
 

 

 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

ERP POLICY 
This document details the policy and manual for 
the ERP / LMS implemented in the institute  
 



 

  



 

 

 

 

 

VISION 

 

To be a centre of excellence for learning and research in 

engineering and technology, producing intellectually well-

equipped and socially committed citizens possessing an ethical 

value system. 

 

MISSION 

 

➢ Offer well-balanced programme of instruction, practical 

exercise and opportunities in technology. 

➢ Foster innovation and ideation of technological solutions on 

sustainable basis. 

➢ Nurture a value system in students and engender in them a 

spirit of inquiry. 
 

 

 

 

 

 

 

 

 

 

 



MUTHOOT INSTITUTE OF TECHNOLOGY AND SCIENCE 

 

 

 

Muthoot Institute of Technology and Science (MITS: http://mgmits.ac.in/), is 

promoted by Muthoot M. George Institute of Technology, is a Section 25 

Company within the Muthoot Group. It is a self-financing Engineering 

College, situated in the Industrial suburb of Kochi, close to the Smart City 

and Info Park. Started in 2013 with a clear vision to become a centre of 

excellence in learning, we have made some remarkable achievements and 

stand first among the self-financing Engineering colleges in Kerala in terms 

of academic results in Kerala Technological University (KTU). We train our 

students to be professionally capable, taking up new challenges and exploring 

latest technologies. 
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INSTITUTE OBJECTIVES 

• Academic Excellence: To provide high-quality education that ensures 

students achieve academic excellence in engineering and related fields. 

• Research and Innovation: To foster a culture of research, innovation, 

and creativity among students and faculty, encouraging cutting-edge 

research and development activities. 

• Industry Collaboration: To establish and maintain strong 

collaborations with industries to ensure curriculum relevance, provide 

internship opportunities, and enhance employability through practical 

exposure. 

• Ethical and Social Responsibility: To instil ethical values and a sense 

of social responsibility among students, preparing them to contribute 

positively to society and the environment. 

• Skill Development: To equip students with the necessary technical, 

analytical, and soft skills required for their professional growth and 

adaptability in a dynamic global environment. 

• Lifelong Learning: To encourage and support continuous learning and 

professional development among students and alumni, promoting a 

culture of lifelong learning. 

• Inclusive Education: To provide an inclusive educational environment 

that supports diversity and offers equal opportunities for all students, 

regardless of their background. 

• Community Engagement: To actively engage with the local community 

through outreach programs, partnerships, and service projects that 

address local and regional challenges. 

• Enhance Infrastructure and Facilities: Continuously upgrade 

campus facilities, laboratories, and resources to provide a conducive 

learning environment and support cutting-edge research. 

 

 

 



INTRODUCTION 

 

Purpose of the Manual: To outline the policies, procedures, and best 

practices for usage of ERP in Muthoot Institute of Technology and Science. 

 

Scope: Applies to all stakeholders (Faculty, Students, Staff and Parents) of 

the college. 

 

Components:  

➢ Faculty login. 

➢ Student login. 

➢ Staff login. 

➢ Parent login. 
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MITS – Etlab Campus Management Software ERP. 

The structure of the program will involve several modules which will carry out different sets of 

academic functionalities. The program will have the following modules/functionalities.  

Modules:   

User login System   

• The software needs to be designed to work in a user specific manner. Management, 

Principal, HOD, Staff adviser, Students, Parents, Teaching staff, Course 

coordinators, Office staff, and Managements have their separate logins (There will be 

a provision to provide additional logins according to the request of the college).  

• For each login, the system will perform only the functionalities corresponding to that 

particular login. 

User-Administrator- Features   

• The general features will include Course creation, Batch creation, Syllabus display, Student 

management, Staff management, Time table generation, Report generation including 

academic reports, facility to export to pdf, csv and word formats, Website administration 

and managements, SMS alerts, Emails, Internal messaging system, Campus news/bulletins 

issue, Exam schedules, Hall ticket generation, Exam results display, Parent interaction, ID 

card generation, Software login statistics, Graphical Analysis and Leave  processing. 

• It will be able to facilitate suspension of classes and periods, display attendance defaulters 

and Software user login statistics.  

