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Key Indicator 6.2- Strategy Development and Deployment 
 

    Metric No:- 6.2.2: Institution implements e-governance in its operations 
1. Administration 
2. Finance and Accounts 
3. Student Admission and Support 
4. Examination 

 
 

User Manual of ERP –LTJSS 
 

Main Users of the academic module are 

1) Head of the Department 

2) Semester wise Time Table In-charges 

3) Teaching Faculty 

 

Note - Every Time Table In-charge has to work for the Semester which has been 

allotted to him/her. 

- Faculty should create Teaching Plan for Every Allotted Theory and Practical 

Subject (Teaching Load ). 

 

Academic Report is available to the Principal and HOD (at Department Level) and 

Teaching Faculty (at Personal Level) 

 

Head of the Department Panel has following Links : 

 

A) Classrooms/ Lab. :- This link is used to Add, Edit and Delete Classroom and 

Laboratory Names required to make Departmental Time Table. 

B) Slot Management :- This link has 2 tabs that are to be used to create Period 

timings and to create slots by using period timings. 

i) Create Period Timings :- Select Course, Period Number, Start time and 

End Time. 

ii) Create Slots :- Create number of slots using period timings so that it can be 
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used to create time table (Theory, Practical, Tutorial, Project and Seminar) 

Above tabs are required to create master record for Period Timings and Time 

Slots at department level. These Period Timings and Time Slots are required to 

Create Section wise Time Table. 

 

 

C) Dept-Academic Report :- Select Academic Term, Course, Semester, and Date 

to see Academic Report for (Theory, Practical, Tutorial, Project and Seminar) 

 

D) Weekly Time Table :- This link shows the weekly time table details with 

Engaged or Not Engaged Status for complete academic span. 

 

E) Master Attendance Report :- This link provide user interface to create 

consolidated attendance report based on eligibility criteria for the specific date 

span. 

     To create master attendance report, Select Academic Term, Course, Semester, 

Section, Eligibility for (CAT1, CAT2, Sessional Exam.), Eligibility Criteria (eg. 

75% Attendance) and Date span to see subject wise and overall attendance for 

(Theory, Practical, Tutorial, Project and Seminar). 
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Time Table In-charge Panel Consist following Links : 

A) Student Section Assignment :- This link have 3 tabs that can be used to assign 

Section and Roll number and create section wise student roll list.  

i. Assign Confirm Students - This tab show the list of students who 

completed their regular admission process and they have been sent 

to the department for their academic activity. Select the students 

from the list and assign them section, and roll number (eg. Section-

A, Section-B) As soon as section and roll no. is assigned student 

name will be removed from the list. 

ii.  Assign Provisional Students - This tab show the list of students 

from the last academic year even semester, who can be 

provisionally admitted to their next Semester for their academic 

activity.Select the students from the list and assign them to section 

and roll number (eg. Section-A, Section-B) 
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iii. Section wise Students List - This tab shows the section wise roll list 

with current status (ie. Confirm / Provisional) of the students.

 

 

 

 

B)  Batch Management. :- This link have 5 Tabs to create and manage 

Practical,Ttutorial, Project and Seminar batches. 

i. Create Batch - To create new batch name (eg. A1, A2. B1, B2) 

as      per batch type. 

ii. Practical Batches – This tab shows the list of Practical Batches along 

with the links to Delete batch, Assign Students to batch and View 

Students in the batch.To Delete created batch, Click on Delete link , 

make sure before delete any batch or students. To Add Students in 

practical batch, click on Assign Students link, Students roll list will 

be displayed on the screen. Select the student to add to practical 

batch and press SUBMIT button to confirm and SAVE.To View 

student list, Click on View Students. The Students roll list 

will be displayed on the screen for selected batch. The Delete link in 

the list can be used to remove the students from the practical batch. 
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This removed student will be available to assign in other batch. 

iii. Tutorial Batches – The same process as mentioned for the Practical 

Batches. 

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

Batches . 

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

Batches. 
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C) Student Subject Management :- This link consist 2 tabs Assign subject to  

                  students and View Subject wise students list. 

 

i. Assign Subjects to Student - This tab shows the Subject List 

(Compulsory subjects as well as Elective subjects). Elective subject 

will have check box in front of subject name to select and assign to 

students. Select Section from dropdown section list, this will show 

the list of available students for the section. Select the students 

from the list and press SUBMIT to assign subjects to the students. 

The assigned students will be immediately removed from the 

available student list. If no students are available in section roll list, 

this means that all the students have been already assigned their 

semester subjects. 

ii. View Subject Students - Select Section and Subject Name from 

dropdown menu to see the student list for the selected subject 
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D) Teaching Load :- This link have 5 tabs and are used to assign teaching load 

to the faculty members and view their teaching load details. 

Assign Subject – Click on this tab to assign subject to faculty. Select 

Section, Subject type, Subject Name, Load type, College, Dept, Teacher 

and number of slots from the dropdown menus. Press the submit button to 

add teaching load to the faculty member. Immediately entered details will 

be displayed in the Subject and Teacher list below. 

i. Theory – This tab shows the list of theory subject assigned to the 

faculty name along with Edit and Delete facility. Edit link will 

provide user interface to change the no. of slot information.

 Delete link will provide facility to remove subject load from 

the faculty. Delete link will required to insert Date of Deletion. 

