permission/0D from the Menu.
Select the details from the Grid by Clicking the Check box for Approval.

Click Approve or Reject.

®NO DA WN
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Hostel Management

In this module various functionalities are added to automate the manual workflow in order to enhance the existing
process in REC Hostels.

Key Features in UNIFIED Hostel Module:

e Managing Hostel Room Assignments.

e Uploading the attendance.

¢ High-level and Drilldown view of hostel student attendance.
e Leave Request Management.

e Device Registration Request Process.

Hostel transactions

Upload Hostel Attendance
e s — S T L

Infa! For Hostel Attandance 1o be updated, upload the excel file from the Blometric System
Data has (0 D in Bie pre-detned format given hara

Upioad Fils =
fromee. | No fle seleced. Upoag

Hostel attendance data can be uploaded on this screen. Excel template can be uploaded as per the
specified formatting,

Note: Ensure that the student data is matching in both the template and also the List of

Assigned Students.

Below is the process which follows for Upload Hostel Attendance screen:
Steps Involved:

1. Click Browse.

2. Select the File to be Uploaded.

3. Ensure uploaded template formatting.
4. Click Upload.
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HOSTEL STUDENT ASSIGNMENT
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This functionality helps in managing the Hostel Block, Floor and room details, where the No. of Students to
beAssigned.

Ensure the below mentioned preliminary processes are completed:

1. Hostel Block, No. of Floors, and rooms are assigned appropriately.
2. Ensure the room capacity is mentioned while adding the room details.
3. The List of hostel students will be displayed based on HRMS hostel students.

Below is the process which follows for adding details in Hostel Student Assignment:
Steps Involved:

1. Select Hostel Block, Floor and Room.

2. Select No. of Students to be Assigned in a room.
3. Click Assign.

4. (lick Delete for deleting the details.
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From Date* EndDate

=R

Aendance Duemgw on30-§-215

This functionality helps in viewing the No. of students who are present or absent for the given date range.

Attendance details will be displayed based on the uploaded data. High-level and Drill-down views can be
viewed by clicking BLOCK name or No. of Present or No. of Absent.

Below is the process which follows for managing details in Hostel Attendance Drilldown:

Steps Involved:

1. Select From Date and End Date.
2. Click Show.
3. Click Cancel to clear.

HOSTEL ATTENDANCE DRILLDOWN
From Date * ToDale *
20-09-2016 20-09-2016
RN
Altendance Overview From 20-09-2016 To 20-09-2016 Altendance Detad View From 20-09-2018 To 20-09-2016
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Hostel Requests

Hostel Leave Request
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Hostel student leave requests will be managed on this screen.
Hostel Leave request/approval workflow:
e Theregistered hostel student can raise hostel leave request.

. o Approval flow: Level 1: Hostel Warden; Level 2: Class In-charge; Level 3: HOD; Level 4: Admin Officer.

Below is the process which follows for adding details in Hostel Leave Request:
Steps Involved:

1. Select and Enter the details in the Respective and Mandatory Fields.
Leave Type, Reason Type, Start and End Date are Mandatory.

Click Save.

Click Edit for updating the details and Click Update.

Selectif the Request to be Cancelled and Click Cancel Leave Request.

nhwnN
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Register Device

gRREGISTER DEVICE
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All the hostel students who have Laptop/Tablet should apply for usage of college network through this
functionality. After applying the request for registration TPO will confirm the details after verifying the
device and approve the same. After the approval of the TPO request goes to the IT admin for password issue
confirmation.

Below is the process which follows for adding details in Register Device:

Steps Involved:

1. C(lick Raise Request.

PU ol Y Dece Ropistiotion B =g = passwordchared =

. Dewce Tyne* aked Aoproved You
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Approved Yag
o ) ) iz G

2. Select Device Type, Enter Make, Serial No. , Model and Description.
3. ClickSave.

4. C(lick Edit for updating the details, correct the details.

5. Click Update.

6. Click Delete.

7. Click OK for deleting the details.
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Hostel Approvals

Leave Request approvals will be done based on the workflow mentioned above. Warden or final
approver can issue the Gate Pass.

Request approvals can be in Workflow Notifications for Warden/Class In-charge/HOD/AO logins.

Approve Hostel Leave
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Below is the process which follows details in Approve Hostel Leave:

Steps Involved:

1. Clickon the Notifications for Partial Approval in HOD Login.
Click on the Notification and Click View Details in Warden Login.
Select the Hostel Leave Request for Approval.

If want Gate Pass return Click Yes or else No.

Check If want to Click Select All.

Click Approve or Reject for the Request.

Click Print for Report.

NowuswN
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Approve Device

M °PROVE DEVICE
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This functionality helps in the Approval of Device Registration Approval, which is approved by the TPO.
Below is the process which follows for Approving details in Approve Device:

Steps Involved:

1. Click on the Notification and Click View Details in TPO Login.
2. Or Click Approval in the Menu and in it Click Device Approve.
3. Click Approve, If Reject enter Remarks and Click Reject.
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Issue Cyber Roam Password

Wiy Device Password Approve
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This functionality helps in Sharing the Password to the Student, which is confirmed by the Admin.
Below is the process which follows for Approving details in Issue Cyber Roam Password:

Steps Involved:

1. Click on the Notification and Click View Details in Admin Login.

2. Or Click Approval in the Menu and in it Click Confirm Password Sharing.
3. Click Approve.

4. C(lick Yes/No for Password Information to be Shared.

5. Click Save.
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Login Page
Enter the below mentioned URL to login with the credentials shared.

: ww.rajalakshmi.in/Ul/Modules/Login/Unil.ogin.a
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HRMS
In this module we can add details of STAFF, STUDENT, ALUMNI and PARENTS.

Masters that can be managed through this module consists of Staff, Student, Subject, Course, Batch,
Department,Jobs, Grade and sections. Also we can add their details in relevant functionality.

HRMS Masters

Masters that can be managed through this module consists of Student, Staff, Subject, Course, Batch,
Department,jobs, Holiday, Grade and sections.

Manage Staff

This functionality in HRMS deals with the Staff database. Manage staff data entry contains staff personal
information, Family details, Educational information, Prior experience (if any), projects & publications if
they participated and any additional information such as Bank details, insurance etc.

All Education and experience certificates can be uploaded and saved through this functionality. All the
details willbe auto saved by default and also manually it can be saved by clicking APPLY.

If the CANCEL button is clicked, it will navigate to the home screen after clearing the data entered to start the
data entry from beginning.