User- Faculty – Features  

• Features such as attendance marking, academic Statistics Graphical Analysis, Student 

remarks, Parent interaction, Exam calendar, Exam scheduler, Exam Results, Internal 

marks, Evaluations, Digital Notice board, Remarks, Reviews, Time table, Calendar 

notifications, Performance comparison, Question bank, Question paper preparation, 

Assignments and Report generation, Study Materials, Subject Coverage, Subject Plan, 

Subject Syllabus, Subject Year Calendar, Course Diary creation, Substitutions, Special 

Class creation, SMS alerts, Internal messaging system and Emails will be available.  

User- Student – Features   

• Such features such include Attendance details, Exam Results, Study materials, Student 

activity corner, Calendar notifications, Home works, Question bank, Syllabus, News and 

events, Remarks, Reviews, Internal assessments, SMS alerts, Internal messaging system 

and Emails.  

User- Parent – Features   

• Attendance details, Student leave applying control, Exam Results, Study materials, Student 

activity corner, Calendar notifications, Home works, Question bank, Syllabus, News and 
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events, Remarks, Reviews, Internal assessments, SMS alerts, Internal messaging system 

and Emails will be available in this module. 

Student Admission Module:   

• Student online registration, Verification, Batch assigning, Admitting (admission no 

generation using desired criteria), Approval, Document submission and Report generation 

will be available in this mode. 

Grievance Redressal Module:   

• Grievance type, Grievances, Monthly report, Staff allocation with respect of grievance 

type, tracking status of grievances and customization as per institute requirements. 

Analysis Module:  

• Academic analysis, Batch analysis, Department analysis, Exam wise analysis, Student wise 

analysis, All Department wise analysis etc. 

Survey Module:   

• Faculty Feedback Surveys- Add surveys for students to review teacher performance of each 

semester subjects, Score calculation using desired formula, Resulting publishing, Result 

export as pdf.  

• General Surveys- Add surveys for students, parents and faculties  

• Course Exit Survey, Program exit survey etc.  

Communications Methods:  

• There will be a facility for SMS Alert System, Email integration, Circular, Digital Notice 

board, internal messaging system and Push notification. 

Online Learning Modules: 

• Online Live Class Room, Video Class Room Materials, Online Exam, Online Module Test, 

Online home work and Assignment and Online Study Material / Notes. 

University Exam 

• KTU Exam Creation (Regular/ supplementary), University Mark list Bulk Uploading (pdf 

or excel), Integrated with Attainment calculation etc. 

User- Placement Coordinator – Features 

• Placement coordinator will be able to sort students according to internal mark filters, 

university mark filters, backlogs, number of attempts to pass, total attempts, Student profile 

generation, Campus Drive details, Student Report Generation.  

User- Alumni – Features 

• TC issued students automatically become the member of Alumni module.  
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NAAC Accreditation Module:   

 This module will be able to generate the following reports 

• Faculty Reports- Academic year wise/ Department wise report generation of faculty 

researches, publications, programs coordinated, programs attended, seminars guided, 

projects guided, consultancies, positions held etc.  

• College Academic Report- Report generation based on filters (passed/not passed students, 

course, batch, semester, subject, total attempts to pass, total backlogs, current backlogs, 

internal mark %, university mark %, total mark % etc.).  

• Student Academic Report- Report generation semester-wise and subject-wise based on 

filters (passed/not passed, total attempts to pass, internal mark %, university mark %, total 

mark % etc.)  

NBA Module:   

• Institute Program Outcomes (Admin Role), Department PEOs and PSOs (HOD Role), CO 

attainment (Subject teacher), CO Based Questions, CO Based Module Test, CO Based 

Tutorials, CO Based Surveys, CO Based Series Exam Mark adding, correspondence with 

Cos (CO1,CO2,CO3 etc.), Question Bank creation option (according to Bloom’s 

Taxonomy), CO Based Assignments, Question Paper creation option from question bank, 

Mark Entry, Cut off criteria Settings, Bench Mark Settings, Internal/ External Attainment 

Calculation, CO attainment calculation, CO-PO Mapping, Direct Attainment, Course PO 

attainment and SAR Generation 

 

Campus Management Software Mobile Applications:     

Functionalities:   

• Android and iOS Mobile Application 

• Android and iOS Mobile application will be native in nature 

• Mobile application will be available in Play Store and App Store 

Teaching Staff Mobile Application Features  

• Features such as attendance marking, Online classroom, Video Lectures, Course outcome 

entry, academic Statistics Graphical Analysis, Student remarks, Parent interaction, Exam 

calendar, Exam scheduler, Exam Results, Digital Notice board, Remarks, Reviews, Time 

table, Calendar notifications, Question bank, Assignments and Report generation, Study 

Materials, Subject Coverage, Subject Plan, Subject Syllabus, Series Exam, Assignment, 

Substitutions, Special Class creation, SMS alerts, Internal messaging system and Emails 

should be available.  

