
User Manual for Contact Class Management by Colleges

College can choose the students who are eligible for contact classes, register them for the 
courses and then map them to the corresponding faculty members. After that the college can
submit the registration and make the fee payment to the University.

Course Registration and Faculty Mapping

 Go to Exam->Exams

 Against the exam definition, click View/Register Exam Courses -> Register button



 Select the student and then the two level faculty members against the course for 
which contact class is applicable.

 Check the Verified/Fee Collected check box to complete the course registration and 
mapping for the selected student.

 

 Submit the registration and make fee payment to the University.

Attendance/Internals Entry and Submission

Attendance/Internals are to be entered by the faculty and submitted by college.



Steps to be followed by the Faculty

 Go to Exam->Contact Class Internal Attendance

 Faculty can search for mapped students using academic year and exam definition 
filter

 Faculty can enter the attendance and internal marks and committee marks (if 
provided)  and click on Save button to save the data



 If the data is saved at least once, the Submit button will appear. Click on it to submit 
the data to the college. After submission, the data cannot be edited unless revoked by 
the college.

Steps to be followed by the College

 Go to Exam->Contact Class Internal Attendance



 College can filter the students using academic year, exam definition and mapped 

faculty

 Click on the Revoke button to Revoke the data back to the mapped faculty

                                                                                                                                                                



                                                                                                                                                                
 Check on the records to be submitted and click on Submit button to submit the 

checked records to university.

                                                                                                                                                                



                                                                                                                                           

 Click on The Export XLS button to export the list to an excel file. Only the 
submitted (to university) entries will appear in the exported file.
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