Below is the tab wise process which follows for adding details in Manage Staff:

Personal Information

To add their personal details, this tab will be used.

mll'2anage Staff and Student Details

" : |
R N e e S—
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Steps Involved:

1. InPersonal Information Tab.

2. Select Person Type as Staff.

3. Email ID and Staff Code fields will be auto generated after entering all the required
information.

Note: Email field can be edited and updated with their existing ID

4. Upload a Passport size photograph which is less than 1MB.(JPEG/PNG format).

Select and Enter the details in the Respective and Mandatory Fields.

6. The following are the Mandatory Fields, Department, Title, Gender, First Name, Last
Name, Date of Birth, Place of Birth, Designation, Employee Category, Job Category and
Supervisor.

Portal access, College transport and Hostel flags can be selected if required.

All the details will be auto saved, before navigating to next tab.

9. ClickApply and Click Next to proceed further.

g

® N

More Information

To add their additional personal details, this tab will be used.

Unified!| soonss szas miosmesyy

Mllanage Staff and Student Details

O - Hm_
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|
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Steps Involved:

1. Selectand enter the details in the Respective and Mandatory Fields.

2. The following are the Mandatory Fields, Nationality, Marital Status, Mother Tongue,
Caste, Category, Religion, Height, Weight, First Identification Mark, Second
Identification Mark.

3. Allthe details will be auto saved, before navigating to the next tab.

4. C(lick Apply and Click Next to proceed further.
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Contact Details
To add the communication details of staff members, please enter the required details in three tabs which are
mandatory.

Peraonal Email ‘ARemata Emal

| test@sdi com Atamate Srat atmas
Primary Madie Number Atarnale Mobile Number Landline Number
9865345145 ' arermas Unbee NuTEar ISELESEEES

Steps Involved:

1. In Contact Details Tab.

2. Select and enter the details in the Respective and Mandatory Fields.
3. Personal Email and Primary Mobile Number are Mandatory Fields.
4. All the details will be auto saved, before navigating to the next tab.
5. Click Next to proceed further. '

REC Unified Portal :: User Guide :: Page 54 of 126



Communication Address

Woatel {5)

k Chennal Chennal -
State y Pin Cods Country
Tamil Natu - 132131 Indta -

)

Permanent Address

& Cucknera it Permanent Adaress 1s same as Commumcalion Address
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" LY "
favaaline 4 City Distnat

L3 Chennal Chennai -
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Steps Involved:

1. Please enter details in the required/mandatory fields and also fill your address for
communication in ‘Permanent Address tabs’ respectively.

2. Address Line 1, Address Line 2, City, District, State, Pin code and Country are the
Mandatory Fields that must be entered manually.

3. [Ifthe Permanent Address is the same as the Communication Address, Please select the
flag. It will load the same details entered in the communication details tab.

4. Ifthere is a different address, it must be filled with the following procedure: Address
Line 1, Address Line 2, City, District, State, Pin code and Country, which are Mandatory
Fields.

5. All the details will be auto saved, before navigating to next tab.

Click Next to proceed further

Family Details

This screen will capture your family details. We can select any one Primary Contact person from
Father/Mother/Spouse.

= > = o o
anage Staff and Student Details
Facly Dotals. |
|
SISTER(S)
Eldsr Younger Tt Sestev(a) |
0 0 ] |
|
CHILDREN(S} O
Son Daughter Teeal e 8 Cratren ]
1 o E]
|
]
deiete [ — = name baten department |
S - T - | mnmnec

REC Unified Portal :: User Guide :: Page 56 of 126



Steps Involved:

1.

w N

In Sibling Tab, enter the count details and if any relative(s) studying in REC, please
enter therequired details by clicking Add Relative button.

Enter Name, Batch and Department which are Mandatory Fields.

All the details will be auto saved, before navigating to next tab.

Click Next to proceed further.
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Father/Mother/Spouse

Enter the Family member’s details in the following tabs.

SEMG  FATHER  WOTHER SPOUSE

A prvrary Come 7] Sare 23 Perrarect scdress T same As Commur eaton axveas
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ast iy
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1 F samrets Lina 2
Address Loe 4 oy Haw

e Tami Nodu -

Pn Code Country

623142 | noa -

=00 BT

Steps Involved:

1. Select Father or Mother or Spouse as your Primary Contact.

2. Select and enter the details in the Respective and Mandatory Fields.

3. The following are the Mandatory Fields, Father Name, Occupation, Organization Name,
Organization Address, Organization Phone Number, Email ID, Primary Mobile Number,
Address Line 1, Address Line 2, City, District, State, Pin code and Country.

4. Select the flag if the addresses are the same as entered in the previous screens for auto
populating in respective fields.

5. All the details will be auto saved, before navigating to the next tab.

6. Click Next to proceed further.
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Prior Experience
Enter the past experience details by filling the required mandate fields. Click Add Experience to start with,

72
1

edn delte 2mplsrer name = Zurabon stan = duranon end = designabon = expetience hpe = obprofile =

= Maples 01-08-2015 17-08-2015 Network indusmal test

x CRECENT 01-06-2012 1042313 Academmc
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x CRECENT 01-06-2011 01-04-2012 Acadernic

x CRECENT 01-06-2010 01052012 Academic

x stsat 27-07-2008 31-12-2008 sdff Industnat ssof

= st 05-02-2008 08-07-2009 sofstst Industnal safsdf

Steps Involved:

1. Select Prior Experience Tab.
2. Click Add Experience.

Empiayer Name Desynation Duration Start m

ear delete Duratan End Expenence Type JaoProfile i = 00 profite .
* & —Selea— - test 2500
*
- ArrUABnCCE JeoCatagory
* —Seledt— -
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3. Select and enter the details in the Respective and Mandatory Fields.
4. The following are Mandatory Fields, Enter Employer Name, Designation, Duration Start,
Duration End, Experience Type, Annual Income, Job Profile, and Job Category.
5. Click Add.
6. To add multiple experiences, click Add Experience.
7. All the details will be auto saved, before navigating to the next tab.
8. Click Nextto proceed further.
Education Details

To enter the education details click the relevant tabs SSLC, Diploma, HSC, UG, PG and PHD

glllanage Staff and Student Details

i _ Secmn O —

88C Dipoma HSC UG PG PHD

D Tamn ® Engiish

Year of Passing Bonia School Name
1087 - Farnd Nadu Board of Secondary Education , SsC

Numbe! of Atempt Number of Improvements.
-

1 a
Mark Got ' Tot dasks
et ol

Steps Involved:

Select Education Details Tab.

Select and enter the details in the relevant tab to complete the entire process.

3. Medium of Instruction, Year of Passing, Board, School Name, Marks Obtained and
Marks Got/Total Marks are Mandatory Fields.

Enter the Details in the Tabs below SSLC, Diploma, HSC, UG, PG and PHD.

5. Ensure that the least Year of Passing should be SSLC and in the following tabs it should
be greater than SSLC.

All the details will be auto saved, before navigating to the next tab.

