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A. FOREWORD

It gives me immense pleasure to introduce this Software Manual which will act as a guide for using

the Management Information System (MIS) Software. The MIS Software is indigenously developed
by Er. Shanchamo Yanthan who is currently working as Assistant Professor in the Department of
Information Technology. With years of hardwork and dedication since 2015, this Software has evolved
with many features like ID card printing, admit card printing, gradesheet printing, result tabulation,
marks entry, attendance report of students etc. It has helped in managing students’ data, academic
and examination data, employees's data and is a great example of integrating technology with
Academics.

I wish him all the best in his future endeavours.

. yl )y
(S K SHARMA)

DEAN, NU-SET
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(SHANCHAMO YANTHAN)
ASSISTANT PROFESSOR,
DEPARTMENT OF INFORMATION TECHNOLOGY
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1. LOGIN

The MIS <can be accessed by typing

< ¢ ® & 192.168.3.199/mis/home/index.php

192.168.3.199/mis in any browser (e.g. firefox, ¥ http//ghmis.aiersencl... - 4 Most Visited

chrome etc.)

Password must be obtained physically from the

System Administrator for security reasons

Enter the login id and password and click on

Login button
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2. CHANGING PASSWORD

To change the Password, click on the Profile

Settings Menu

>> PROFILE SETTINGS

PROFILE SETTINGS

Enter the Current password and a (Strong) New

Password of your choice

Confirm the new password and click on Update
button
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3. SEARCH STUDENT/ EMPLOYEE DETAILS

To search details of student/ employee, click on

the Search Menu which is under Home menu

Select the search type from the drop down list.

It can be Student or Employee

Enter the ID or Name of the Student/ Employee

and click the Search Button
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4. ADD HOSTEL INFORMATION

App DaTa

>> ADD HOSTEL

To ADD hostel information, click on the Add
Hostel Menu under Add Data main menu

=

AVAILABLE HOSTELS

Enter the details of the Hostel like name,

capacity and hostel type

Select the Warden from the drop down list and
click Add Hostel button

EMPO0022--CHITRASEN LAIRENJAM

,‘ Add Hostel |EEEEEE.
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0. ADD EMPLOYEL

To ADD Employee details, click on Add Employee l ZZEABD ENELOYEE \

under Add Data Main menu

In the official section, select whether employee

is a Teacher or Staff

After entering all compulsory fields, click on
‘ Add Data button
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6. CREATE USER ROLE

User Roles allows different users to have

different rights in accessing the software. For e.g.

a staff should not be allowed to enter marks

Enter the Role Name and Description for the

EXISTING ROLES

User Role

Click on Add button. Existing User Roles can be
edited or deleted
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¢- ASSIGNING USER ROLE

Every user must be assigned to a specific User

Role. Click on the Assign Roles menu under the

Admin main menu

Select the User Role from the dropdown list and
click Update Role

You can reset the password of any user incase

the user forgot his/ her password. It will reset

with the default password

| Page 13



8. SITE SETTINGS

site Settings allows you to change site name,
logo and max records per page while displaying

large number of data

SITE SETTINGS

le Name  school of Engineering and Te

Enter the Site name, upload the site logo and ST
also specicy maximum records per page Site Logo

Click on the Update Button to make necessary

changes to the site




9. USER PERMISSIONS

User permissions allows you to control the way

different user roles access the different modules

A user may be assigned Can Access (Read), Can

Edit (Modify) or Can Delete (ALl Access)

Check the required permissions for each user

role and click Update button
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10. DATABASE BACKUP

Database Backup is an essential operation to be
performed by the Admin for safekeeping of your
MIS data

>> DB Backur

The database is stored in the server with .sgl

extension and file name will have current date

Database Backup Successful!