Student Mobile Application Features    

• Such features such include Attendance details, Online classroom, Video Lectures, Exam 

Results, Study materials, Student activity corner, Calendar notifications, Series exam, 

Assignment, Semester registration, Home works, Question bank, Syllabus, News and 
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events, Remarks, Reviews, Internal assessments, SMS alerts, Internal messaging system 

and Emails.  

Parent Mobile Application Features    

• Attendance details, Student leave applying control, Exam Results, Study materials, Student 

activity corner, Series exam, Assignment, Online classroom, Video Lectures, Calendar 

notifications, home works, Question bank, Syllabus, News and events, Remarks, Reviews, 

Internal assessments, SMS alerts and Internal messaging system. 

Academic Fee Management – Features 

• Fee Structure creation, Fee Collection window, Fee report (Transactional and receipt 

report), Fine System, Dues Integration, defaulters report, SMS and Email Interaction, 

receipt printing and Activity Log. 

Hostel Management - Features: 

• Web based Admin Section control panel, Master module to Create /modify Hostels, Mess 

bill calculation, Dues integration, Payment gateway integration, Mess out /Mess in 

Calculation, Fully responsive (compatible to all hand devices with iOS, Android and 

Windows), administration area secured with a username and password defined during 

installation, Monthly Billing, Mess point calculation, Mess bill Calculation, SMS and 

Email Integration and Receipt printing. 

Transport Fee Management – Features 

• Adding of vehicles, boarding point creations, monthly/ yearly fee creation, Fee Structure 

creation, Fee Collection window, Fee report (Transactional and receipt report), Fine 

System, Dues Integration, defaulters report, SMS and Email Interaction, receipt printing 

and activity Log. 

Document Request Module: 

• Students are able to request for different types of certificates like TC, Course Certificate, 

expense certificate, Bonafede certificate etc. Staff advisor verification, HoD approval and 

authorized authority to provide the certificate. 

Semester Registration Module:   

• Student online registration, Verification through staff advisor and approval from HoD. All 

type of reports like applied/verified/rejected/revoked/approved status. Due clearance 

section available here. Direct approval and hierarchy level semester registrations are 

available.  

User- Due Management – Features 

• All type of due system like department, library, fee, hostel, lab, placement etc. Easy access 

to view dues to the students, online payment gateway integrated due clearance system, 

automated no due certificates, different type of custom reports etc. 
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Internship Management– Features: 

• Students are able to apply for internship, staff advisor verification and issuing certificate 

for submitting to the company. Company internship certificate upload option for student 

and custom reports. 

Online Payment Gateway System: 

• Multiple payment collection method for academic fee payment, Hostel Fee payment, 

custom reports, payment tracking system etc. 

Fee Payment System for University Exams: 

• Fee System for collecting University exams fee like regular exams, supplementary and 

improvement exams, Fee Collection window, Fee report (Transactional and receipt report), 

defaulters report, SMS and Email Interaction, Alerts and calendar integration, Receipt 

printing and Activity Log. 

Counseling Module: 

• Counseling types, Requests, Monthly report, Staff allocation with respect of counseling 

type, tracking status of counseling and customization as per institute requirements. 

Institute Ticketing Module: 

• Institute inside ticketing system for Staffs, Students and parents, tracking tickets with 

different status, ticket assigning to staffs and custom reports. 

Asset Management Module: 

• Adding new item, listing room wise items, category wise item list, different type of items 

adding/editing/deletion and item status (live/repair/replace/dead). 

Exam Management (Autonomous) Software Module: 

• User login System Module, Exam Calendar, Student Registration, Course Management, 

Question Paper Management, Attendance Management, Answer Script, Valuation Module, 

On-screen Valuation, Result Module, Online Payment Gateway System and Data 

Exporting Module (csv, excel, word and pdf). 
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STAFF 
 

 

 Login to staff dashboard
 

 

 Choose   to edit personal details

 
 Staff can edit these profile details
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 Choose to manage students in different batches
 
 
 

 

 
 All batches are listed here.