7. Click Next to proceed further.

> 5

=

a
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Publication & Projects

To include any Publications or Project works that are done, the details can be added in this tab by
clicking ADDPublication / ADD Project buttons respectively.

Manage Staff and Student Details

#at delete  tpe = onferencetpe T date = conferenceiournal bile = tomc

e ER e W s : L et

Steps Involved:

1. InPublication & Project Tab.
2. C(lick Add Publication.

Bl IS Fh. Sl LSS, SO | S - — i

anage sttt and s |
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CoAuthor 2 Hame CoAuthor 2 InsbiiteName
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1. Selectand Enter the details in the Respective and Mandatory Fields.
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2. Conference Type, Date, Conference/Journal Title, Organized by, Topic, Co Author 1 Name,
Co Author 1 Institute Name, Co Author 2 Name, Co Author 2 Institute Name, Co Author 3
Name, CoAuthor 3 Institute Name are Mandatory Fields.

3. ClickAdd.

Howte (1]

HEMS (10}

[ detete tpe = conferercetype = date = conferencejoumal e = topic
W L A 9 AT 0 e
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1. Click Add Project.

fiVianage Staff and Student Details
P ————a
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£ L
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Select and Enter the details in the Respective and Mandatory Fields.

Title, Role, Start Date, End Date, Role Description, Sponsor Name are Mandatory Fields.
Click Add.

All the details will be auto saved, before navigating to next tab.
Click Next to proceed further.

bl S B0 [
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Documents

To add all the required ACADEMIC and NON-ACADEMIC documents, this screen can be used. Only PDF or JPEG
fileformats can be uploaded.

anage Staff and Student Details o - :
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Steps Involved:

1. Select Documents Tab.

2. Click Browse and Upload the Files in Academic, Graduation and Experience Certificates.
3. Click Submit.
4. Once all the required/Mandate information is entered successfully in all tabs, EMAIL ID
and STAFF CODE will be auto generated to ensure the process is completed successfully.
Manage Student

This functionality in HRMS deals with the Student database. Manage student data entry contains student
personal information, Family details, Educational information, Prior experience (if any), projects &
publications if they participated and any additional information such as Bank details, insurance etc.

All Education and experience certificates can be uploaded and saved through this functionality. All the
details will be auto saved by default and also manually it can be saved by clicking APPLY.

If the CANCEL button is clicked, it will navigate to the home screen after clearing the data entered to start the
data entry from beginning.

Below is the process which follows for adding details in Manage Student:

Personal Information

To add their personal details, this tab will be used.
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Steps Involved:

1. Select Person Type as Student.
2. Email ID and Roll Number fields will be auto generated after entering all the
required information.

Note: Email field can be edited and updated with their existing ID.

3. Upload a Passport size photograph which is less than 1MB. (JPEG/PNG format).

4. Select and Enter the details in the Respective and Mandatory Fields.

5. Department, Title, Gender, First Name, Last Name, Date of Birth, Place of Birth, DOTE.
Application Number, University Registration Number, Entry Mode, Quota, Batch, Degree,
Courseand Supervisor are Mandatory Fields.

6. Portal access, College transport and Hostel flags can be selected if required.

All the details will be auto saved, before navigating to next tab.

8. Click Apply and Click Next to proceed further.

N

More Information

To add their additional personal details, this tab will be used.
. __.: E» = : ‘. -I; 'I.'_ e - = = E ._“i .; i

anage Staff and Student Details
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Steps Involved:

i

Select and Enter the details in the Respective and Mandatory Fields.

2. The following are Mandatory Fields, Nationality, Marital Status, Mother Tongue, Caste,
Category, Religion, Height, Weight, First Identification Mark, Second Identification
Mark.

3. All the details will be auto saved, before navigating to the next tab.

4. Click Apply and Click Next to proceed further.
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Contact Details

To add the communication details of staff members, please enter the required details in three tabs which are
mandatory.

Parsanal Emad ARemats Emall
test@sdi com | oAtemteImues Atdraes

Primary Malxia Nurmber Aftemate Motea Nurmbes Landins Numaer
9865545145 B 2565655364

Steps Involved:

1. In Contact Details Tab.

Select and Enter the details in the Respective and Mandatory Fields.
Personal Email and Primary Mobile Number are Mandatory Fields.
All the details will be auto saved, before navigating to next tab.
Click Next to proceed further.

i £ G [
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HRMS {1t}
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Steps Involved:

1. Plea$e enter the details in the required/mandatory fields for Communication
and Permanent Address tabs respectively.

2. Address Line 1, Address Line 2, City, District, State, Pin code and Country are
Mandatory Fields which can be entered manually.

3. Ifthe Permanent Address is the same as the Communication Address, Please select the
flag. It will load the same details entered in the communication details tab.

i  differént address, kindly fill Address Line 1, Address Line 2, City, District,

State Pm code and Country, which are Mandatory Fields.

5. All the details will be auto saved, before navigating to the next tab.

6. Click Next to proceed further.

Family Details

This screen will capture your family details. We can select any one Primary Contact person
from Father/Mother/Spouse.
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Steps Involved:

1. InSibling Tab, enter the count details and if any relative(s) studying in REC, please
enter therequired details by clicking Add Relative button.

2. Enter Name, Batch and Department are Mandatory Fields.

All the details will be auto saved, before navigating to next tab.

4. Click Nextto proceed further.

o
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Father/Mother/Spouse

Enter the Family member’s details in the following tabs.

Occupaton Organzation Hame
sgfgdg
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Steps Involved:

1. Select Father or Mother or Spouse as your Primary Contact.

If the STAFF marital status is SINGLE he can fill GUARDIAN details if applicable.
Select and Enter the details in the respective and mandatory fields.

The following are Mandatory Fields, Father Name, Occupation, Organization Name,
Organization Address, Organization Phone Number, Email ID, Primary Mobile
Number, Address Line 1, Address Line 2, City, District, State, Pin code and Country.
5. Select the flag if the addresses are the same as entered in the previous screens

for auto populating in respective fields.

All the details will be auto saved, before navigating to the next tab.

7. Click Next to proceed further.

SRR

o
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Prior Experience
Enter the past experience details by filling the required mandate fields. Click Add Experience to start with,

= 4 = — T
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Steps Involved:

1. InPrior Experience Tab.
2. Click Add Experience.
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1. Selectand Enter the details in the Respective and Mandatory Fields.

2. The following are Mandatory Fields Enter Employer, Designation, Duration
Start, Duration End, Experience Type, Annual Income, Job Profile, and Job
Category.

3. Toadd multiple experiences, click Add Experience.

All the details will be auto saved, before navigating to the next tab.