Click the Download button to keep the database

file on another machine




11. COURSE GROUPS

Course Groups allows you to group the courses
for different batch of students in case of syllabi

revision

Fill the Group Code and give a short description. ‘

Select the grade system. The grade system may
differ for different batch of students

Group Code I |

Check the course group details and click on
Add Group button

Group Description

Grade System | Grade-2015 v

11—
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12. ADD COURSE DETAILS

CouRSES

>> ADpD COURSE

NV

To ADD a course, click on the Add Course Menu

under Courses main menu

) Course Group
Specify the Course credits under Lectures, 2 Course Code | |
Tutorials and Practicals. Select the Course Type y Couseame |
| o ) semeser | |
(e.g. Theory, Practical, Elective, Project etc)
/] Course Credits Lecturesl =
1htoﬁah| Eﬂ
Select the department in which the course is practicals | &
offered and click on Add Course button ) Course Type
Department lCommon Pool
=
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13. COURSE GROUP SET

Course Group Set allows you to select certain

>> COURSE GROUP SET

courses as a set that can be assigned to

students

Show| 10 El entrie:

EMEEEE :  2015.course 1 SEM1-2015

Select the Group Code, semester, department .- P p— l,.,.m..,mm.,, ———

for which the set is to be created _

) Group code

Semester| I
Give a short code and description and click the Department | Common Pool
Proceed button SR | |
Group Description

\ Proceed Cancel
/
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14. COURSE REGISTRATION

students. Click Course Registration menu under covse Assiamenr |

the Courses main menu _

setectsudent ype
Select the Session __2019—2020 v

Select the Semester EI
Select the Department | Agricultural Engin

.

You can register course group set to selected

A

Select the Course Group Set that you would like

to assign to selected students

Select the students by checking the checkboxes

and click on Update button
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15. COURSE ASSIGNMENT'S

Courses can be assigned to faculties to allow _
them to add marks, attendance report etc. _

Select the Course Group Set

End Term Exam |June 2019 I

If this is not the Current Exam

Select the Department I Agricultural Engineering and T

N\
s Proceed

Check the courses for assigning to a particular

faculty

Select the faculty and click Assign Subject
‘ button

> Select Teacher| RAMESH SINGH - EMP000S v/
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16. ADDING MARKS

A Faculty will be able to add marks for those
courses that are assigned to him/ her. For

Course Assignment refer Page 21

seect xam Tipe

End Term Exam | j;ne 2019
Select the Semester

Select the Department | Biotechnology

Select the Details of the course and click on the

Proceed button

> | select Course Group | Click to Select | v
Click to Select
| SEM6-BT15-1

In the next page, select the Course Group from

the drop down. Contd..
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CONTD..

O
SeectCourse Group [SevoeTis v
from the dropdown and Cl'ICk on the Proceed >SelecttheCourseEBTGELOI-StemCeIIinHealthCare

button o Froceca |

B. Tech End-Term (regular) Examination, June 2019
Department of Biotechnology

Select the course that has been assigned to you

In case a student is absent or found cheating, it

may be mentioned in the Remarks column by

clicking on the dropdown list

Select Examiner ; EMPOOOB-RAJKRISHNA MONDAL Ty
7

. The Admin has permission to edit marks or

select Teacher's name in case of correcting

wrong entries. Click Add Marks button to save

| Page 23



17. REGISTERING BACK PAPERS

>> REGISTER BACK PAPERS

This action must be done along with the back

paper form that the students fill up and submits

to the Exam Section

AN
= ===

", couse Group

End Term Exam | June 2019 l

If this is not the Current Exam Go and add New Exa

Em:erCourse1| ‘
Enter the Roll Number of the Student and select Emter Couse 2 | \
the course group to which the student has been Eter Courses | |
EnterCourse4| l
enrolled - |
>En1:er¢ourse6| ‘
N
Enter the back course codes one by one and click ) Enter Course 7 | \
Eerourses| ‘
on Add Back Papers button
EnterCourseSl ‘
Enhercourselol l

)
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1S. TABULATING RESULTS

Click on Tabulation menu under Exam main
menu. Select the Exam type (Regular or Non-
Regular)

>> TABULATION

Select xam Type

You can print original or provisional gradesheets

End Term Exam |June 2019 vl
depending. Consolidated gradesheet can be >Selectthe$emestel’ 1v]
printed only in semester 8 \Selectﬂ\eDeparhnent Agncultural Engineering and Technology

Tabulate Tabulate Back List All Passed Merit List Check Printing

You can also toggle the display to show marks

only or grades only. Contd..