Date of deletion means the date from which you wants to remove 

the subject load from the faculty name. It has some rules or 

constraints to delete subject load, these are :- The subject with 

faculty name should not be active in the Time Table on or after the 

date of deletion. All the attendance data for the days before the 

Date of Deletion should be available in the attendance record. 

ii. Pracatical – Same process as given above for Theory Subjects. 

iii. Tutorial - Same process as given above for Theory Subjects. 

iv. Projects - Same process as given above for Theory Subjects.  

v. Seminar - Same process as given above for Theory Subjects. 
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E)     Time Table Management :- This link consists 3 tabs which helps to create 

and manage Academic Time Table for the specific Semester Section. 

i. Create academic Span - This tab provides user interface to create 

academic span (ie. Start date and End date of teaching span) to specified 

semester, section for the current academic session. This helps us to 

create Time Table for the given span and show the week wise personal 

time table for current academic session. 

ii. Time Table Entry - Click on this tab to make time table data 

entry.Select Section, Day, Slot type, Batch, Period Number, Subject 

Name, Classroom/Lab, Teacher Name, Effective Date and press the 

SUBMIT button to confirm and save the timetable entry.The entered 

details will be immediately available in the timetable shown below. 

The Effective Date plays very important role in the time table data 

entry, so be careful while entering Date, by default it shows the start 

date of Teaching session. 

To delete time table data you just entered, Click on the period/slot data 

shown in time table view below. 

(** Important Note - Time table data entry is very important and logical 
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task, some rules are there to delete data for specific Day and Period 

No.(slot) from the Time Table. Delete From Date is an important field 

to be entered. This means from which date you do not want to show 

time table period entry for remaining time table date-span. This will 

helps us to re-enter the new/changed time table data for same day and 

period number. 

Deletion of time table entry requires that the attendance entry of the 

particular subject for the previous days should be done prior to deletion. 

Also attendance beyond the date of deletion should not be available 

there in attendance record. Date of Deletion should be of the same DAY 

for which period/slot data to be deleted. Also while re-entering time 

table entry for deleted slot, the DATE should be of the same DAY and 

should not less than the Date of Deletion.) 

 

iii. View Time Table - To view time table, click on this View Time Table 

tab, Select section time table. This shows a complete view of the 

Current Time Table. Print button helps to take the hard copy and Excel 

button helps to download the time table in excel format. 

 

 

 

Teaching Faculty Panel Consist following Links : 

A) Personal Teaching Plan 

- This link displays personal teaching load details (ie. Theory, 

Tutorial batches, Practical Batches, Project Batches, Seminar Batches if 

any) 

- This report also shows link in action column to Add Teaching Plan 

for selected subject. 

Add Teaching Plan :-To add teaching plan click on the green Plus button 

in Action Column. Data entry screen for Teaching Topic will be 

available on computer screen. Select topic code, select topic from the 

syllabus and press SUBMIT button to save. 
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B) Personal Time Table 

- This link shows Personal Academic Time Table for the selected 

academic term. 

- To view time table for particular week (ie. Week-1, Week-2.), click 

on the Number button. 

- This weekly time table details shows the day wise and period wise 

time table as per your personal teaching load along with day and dates for 

the selected week. 

Add Students Attendance: To Add students attendance for specific Date 

and Day with allotted period/slot, click on the add button of that particular 

slot. Then facility for attendance entry will be available on the screen. 

Students Roll list with default Present checked mark will be displayed on 

the computer screen. 

- Select Class Status (Engaged / Not Engaged) 

If Engaged then select Topic Code from the dropdown menu, (you can 

select at most three regular topic from dropdown menu). Other Topic text 

box is available, faculty wanted to add topic details beyond teaching plan 

can use them. Finally make check mark for present student and uncheck 

for absent students. For confirmation and save, press SUBMIT button. 
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If  Not Engaged then select the reason for not engaging the period/slot. 

Once attendance data added then Add button will be changed into View 

button with green background for Engaged slot/period and with orange 

background for Not Engaged slot/period. 

 Delete Students Attendance: Deletion for attendance data will be 

available only for the Same Date on which you made data entry, it will 

not available from next day onward. 

To delete attendance entry, click on view button - It shows the complete 

details of the attendance available, along with DELETE button and 

Cancel button. 

 

Extra Period Entry: Every blank slot in time table will have ADD 

button. Click on button will show you list of theory subjects allotted to 

you with one of the column name is Action.This facility is for Extra 

Theory Class with some rules and restrictions.Rule1 - The Period/slot 

should be completely free in the time tableRule2 - If occupied by other 

faculty then his/her Attendance status should be NOT Engaged with any 

reason from the list except reason MASS BUNK. If the above conditions 

are TRUE then the Plus sign will be available in Action column. Click on 

Plus sign, this will provide you screen for attendance entry for EXTRA 

period. In any other case, Plus button in Action column will NOT be 

available for extra period entry. 

 

Tutorial to Extra Theory :  If Faculty wants to covert his/her Tutorial 

period into Extra Theory period. Any one of the faculty can add the extra 

theory for the same tutorial slot. To do this, both faculty should Add 

attendance with Not Engages status with the reason Released for Extra 

Theory, the extra Add button will be appear in the same slot to the both 

faculties in their personal time table. All the other reasons except MASS 

BUNK in the reasons for NOT Engaged tab will release this slot for extra 

theory for other faculties teaching for the same Semester, Section. (Not 

Engaged status should be entered for Both TUTORIAL batches ie. T1 and 
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T2)                                                                                         

    

                           

 

 

 

C) Personal Academic Report 

This link provides Personal Academic Report for your complete teaching 

load. Click on the Number in Yellow background column name (ie. 

Average % of students attendance till date) to see detail attendance 

report. 
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