5. Click Next to proceed further.

»

Education Details
To enter the education details click the relevant tabs SSLC, Diploma, HSC, UG, and PG.

98C Diploma HSC UG PG PHD

D Tamit ® Engnsh

Year of Passing Board Schoal Name
1987 - Turmil Nadu Board of Secondary Education | 88C
Number of Alempt. Number of Improvements
[}
Harks Got ! TotMarks
400 600

Steps Involved:

1. InEducation Details Tab. _

2. Select and Enter the details in relevant tab wise to complete the entire process.

3. The following are Mandatory Fields, Medium of [nstruction, Year of Passing, Board,
School Name, Marks Obtained and Marks Got/Total Marks.

4. Enter the Details in the Tabs below SSLC, Diploma, HSC, UG, PG and PHD.

5. Ensure that the least Year of Passing should be SSLC and in the following tabs it
should be greater than SSLC.

6. All the details will be auto saved, before navigating to next tab.

7. Click Next to proceed further.
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Publication & Projects

To include any Publications or Project works that are done, the details can be added in this tab by clicking
ADD Publication / ADD Project buttons respectively.

—— ——— —_ — - _-__'=-_,'_;_—;._r — o

gll’/1anage Staff and Student Details
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Steps Involved:

1. InPublication & Project Tab.
2. (Click Add Publication.

o | EIEES Staff and st
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1. Selectand Enter the details in the Respective and Mandatory Fields.

2. Conference Type, Date, Conference/Journal Title, Organized by, Topic, Co Author 1
Name,Co Author 1 Institute Name, Co Author 2 Name, Co Author 2 Institute Name, Co
Author 3 Name, Co Author 3 Institute Name are Mandatory Fields.
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3. Click Add.

Hostel {0)

F2IAS (10}
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Select and Enter the details in the Respective and Mandatory Fields.

Title, Role, Start Date, End Date, Role Description, Sponsor Name are Mandatory Fields.
Click Add.

All the details will be auto saved, before navigating to the next tab.

Click Next to proceed further.

1.
2.
3.
4.
5.
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Documents

To add all the required ACADEMIC and NON-ACADEMIC documents, this screen can be used. Only PDF or JPEG
fileformats are allowed.

anage Staff and Student Details
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Steps Involved:

1. InDocuments Tab.

Click Submit.

= S O

Click Browse and Upload the Files in Academic, Graduation and Experience Certificates.

Once after all the required/Mandate information is entered successfully in all tabs,

EMAILID and STUDENT ROLL NUMBER will be auto generated to ensure the process

completed successfully.

Manage Staff and Student Search

This functionality in HRMS deals with Staff and Student databases. Manage Staff and Student Search

helps insearching the details based on Staff, Student etc.

Name

Steps Involved:

1. Select Person Type as Staff, Student.

personid nama staficode

2. Enter the Name, Staff Code/Roll Number and Select Department for Searching the

SpecificStaff/Student.

3. Click Search for getting the details of the Person type.

E

5. Click Submit.

Click Edit for updating the details, correct the details.
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HRMS Transactions

Administer Student Details

This Functionality helps manage the details of the students that have already been added in the Student
database. We can change the current status of the Student. There should be only one ACTIVE ASSIGNMENT for
a student.

Based on semester START date and END date should be selected.
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@\ DMINISTER STUDENT DETAILS

Steps Involved:

1. Click Edit for updating the details.
2. Select the Status, Start date and End date.
3. Click Submit.
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Administer Staff Details

This Functionality helps in editing the details of the students that have already been created in the Manage
Staffdetails for changing the current status of the Staff. There should be only one ACTIVE ASSIGNMENT for a
Staff. Based on role, START date and END date should be selected.
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Steps Involved:

1. Click Edit for updating the details.
2. Select Role, Status, Start date and End date manually from the pop-up window.
3. Click Submit.
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Group Email Registration

This functionality helps in creating a Group Email Id for the Respective Departments.

'o
Bl GROUP EMAIL REGISTRATION
A GROUS

eait delets group name = deparmentv = emal =
[ | ands PhD abits@mail com
[ | Faculty IT T stafl_t@rajalaishmi edu in
-] Unifled HR unfled@rajaiaishmi edu in
] HOD Group “R rechods@raalakshmi edu In
| slorck systoms ADMIN agming@storek co in

T 0~ 1Sctspme €

brrentony (10)

Steps Involved:

1. Click Add Group.

2. Enter Group Name, Select Department, Enter Email.
3. Click Save.
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Generate Roll Number

This functionality helps in Assigning the Roll Number for the Students with replacement of the Temporary Roll
Number assigned for the Students.

Once after Student data are successfully loaded, select ACADEMIC YEAR, BATCH and DEPARTMENT. Click
ASSIGNROLLNUMBER it will load the student data based on selected criteria.

RAJALARSHMI

Academic Year

- Saled- - - Sofet— - —Salect— v

Steps Involved:

1. Select Academic Year, Batch and Department.
2. Click Assign Roll Number.
3. Roll Number Generated Successfully validation message is shown.
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Payroll

In this module user can manage functionalities like Grade Pay Master, Pay Earning Master, Pay Tax Master,
Professional Tax Master, Pay Tax Section, Grade Pay Earnings Master, Salary Processing, Pay Slip
Generation,Loans and Advances, Pay Transaction Master

Pay Masters

Grade Pay Master

liGRADE PAY MASTER

Search By Designabon/Grace -

9t 2etaln designatien = grade = gescipton T
2 assoaiate Professor "
| Assistant Professor a test
2 Asaistant Professor 8 it
TR o . - — — =

This functionality helps to add different employment Grades of REC. Grades can be created and mapped
against the designation. Update, delete and search functionalities are available. It is done by an HR Assistant.

Below is the process which follows for adding details in Grade Pay master:

Steps Involved:
1. ClickAdd Item.

ot dalete Bugm T oate = dmaipion =
/ ot
-----—— -~ ODesignaton * Grade * Descnption

fest
— Seled- v -Select- - Sracaen - _— — -
S : [ - 'ﬁi-_ r
=R Dl LT T i
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2. Enter and Select the Respective and Mandatory Fields.
3. Designation and Grade are Mandatory.

4. C(Click Save.

5. Click Edit for updating the details, correct the details.
6. Click Update.

7.

Click Delete and click OK for deleting the details.

lPAY EARNING MASTER

e S ®YEamnesaning Toe

] Satata nagme = payeaming ype = order of sequence = wewmn paysip = 15 loable =
2 S Deduction s Yes No
L J €PF Deducton 5 Yes No
L] €aming i Yes No
| § HRA Eaming 3 Yes Yeos
a Basic Eaming 2 Yes No
| Medical Allowances Eaming ¥ Yas W
- = C g .. e T — — = e — e e T
L = L4 ) Iy - - At o BT T CEOG

This functionality is detailed with adding various types of Pay earnings and deductions. Also the component
can be added to Pay Slip View. Tax components can be mapped. Master can be edited by searching with
appropriate values. It is done by an HR Assistant.