VR \

Display Marks v Print Print Orig Gradesheet Print Prov Gradesheet Consolidated Gradesheet Go Back
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CONTD..

Select Eam Type

End Term Exam
To Tabulate back papers, select the semester Select the Semester |1 v

Selectﬂ\e Department | Agricultural Engineering and Technology

Tabulate Back List All Passed Check Printing

and department and click on the Tabulate Back
button

Merit List : B. Tech End-Term Examination, June 2019
Department of Agricultural Engineering and Technology

To View merit list who are passing out, Select
the Department and click Merit List button

* indicates Multiple Attempts

To keep track of gradesheet printing, click

Check Printing button. This shows the records of

those gradesheets which has not been printed
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19. VIEWING SGPA

This feature allows you to verify the Semester
Grade Point Average of students from Semester 1

till the current semester

Select Sudent ype
Select the Session | 2018-2019 v
Select the Semester

Select the Department | Agricultural Engineering and Technology v

Select the Session, Semester and

Department and click Proceed button

The SGPA, CGPA, number of back papers and the

Year in which the exam was appeared are

displayed
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20. VIEWING DEBARRED LIST

The debarred list displays the list of students

whose attendance is less than 75%

>> VIEW DEBARRED

NV

Click to Select
Click to Select
June 2019

June 2016

Select the Month and Year of Examination from

the dropdown list

The debarred list displays the details of the

courses in which the students got debarred
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21. PRINTING ADMIT CARDS

Click the Admit Card menu under the Exam main

menu

| ET—

Examination : Click to Select | v
Click to Select

Select the Semester, Regular or Non-regular

students and the department

Examination | June 2019 i

" Select the Semester E]

> sttusofsudents [reguin v

C on t d ' Select the Department I Agricultural Engineering and Technology v

>3 B

Click View button to see the list of students.
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CONTD..

Select the students by clicking the check boxes
and click the Print button

\

List of Students in Semester 2 (2018-2019) , Agricultural Engineering and Technology

SCHOOL OF ENGINEERING
AND TECHNOLOGY
(D. C. Court Junction, Dimapur-797112)
o
Roll No: 1801201
Name: MR. TEPUTO KRAHO
2 End-Term June 2019
Agricultural Engineering and Tech:
List of Regular Courses
Sno.  Code Course Name Cr.  Remarks
1 G201 Workshop Practice 2
2 G2102  Basic Electronics Lab 1
3 G203 Engineering Chemistry Lab 1
4 G204 Engineering Physics-ll Lab 1
5 62101 Engineering Mathematics-1 4
3 62102 Engineering Physics-Il 3
7 G2T03  Engineering Chemistry 3
8 G2T04  Basic Electronics 3
9 G2T05  Engineering Mechanics 4
10 G2106  Technical English 4
List of Back Courses
Sno.  Code Course Name Cr.  Remarks
1 GIT01  Engineering Mathematics-| 4
2 G1T02  Engineering Physics-l 3
3 G1T04  Electrical Engineering 3
4 G1T06. Engineering Graphics 3

(. (D. C. Court Junction, Dimapur-797112)

i~ SCHOOLOF ENGINEERING
=

Roll No: 1801201
Name: MR. TEPUTO KRAHO
Semester 2 End-Term June 2019
Department: Agricultural eering and Te

List of Regular Courses

Sno. Code  Course Name Cr. Remarks
1 G2L01  Workshop Practice 2

2 G2L02  Basic Electronics Lab @

3 G2L03  Engineering Chemistry Lab 1

4 G2L04  Engineering Physics-ll Lab 7

5 G2T01  Engineering Mathematics-1l 4

3 G2T02  Engineering Physics-Il 3

7 G2T02  Engineering Chemistry 3

8 G2T04  Basic Electronics 3

9 G2T05  Engineering Mechanics 4

10  G2T06  Technical English 4
List of Back Courses

Sno. Code  Course Name Cr. Remarks
1 GITO1  Engineering Mathematics-| 5

2 GIT02  Engineering Physics-1 3

3 G1TO4  Electrical Engineering 3

4 GITO6  Engineering Graphics 3

!