 Choose particular batch
 

 

 All students in that batch are listed here.

 
 To add attendance of students, click on

mailto:support@etuwa.in


Staff Documentation Etuwa Concepts Pvt Ltd 

support@etuwa.in Contact: 8113060003 

 

 

 

 

 Select the date and click on add button.
 

 

 Enter the attendance and click on save button.
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 Choose   to view attendance by date or by month.

 Choose    to add special classes. 

Can add morning and evening  sessions and other sessions.

 
 Choose   to substitute a particular hour to another staff.

 Click on more button

 
 Staff can send message/email to students and parents. 

 Can issue assignments. 

 Can create series exams. 

 Can create module tests. 

 Can add internal marks. 

 Can give class projects 

 Can upload tutorials. 

 Can upload class materials. 

 Can upload subject tutorials. 

 Can add subject coverage. 

 Can add course outcomes. 

 Can create subject plan. 

 Can add subject syllabus. 

 Can download attendance of all the students. 

 Can download combined course diary. 

 Can manage project and seminars. 

 Staff can calculate co attainment. 

 Can view subject year calendar. 

 Can analyze exam marks. 

 Can issue surveys. 

 Can view student performance statistics. 

 Can download course diary. 

 Can download internal marks 
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 Choose to upload YouTube videos 

 Choose to view time table, substitutions from other staff

 
 

and attendance restrictions 

 

 Choose
 

 

 Time table of staff is displayed here.
 

 

 Previously added videos will display here. Can view, update and delete the 

video.
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 To upload new video, click on   button.

 

 

 Choose batch, subject with title and description

 Copy URL from browser and paste on Url field, then click on add button to 

upload the video.

 Copy url as shown below:
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Login to admin dashboard 

 Choose batches 

 Choose course and batch 
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 Click on more button and choose Assign Teachers to assign multiple 

teachers to subjects. 

 

 Assign teachers and click on save button. 

 

 Then click on button to set timetable with multiple 

teachers for single subject. 
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 Click on Edit button to edit timetable 

 

 Assign required staff. 

 

 Admin can set the start date of the change in the timetable. 

 

 Then click on save button. 
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 Click on button to change the start date and end date of a  

 

particular hour in the timetable. 

 

 Select day and hour and click on create button. 

 

 You can edit start date and end date of the particular periods by clicking on 

edit button 
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 Enter start and end date and click on save button 

 

 Click on to check time tables by date.  

 

 



COURSE PLAN Etuwa Concepts Pvt Ltd

1

COURSE PLAN

 Access my classes section from the staff login dashboard.
 Select any class from the listed classes.
 And click on the “Course Plan” button (Fig:1).

Fig:1

 Course plan module comprises of Subject Syllabus, Subject Plan And Subject coverage.
 The default loaded page will be Subject Coverage and you can navigate between Syllabus, Plan and Coverage from the

buttons (Fig:2) available at the top of the page.

Fig:2

1. Syllabus
 Click on Syllabus button from Fig:1 to access the Subject Syllabus.
 The subject Syllabus added will be listed module wise.(Fig: 3)

Fig:3
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 To add new syllabus topics click on the “Add Syllabus Topics” button available on the top right of the screen.
 On clicking the above button you will guided to a form (Fig:4) and there you have to select the module name, enter

the main topic and then click on the “Add Sub Topic” button to add the sub topic (Each time this button is clicked a
new text field will be visible to add another sub topic) and click on the “Add “ button to save the syllabus.

 NB: For practical subjects the option syllabus is renamed as Experiments and here you have to enter the experiment
name instead of topic. And and add sub topic button wont be available.

Fig:4
 To view each module syllabus click on the module name (Fig:3).Click on “Update/Archive/Delete” button to update or

archive a topic and its sub topic.Clicking the button you will be guided to the update form where you can update topic and
sub topics or add new sub topics or archive each topic or the topic and sub topics together.