Below is the process which follows for adding details in Pay Earnings master:
Steps Involved:

1. Click Add Item.

- == == el ] == = |
i |
PAY EARNING MASTER
Search B EamingEaming Typ m
» EE] ~y-g = payewmng lype = arde of sequencs = awwin paysilp = is toable T
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L | Saed- v Yas:
-] Ho
R L Is Taxabte i
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Enter and Select the Respective and Mandatory Fields.

Enter the Name, Select the Earning Type, Enter Order of Sequence and then select Yes/No in
View in Pay slip and Is Taxable.

Name, Earning Type and Order of Sequence are Mandatory.

Click Save.

Click Edit for updating the details, correct the details.

Click Update.

8. Click Delete, Click OK for deleting the details.

w

SRORANE

Pay Tax Master

Search By TarSlab

edt  gender = tamslab = = =

Addition of various tax slabs can be performed with Minimum and Maximum salary range. Based on the range
set TAX PERCENTAGE is set. Also it can be added to Pay slip View. Update, delete and search functionalities
are available. It is done by an HR Assistant.

Below is the process which follows for adding details in Pay Tax master:
Steps Involved:
1. Select Gender and Click Add Tax.
s U > EI . 73 oagalia=T ’—‘:'_—r:ﬁ;- m—@% ' }

PAY TAX MASTER
e o
@ﬁg . Tax Slab * Min Satary
= Tar fun
Saarch By TSty
Maz Salary * Tax Peroantage (%) *
LT S T, S —
e gendar T eflechmtiom = shaus =
s TaxDecaration Eftective From - - "
7 J m 1 il
! n 02002016 i) - o .G
YES
Staws
Adive v

2. Enter and Select the Respective and Mandatory Fields.
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3. TaxSlab, Min Salary, Max Salary and Tax Percentage are Mandatory.
4. Click Save.

5. Click Edit for updating the details, correct the details.

6. Click Update.

Pay Professional Tax Master

e @
Pag b 7

(2 state code T shle = = = = = staws =
™ Tamil Nadu 300000 600000 L= 09-08 2016 Active
& s . Eespiee Eigiem. o

Professional tax component can be added based on the state and salary range. Tax amount will be assigned
accordingly. As per the Government of India regulations the Tax components will be set. Master can be
viewed or edited by searching by State. It is done by an HR Assistant.

Below is the process which follows for adding details in Professional Tax master:
Steps Involved:
1. ClickAdd Item.

L e B m_ﬁ -‘r_ 1

- | A @ N> : - " |
= SETE- T I:'r':’.—-——-'di_— C, MISSE SESORSR N

lPAY PROFESSION TAX MASTER

o N | .. = oo ¥

= MinSatary coom20te adive
© o TamiNa v S
] T O
1 Max Salary * Tax Amount *
Effeciive From Status
02002016 a Ao =

2. Selectand Enter the Respective and Mandatory Fields.

3. State, Min Salary, Max Salary and Tax Amount are Mandatory.
4. C(lickSave.

5. Click Edit for updating the details, correct the details.

6. Click Update.
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Pay Tax Section

[ PAY TAX SECTION

e m

L I = dedudtion T offectvetrom T status =

o . ptrsn s &

Based on the section look-up table values are loaded. In this master we can define the deduction amount.
Dates can be picked for enabling the component to the tax calculation. It is done by an HR Assistant.

Below is the process which follows for adding details in Pay Tax Section master:
Steps Involved:
1. Click Add Tax Section.

Eftecive From Statys
02-09-2016 E Actve .

Select and Enter the Respective and Mandatory Fields.
Section and Deduction are Mandatory.

Click Save.

Click Edit for updating the details, correct the details.
Click Update.

2.
3.
4.
5.
6.
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Grade Pay Earning Master

e
9

fGRADE PAY EARNING MASTER

Designation Grade * Ul Cooe anaTiame ”

—Selac- -

$Search By StaffcoderStaftiame

This screen enables to apply the pay earnings and deductions to a designation and grade. Based on
conditional filters of designation and grade Staff details will be auto suggested. This will enable for applying
the earnings and deductions which are already mapped. Updating existing or added components can be done
by choosing Designation, Grade and Staff name and Code. It is done by an HR Assistant.

Below is the process which follows for adding details in Grade Pay Earnings master:

Steps Involved:

5

Select the Respective and Mandatory Fields.

2. Designation, Grade, Staff Code and Name are Mandatory.

3. Enter the details in the Fields for the Monthly Component Amount.
4. Click Apply.

Pay Transaction Master

— 3 PAY TRANSACTION MASTER

Transaction Type @ Inaement O Amrears O Eamings and Daduction

Processing Type @ Employee

Search By S2af CodetameLpurimentDesignabon

aren

show staft coda staffname dapname LS MN netsalary

: [5_«nemsperpags notemstoasplay C

This functionality is to track Increment, Arrears and any modifications towards existing Earnings and
Deductions for an employee. Based on Transaction Type, the employees list will be populated in the grid,
by clicking edit, where it can be updated. It is done by an HR Assistant.

Below is the process which follows for adding details in Pay Transaction master:
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Steps Involved:

1. Click on the types of required Transaction Type and Search for the Required Staff
Code/Name/Department/Designation.

2. Select Show button, inside that enter the details of Revised Monthly Compensation.
3. ClickSave.

Payroll Transactions

Salary Process

liPAY ROLL PROCESS

3y Procass Month Pay Process Year
=TT em T T

This screen is for processing salary for a payroll cycle. Dummy processing can be performed for validating
the salary generated to overcome any deviations. Salary processed can be viewed in a detailed summary
report. It is done by an HR Assistant.

If we choose as final processing, the pay processing will be applied where it will not be
recalled.Below is the process which follows for adding details in Salary Processing:
Steps Involved:

1. Selectthe respective Pay process Month, Pay process Year, Is final Process as Yes/No.
2. Click Start Process and Click OK.

Staf Code Name Deparmient

14A€r01865751627 THIRUMENI ALAN
Dsignation Grade Gross Salary

Admiustrative Assistant A 14000

edt delete  view loan type = ake home salary = loan amount T eflecive dala = tenure tn month = monthly emi = 1

= Salary Advance 12000 25000 02-09-2018 4 5000 024
-
1B 3 = femspecpage 1-1of1hams C
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In this functionality, any eligible employee can avail Loans and Salary advances from the management
basedon requests and approvals.