22. PRINTING PASS CERTIFICATE

Exam

T -
Click Pass Certificate menu under the Exam _
main menu

~ Examination | June 2018 v

> Select the Department l Agricultural Engineering and Technology v

3T

Select the students by using the check boxes and
click Print button

List of Passed out Students (2017-2018) , Agricultural Engineering and Technology

The Pass certificate can be printed only for

those students who have passed out
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23. GRADE SYSTEMS

>> GRADE SYSTENMS

\ Add New Grading

Click on Grade Systems menu under Exam main

menu —

N =T =T ==
TR

Fill out the grade details like lower range, upper
range, grade point, letter grade and performance
(e.g. 91, 100, 10, A+, Distinction)

Click on the Add Grading System button to make |

the changes

|

O |

\ Add Grading System
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24. MARK SETTINGS

Click on Mark settings menu under Exam main
menu and click Add Marks Setting button to add

new marks setting

e.g. 1. Assignments, 10, O
2. Mid-Term, 30, 0
3. End-Term, 60, O....
6. Total, 100, 45

Check the Subject types to which these mark
settings apply and click Add Settings button

e [ o
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25. VIEWING BACK PAPER LIST

Click on the Back Paper List menu under Exam 1
main menu

jon [ Click to Select 1§y
Gcktoseea |

= June 2019

~ | June 2016 i
- | June 2017 |

Select the Department from the dropdown list Bamination [June 2015 |

" Select the Department | Agricultural Engineering and Technology l v |

and click View button

The list of students with the registered back
papers (Ref p24) are displayed
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206. EXAMINATION SETTINGS

Exam Settings allows you to set the signature of

Academic I/C, assign tabulators, set month and

year of exams etc

Click on Add Examination button and Enter the

details of the examinations and select the | Examination (e.g. December 2016) | December 2019 |

> Current Bam |ves v |
Semester {0dd | v|

> Select Tabulator 1 | EMP0O11 - LANUYANGER v/

tabulators from the dropdown list

Select Tabulator 2 | EMP0006 - RAMESH SINGH v/

Upload the scanned signature of the Academic Select Tabulator 3 |EMP0009 - SHANCHAMO YANTHAN v
Select the Session

Upload Signature of 1/C Academic Noﬁleselected.

> Add Exam Info

I/C and click Add Exam Info
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27. ID CARD SETTINGS

MANAGEMENT

This feature allows you to print student's/ 22 LN ICARDISENNINGS
employee’s ID card on PVC card

ID CARD PREVIEW

o = =\
*‘g SCHOOL OF ENGINEERING AND TECHNOLOGY

ey B
3

Select whether the settings apply to student's

/employee's ID card from the dropdown list

ID CARD DIMENSIONS

centimeters). Contd..

‘ Enter the dimension details for the ID card (in
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CONTD..

LABEL SETTINGS

The labels are the details printed on the ID card.
Enable by checking/unchecking the checkbox.

100% width will print the label on single line

—

You can change the header image as well as sig-
nature of the HOI. Specify the font size as well
as the validity of the ID card

The Text that appears on the back of the ID card

can be customized too. Click Update Settings

Holder.<br P>

2. Misuse of this Identity Card is illegal.<br />

button to save the changes
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28. PRINTING ID CARDS

MANAGEMENT

Click Print ID Card Back menu under the
Management main menu to print the back side of
the ID card

Important Instructions
1. This card must be in the personal custody of the Holder.
2. Misuse of this Identity Card is illegal.
3. Loss of this card must be reported to the Office of the Issuing

Authority.
4. Re-Issue of this card will incur additional cost.