Based on the loan type, take home salary, loan amount and repayment tenure, the loan would be approved.

Below is the process which follows for adding details in Employee Loans and Advances:

Steps Involved:
1. Click Add Item.

Take home salary

— § = o |

Loan Amoum * Effective Date *

Re-payment tanure Remarks *
= 1-1a1tems C

2. Select the Loan Type, Effective Date and Enter the Loan Amount, Repayment tenure and
Remarks.

3. Loan Type, Loan Amount, Effective Date and Remarks are Mandatory.

4. C(lickSave.

5. Click Edit for updating the details, correct the details.

6. Click Update.

7. Click Delete.

8. Click OK for deleting the details.

9. ClickView, Report will be shown.

Issue Salary Cheque

Issue Salary Cheque
g Saiary Manth and Year

—Seled— -

Stamng Row Hymeer * Ending Rew Numbar * Cheque Stam Humser® APpLY

- = designaton = name = chequed = chequenumder
LW e i et sy

This functionality helps in Issuing the Salary Cheque with respect to the -Month, Year and Cheque
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Start Number. It is done by an HR Assistant.
Below is the process which follows for adding details in Issue Salary Cheque:
Steps Involved:

1. Select Month and Year. .

2. Enter Starting Row Number, Ending Row Number and Cheque Start Number.

3. Starting Row Number, Ending Row Number and Cheque Start Number are Mandatory.
4. Click Apply, Cheque No. sequence applied.

5. Click Submit.

Full and Final Settlement

7] alig @
] Full and Final Settiement
Designaton Staff Code and Name Date Of Apply
—Setect— - St¢t Code snd famm o)
Bl Date Of Leaving Cheque Number
o - e - |
Pending FFS :
adit naim = designation = payrolimorth = payollyear = processdale =

0 -il-l no dems to dispiay

This functionality helps in clearing the loan of the user and performs a full and final settlement. It is done by
an HR Assistant.

Below is the process which follows for adding detalls in full and final settlement:
Steps Involved:

1. Selectand Enter the Respective and Mandatory Fields.
2. Select Designation, Staff Code and Name, Date of Apply, Date of Leaving and Enter Cheque

Number.
3. If Is Final Process is selected as No and then when clicking Start Process, Full and

FinalProcess is completed successfully.
4. If, Is Final Process is selected as Yes and then when clicking Start Process, The Final Process

isProceeded Successfully.
5. Click View FFS Slip for Viewing the Report.
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Payroll Approvals

Employee Loan and Advance Approval

= £ PrROY Tt
RAATARSHA
[ EMPLOYEE LOAN AND ADVANCE APPROVE

Atisndance [7)
— Hepect RApprove:
EveniDelads (1)
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Administral  Salary " i
THIRUMENI Assistant ooy 12000 14-09-2016 3000 14-10-2016 Sik-112 INITIATED
E G - e : Viatnm @

This functionality helps in the approval of the oans and salary advances requested by the faculty, which is
approved or rejected by the HR Manager.

Based on the loan type, take home salary, loan amount and repayment tenure, the loan will be approved.
Below is the process which follows for approving the details in mployee loans and advances:
Steps Involved:

1. Click on the Notification and Click View Details in HR Manager Login.

2. ClickPay Approval and Employee Loan and Advance Approval Form from the Menu.
3. Clickon the Check box of the request from the Grid.

4. Click Approve or Reject.
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Placement

In this module, the user can manage functionalities like Scheduling Campus Placement, Student
registration/acceptance, pprove Placement Schedule. Apart from this, we have developed functionalities like
updating placement details and updating placement attendance.

Placement Transactions

Schedule Campus Placement
1 '__ -:_ __-.'_:  PLACENEN . : i I _:D. ¥ @

PLACEMENT DETAIL

Placaman! Trpe Placamar: Catrgon

STCRarge Regrancn Oue Catg
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This functionality helps to schedule campus placement like on campus, off campus and notify students for
registration or acceptance. Provision given to attach students based on specific criteria for attending the
campus placement. Students can give his/her acceptance through the system on his participation. Admin will
update the campus placement details. Once the Campus placement details are updated, then the Placement
attendance can be done and the event will be automatically closed after entering the final attendance in the
Admin Assistant Login.

Below is the process which follows for adding the details in Schedule Campus Placement:

Steps Involved:

1. Select Academic Year, Placement Type, Placement Category, Select Curriculum Vitae as
Required/ Not Required, Enter CTC Range, Select Transport Registration as Yes/No, Select
Registration Due Date.

2. IfPlacement Selected as Off Campus, then Enter Company Details and Select Event Location.

3. [IfPlacement Selected as On Campus, then Enter Venue Details and Company Details.

4. Enter the Venue Details, Name of the Venue, Contact Person, Mobile No. , Address and
Email.

5. Enter the Company Details, Company, Contact Person, Mobile No., Address and Email.

6. Click Add.
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Click Edit for updating the details, correct the details.
Click Update.
Click Delete.

Click Ok for deleting the details.

Enter Event Description, and Select the Event Location.

Click Browse and Upload the Participant List.

Select Dynamic Grouping, if Required.

Select Registration as Yes/No.

Enter the Name of the Participants.

Select All Day/ Each Day Different Time.

Select the Event Start date, Event End date, Start Time and End Time.
. Attach a Document by Clicking Browse.

10. Click Submit.

CONPUPWNE O@N

Make Arrangements
= = = azﬁ_

Staft Nama
Ev:’:“—”“‘ T TN CANDToen Corpmeyd it M
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This functionality helps to select the priority, enter the Intercom No. and the mobile number. The request is
being raised respectively to the department and after the request is being raised, it is being approved by
the respective department managers.

Below is the process which follows for adding the details in making arrangements:
Steps Involved:

Select Priority and Enter Intercom No. and Mobile Number.
Select the Request type.

Enter the Description in the Request Form.

Click Save.

Click Events from Menu.

Select Event.

Click Edit for updating the details, correct the details.

Click Update.

XNOUAEWNE
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Update Placement Details

Bl PLACEMENT PARTICIPANT DE AL

=ear T AR T

This functionality helps in selecting the participant for the placement with respect to the Academic Year

and event name in the Admin Assistant Login

Below is the process which follows for adding the details in Update Placement Details:

Steps Involved:

1. Select Academic Year and Event name.
2. Select the Status as Selected or Not Selected.
3. ClickSave.

Placement Approvals

Approve Placement Schedule
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This functionality helps in approval of the details in the Placement Approval form in the TPO
Login.Below is the process which follows for Approving details in Approve Placement Schedule:
Steps Involved:

1. Click on the Notifications in TPO Login.
Click View Details.

Click Approve Button.

Click Ok for Approving the details.
Click View in the Grid for viewing the Event.
Click Cancel Button to cancel the Event.

SnA wN

REC Unified Portal :: User Guide

::Page 97 of 126



ENGINEERING COLLEGE

UNIFIED PORTAL

User Guide Verl.0

SCHEDULE EVENTS
Date Version Author Summary of
S | . . __ changes
AUG - 1.0 ABITS First release to
2016 client

REC Unified Portal :: User Guide :: Page 98 of 126



Contents

EVENLE DELAILS ... rrmeressessessesssessnsssssssssassassssssessesssssesssassssss s s e sess e asss ses s sa s s amass sesases s st Sssssssasansse 100
SCREAULE EVENLS ....ouuererveseeesresssensresssesssssssssssssssssesssee s ssssssssssssssssessstsss sossasssssss sesssusss sessssassessessssssasss 100
MaKE ATTANZEIMENLS ...cuuurreercrree e sseesessssssssssses s sssse e s ssssss s s sas b s s s s mas st 101
Event Calendar — DAy WiSe.....c s ssssssssssssssssssssssssssssesssssss 102
Event Calendar — Month WiSe ... T N N 103

REC Unified Portal :: User Guide :: Page 99 of 126



Event Details

Schedule Events

" EVENT CREATION

Event Location

SelsctRoom

Q aQ

MAIN BLOCK =T
Waorkshop Black |

Add Participants

Oynamic Criteria Based Grouping Participants File Bmwse. | Nofle saleded
| Regureg Upload (i available)

Search & Add Parfidpant

Event creation is a common functionality which will be used while scheduling all events like staff
meetings, student meetings, special class, and training. Through this functionality all events can be
tracked/sorted w.r.t event type wise, month wise. Participants with specific criteria can also be selected
through the dynamic filter option provided in this functionality.

Below is the process which follows for adding the details in Schedule Events:
Steps Involved:

1. SelectEvent, Enter the Event Title, Sponsor, Event Description, Select Event Location.

Enter the Name of the Participants and Select it from the Auto suggested field.

Select All Day/ Each Day Different Time.

If Selected All Day then Select the Event Start date, Event End date, Start Time and End Time.
If Selected Each Day Different Time then Select Date, Start Time and End Time.

Attach a Document by Clicking Browse.

Click Submit.

NOwswN
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Make Arrangements
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This functionality helps to select the priority, enter the intercom no. and the mobile number. The request is
being raised respective to the department and after the request is being raised it is being approved by the
respective department managers.

Below is the process which follows for adding the details in Make Arrangements:

Steps Involved:

1.

WNO VA WN

Select Priority and Enter Intercom No. and Mobile Number.
Select the Request type.

Enter the Description in the Request Form.

Click Save.

Click Events from Menu.

Select Event.

Click Edit for updating the details, correct the details.

Click Update.
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Event Calendar - Day wise

EVENT CALENDAR - DAY WISE

Today's Events Seowise by Typey.

This functionality helps in editing the details of an Event or completely removing (cancel) an Event by
the Person who created it.

Below is the process which follows for viewing the details in Event Calendar - Day wise:
Steps Involved:

1. Login from the respective Login.

Click Browse by Type or Today’s Event.

Or Select the date from the Calendar for an Event to be shown.

Select the Event.

Click Download for downloading the uploaded file.

Click Edit for editing and updating the details of an Event. :
Click Remove for removing (cancelling) an Event.

A DYUIR RN
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Event Calendar - Month wise
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This functionality helps in editing the details of an Event or completely removing (cancel) an Event by
the Person who created it.

Below is the process follows for viewing the details in Event Calendar - Month wise:
Steps Involved:

1. Login from the respective Login.

Select Event Type or Click Today's Event.

Or Select the Event from the Calendar for an Event to be shown.
Click Download for downloading the uploaded file.

Click Edit for editing and updating the details of an Event.

Click Remove for removing (cancelling) an Event.

S A wWN
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Schedule Management

In this module user can manage functionalities like Block & Room Master, Subject Course linking, Syllabus
Master,Event Creation, Make Arrangement, Subject preference, Subject Assignment, Lesson Plan, Student

Grouping & Question Bank Creation

Schedule Transactions

Subject Course Linking
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Based on University Syllabus regulations for all the subjects will be assigned to a course as one time activity.
Subjects will be remained active to the course till the time it gets updated based on revised syllabus

regulation or norms given by University

Below is the process which follows for adding details in Subject Course Linking:

Steps Involved:

1. Select Regulation, Degree, Course and Semester.

2. Selectthe list of Subjects to be Assigned.

3. Click Delete button if selected unwanted Subject.

4. C(lick Assign Subject.

5. Click Delete for deleting the List of Linked Subjects.
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Subject Preference
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This functionality helps the faculty to give preference to a subject before the start of a semester. HOD can
check the list of faculty who have given their preference. The same can be seen by the HOD while assigning

subjects to Faculty
Below is the process which follows for adding details in Subject Preference:
Steps Involved:

1. Select Regulation, Degree, Course and Semester.
2. Choose the Order by clicking (+).
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» [T
-
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1. Select the Preferred subject, Competency on the Subject and the List of Subjects and Click

Choose.
2. Click Submit.
3. Click Delete for deleting the List of Preferred Subjects.
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This functionality helps the HOD assign the subjects to a Faculty at the beginning of the semester. This
functionality helps the HOD in decision making while assigning subjects. HOD can see the names of the
faculty who have given their preference to the respective subject. The application will also suggest the list of
faculty based on their assessment for the previous semester

Below igthe process which follows for adding details in Subject Assignment:

Steps Involved:

1. Select Regulation, Degree, Course, Batch, Semester, Subject and Section.
2. Enter the Current Count.
3. Select the Faculty.
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4. Ifany TUTORIAL or PRACTICAL subject faculty are to be assigned, Select Designation as
INCHARGE/ASSISTANT to define their role for that subject.

5. If faculty selection made apart from the preferred, Enter Remarks and Click Assign.

6. For deleting the List of Assigned Faculty click Delete.

Lesson Plan Master
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This functionality helps the faculty upload the lesson plan at the beginning of the semester after SUBJECT has
been assigned. The entire lesson plan will follow a workflow as part of the process. Faculties submit their
plan to the HOD for review and approval. Lesson plan details like actual date, actual period and status will be
updated while taking class attendance and planned date and planned period will be updated from time table
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Below is the process which follows for adding details in Lesson Plan Master:
Steps Involved:

Select Regulation, Course, Semester and Subject.

Enter S. No, Select Unit, Topic.

Click Add (+), for adding additional fields.

Click Delete, for deleting additional fields.

Click Submit.

Click Copy Lesson Plan to copy the Subject details to other department.