The ID card back preview is displayed. Verify the

details and click Print button PR
( Important Instructions 3
The front of the ID card can be printed by View- S e o oo
. . m-uaammuwmmeMdmm
ing Students (Ref. p42) or Viewing Emloyees et o s cardwil ncur sidoncost.
(Ref. p39) SN

me
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29. VIEWING EMPLOYELES

Click on View Employees menu under

>> VIEWw EMPLOYEES

Management main menu

Select Employee Type | Click to Select | v | View Type| SUMMARY VIEW v
[ Gicktosdect_|
(= r

The list of employees is displayed with different

operations like View, Edit, Delete or Take Photo

depending on the user rights

You can also change the view type to DETAILED

VIEW to see more details. Select Employee by
checking and Click Print ID button
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S30. STATISTICS

MANAGEMENT

Click on Statistics menu under Management

main menu >> STATISTICS

Student 5

Teacher

Click View button after selecting the correct

choices

Iz} o
Al ngiesing and Tochnolcgy ,
s fo [1]s i fo [s]ufs [z |

The statitstic shows the details of male/ female

students admitted under different categories i [s fofa s fo [ofsfe [ |
i fofofofofofalo [s
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Sl. ADDING STUDEN'TS

>> ADD STUDENT

STUDENTS

Click on Add Student menu under Students main

menu

Fill up the official information like Roll Number,

(o)
()

Semester, Department etc.

2019-2020 v

Verify the details and click on Add Data button to

save the changes

Agricultural Engineering and Technology
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S2. VIEWING STUDENTS

STUDENTS

Click View Students under Students main menu.

Select the Details and click Proceed button _
/0]

Select Student type
Setectthe session
Select the Semester

Select the Department I Agricultural Engineering and Technology v

\
&

The List of Students along with operations like

Enter the Name/ Roll Numberl

View, Edit, Delete and Take Photo are displayed B s |

View Type| SUMMARY VIEW | [

Check the checkboxes and click Print ID button

O setect an
Show 10 entries Search:

for printing ID card. o G e e e mon
{View | Edi] 0 Lo J ‘

1 1801201 I
. ;a
L™,

| Page 42




33. PROMOTING STUDENTT'S

STUDENTS

Select Details

Click Promotion & Transfer menu under the

Students main menu

>> PrROMOTION & TRANSFER

SetectStdent ype
Setect the sssion
Select the Semester

Select the Department | Agricultural Engineering and Technology v

Verify the Semester and click Promote button to g e |

promote the qualified students

The System automatically checks the number of pey = T e e
back papers and promotes only those students o i )
s e —_— .
who are eligible — —— coe .
- P pre— = :

| Page 43



34. ATTENDANCE REPORT

STUDENTS

Click Attendance menu under the Students main

menu. The Admin can select any course by giving —]

the details and clicking Proceed button

End Term Exam IJune 2019 }

Select the Semester

Select the Department IAgricuIturaI Engineering and Technology v

Check Submissions Check Debarred

NV

Select the Course

% IT4P1 - Network Lab (Information Technology| B

Enter the Total Classes conducted and classes

| =

attended by each student

The name of the faculty can be chosen by the

Admin (not required if faculty is logged in). Click ) TowlCesesConduces 27 &)
Submit button to update » e
2 |10 | weRmmosoraRs - 25 s |
> Select i I EMP0042-EKONTHUNG L KIKON v]
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395. LOGGING OUT

The System maintains session with each login

and automatically logs out if there are no Emp ID: adrmin | User Name: Administrator

activities for 10 minutes or more %f}zy//sz//zy /A :%’\;/z/,i(k/(iyy

STUDENTS

Click on the Logout button on the main menu

panel

Once you have logged out no operations can be

performed until the next login.
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