500 B9 Y e

gULESSON PLAN MASTER

Regulanon Semesler

R2013 - BEEEE ] 1 v Technical English b -

selad course name

BE-AEROQ

BE-CSE

7. Select the Course for copying the details.
8. Click Copy.
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Lesson Plan Entry
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In this screen, faculty should enter the lesson plan for the subjects assigned for that semester. List of subjects
which are assigned and also if LESSON PLAN MASTER entry is available.

Below is the process which follows for adding details in Lesson Plan Entry:
Steps Involved:

1. Select Name, Regulation, Batch, Course, Subject and Section.
2. Enter S. No, Select Plan Date; Enter Unit, Status and Remarks.

Click Shift Lesson Plan Dates if there are any deviations.

Select Shift Date from and Period.

Shift Date from and Period are Mandatory fields, clitk SAVE after date changing process.
Click Submit once after all ENTRY process is done.

ow e w
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This functionality helps the HOD group the students dynamically based on the Course and Semester, in which
the Grouping by Roll Number is done from the list of Ungrouped Students. Sections are to be created, which
should map against that course and semester before starting the grouping process. Grouping strength can be
defined based on requirements and should not exceed the maximum ROOM CAPACITY

Below is the process which follows for adding details in Section Student Grouping:
Steps Involved:

1. Select Course and Semester.

Select the YES/NO in the Type of Grouping as Roll Number.
Enter the No. of Students in Section(s) Manually.

Select (+) button for adding the Student according to the Section.
Click Group.
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1. To Ungroup or Delete the Assigned Students in the Grid, Click Select all and Click Delete
button
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This functionality helps the HOD to group the students dynamically based on the Course, Semester, Subject
and Section in which the Grouping is done respect to the Subject where the Ungrouped Students are grouped
with Section wise. List of students for Subject wise grouping will contain the student’s data grouped by ROLL
NUMBER. 5
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Below is the process which follows for adding details in Subject Student Grouping:
Steps Involved:

1. Select Course, Semester, Subject and Section.

2. Enter the No. of Students in Section(s) Manually.

3. Select (+) button for adding the Student according to the Section.
4

Click Group.
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1. To Ungroup or Delete the Assigned Students in the Grid, Click Select all and Click Delete
button
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Transportation

In this module user can manage functionalities like Managing the Route Master i.e. entry and update of Route
including the Pickup locations and Parking locations etc. Assigning the routes to a vehicle and drlver Trip
sheet details and Transport request and approval process is also included in this delivery.

Transport Masters
Route Master
s
Tl
= routs no = statiocation = endlocation = starttime = endtime = parking location =
Mylapoie REC 100 AW 1200 AM Thinvanmipe

e

Visstor Masagemant 1)

This functionality helps to create/update Route details of REC transport. Also we can add the pickup points
andparking location for a respective route. All master screens will be maintained by Transport Admin only.

Based on Transaction Type, the employees list will be populated in the grid, by clicking edit, where it can
beupdated.

Below is the process which follows for adding details in Route master:
Steps Involved:

Click Add Route.

Enter and Select the details in the Respective Fields.
Click Add Stoppings.

Enter and Select the details in the Respective Fields.
Click Save for saving the Stoppings and Route.

Click Edit for updating the details, correct the details.
Click Update.

Click Delete.

Click OK for deleting the details.

[
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Route Map
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Through this functionality all routes can be assigned to a vehicle along with driver details. Periodical route
mapping changes/updating can also be tracked. It will be maintained by Transport Admin.

Below is the process which follows for adding details in Route Map:
Steps Involved:

1. Enter and Select the details in the Respective Fields.
Click Save.

Click Edit for updating the details, correct the details.
Click Update.

Click Delete.

Click OK for deleting the details.

D swN
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Transport Transactions

Trip Sheet

o hee
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Through this functionality all vehicle movement of REC can be tracked for future reference. We can also
track the fuel efficiency and transport delays using this functionality. It will be maintained by Transport

Admin.

Below is the process which follows for adding details in Trip Sheet:

Steps Involved:

1.

A WwN

Enter and Select the details in the Respective Fields.
Click Save.

Click Edit for updating the details, correct the details
Click Update.

Click Delete.

Click OK for deleting the details.
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Transport Requests

Transport Request
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Students/Staff who is willing to avail for REC transport can raise the request through this functionality.
Provision to select the route and pick up point is been given. Workflow process for student /staff requests
forapprovals is implemented accordingly.

Below is the process which follows for adding details in Transport Request:
Steps Involved:

1. Click Select Route.
2. Select the Route and Pickup Point.
3. Click Apply.
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Transport Approvals

Transport Request Approval
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This functionality helps to approve the details in the Transport Request Approval form by which it is
approvedby the Accounts manager for the confirmation of Transport fees.

Below is the process which follows for Approving details in Transport Request Approval:

Steps Involved:

1.

NowswN

Click on the Notifications and Click View details.

Click Transport Approvals and Request Approval Form from the Menu.
Select the Request from the Grid for Confirmation.

Click on the View button for Request Approval Pop up.

Select Payment Status as Yes, Enter Receipt No. and Receipt Date.

If No, Enter Remarks.

Click Confirm.
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Transport Request Approval
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This functionality helps to approve the details in the Transport Request Approval form by which it is
approvedby the Transport manager after the fees confirmation note from accounts department.

Below is the process which follows for Approving details in Transport Request Approval:

Steps Involved:

1.

SupwN

Click on the Notifications and Click View details.

Click Approval and Request Approval Form from the Menu.
Select the Request from the Grid for Approval.

Click Approve or Reject.

Select the details from the Grid by Clicking the Check box.
Click Print Bus pass.
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Visitor Management

Visitor Transactions

Issue Visitor Pass
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This functionality helps to track the visitors visiting the Staff or the Student, which is being permitted by
theSecurity Admin by issuing Visitor pass & Gate pass.

Below is the process which follows for adding details in Issue Visitor Pass:
Steps Involved:
1. Click New Visitor Pass.
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2. Click Capture
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for Capturing the Visitor.
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3. Enter and Select the details in the Respective and Mandatory Fields.

4. Mobile Number, Visitor Name, Total Number of Visitors, Address Line 1, City, Meeting
Person and Purpose are Mandatory.

5. Select Whom to Meet as Student and Staff and Enter and Select the Meeting Person from

the Auto suggested field.

Select the Purpose.

Click Submit.

Click Edit for updating the details, correct the details.

. Click Submit.

10. Click Delete.

11. Click OK for deleting the details.

12. Click Edit, Select Yes/No for Gate Pass Return.
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13. Click Submit. 2 NSTTUTION

14. Click Print for Printing Visitor Gate Pass details.
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