 NB: Archiving a topic will disable all the subject plan and subject coverage added on that topic by all teachers.Any updates
made to the syllabus will be reflected in syllabus, plan and coverage of all other teachers currently handling and previously
handled this subject in any batch.

http://localhost/etuwa/engnr/subjectpool/admin/updatesyllabustopic/4684?batch_id=222&subject_id=707
http://localhost/etuwa/engnr/subjectpool/admin/updatesyllabustopic/4684?batch_id=222&subject_id=707
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2. Subject Plan
 Click on Subject Plan button from Fig:1 to access the Subject Plan.
 In subject plan view page on the left-side of the screen all the Syllabus of the subject is listed and on the remaining screen

the slots corresponding to your timetable will be shown(Fig: 5)

Fig:5
 In a slot it will have the slot number and the expected date and hour that the slot will occur as per the timetable.
 Click on the module name of the syllabus section expand syllabus of each module.
 To add a subject plan topic to a timetable slot place your mouse cursor on a syllabus sub-topic (Mouse cursor will change to

drag/grab icon) and drag (Fig:6) the topic on to the top of the desired timetable slot and drop (Fig:7) it there. Then you
can see the selected topic added to the corresponding slot.(Fig:8)

Fig:6

Fig:7
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Fig:8

 You can drag and drop multiple topics to a slot if required.
 Also if needed a topic can be added multiple times in to the subject plan.
 On adding a subject plan topic to a slot by dragging it will be saved with a default delivery method (Fig: 9). You can edit this

by just choosing required delivery method from the drop-down.
 To delete a subject plan topic click on the trash icon (Fig: 9).
 You can move one subject plan from one slot to another

by drag and dropping.(Fig:10)

Fig:10 a) Dragging from slot 16 to slot 17.

Fig:9

Fig:10 b) Subject plan dropped to slot 17.
Fig:11

 You can delete all the subject plan topic at once by using the “Delete All Plans” button (Fig:11).

 NB: If the subject timetable is multiple teacher type (multiple teachers assigned to same timetable hour) or single teacher
type, deleting the subject plans will delete the entire subject plans for the subject (ie., in multiple teacher type if one
faculty uses the option delete all subject plan, it will delete all the added topic irrespective of which faculty added it). But if
the subject timetable is combined teacher type (multiple teachers assigned to the subject for different hours) the faculty
when using delete all plans option, only the topics added by that faculty get deleted..

 NB: Once a subject plan is deleted it cannot be recovered.
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 Using the option “Autofill Subject Plan” (Fig:12) you can auto fill all the available syllabus topics to the available timetable
slots in subject plan in random order.

 Using “Import Subject Plan” (Fig:12) options you can import subject plans added in another batch for this subject to this
class. The plans added will be imported according to the slot order and if there are any excess slot plans needed to the
imported the system will accordingly assign it to the last slot available in this class.

Fig:12

 On clicking on “Import Subject Plan” option a modal popup will appear(Fig:13). In that you have to select a class type from,
Own Class and Any Class.
 Own Class implies other classes with the same subject handled by you.
 Any class implies all other classes with same subject handled by any other teachers.
Based on your selection options will be populated in the ‘import from’ drop-down, with subject code-batch name-handled
faculty name.Select the desired item and click on “Import” button to import the subject plan.

Fig:13
 Use “Export” option (Fig:12) to download all the subject plan added for this subject. You can choose in which file format to

download the report.
 NB: “Autofill Subject Plan” and “Import Subject Plan” buttons will be visible only if no subject plan is added. Also both this

options are force disabled to subject handled in combined teacher method.
 NB: During importing subject, options will be listed in ‘import from’ drop-down only if other classes have subject plan

added.

Fig:14

 In the subject plan view page as said before we have Syllabus topics
listed module wise on the left side of the screen. (Fig:14).

 Topics added to the subject plan will be shown in green colour instead of
the default gray colour.

 In this syllabus view the main topics in a module is shown inside blue
banners. And the subtopics of such a main topic will be listed below it.

 “Add new sub topic” button is available below the subtopics listed under
a main topic. Using this option a new sub topic can be added under this
main topic.

 Similarly an “Add new topic” button is available below the main topics
listed under a module.Using this option a new main topic can be added
to the module.

 On clicking “Add new topic” or “Add new sub topic” a popup with a text
field will appear on the screen and enter the topic name to be added in
this text field and click on “OK” to save the added topic.

 NB: The topics and subtopics added here will be available to all other
faculties handling this subject in any batch.So it is more appropriate to
add this topics according to the college / university recommended
format.For practical subjects “Add new sub topic ” & “Add new topic”
options wont be available.
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 NB: If the subject is “Multiple Teacher” type all the faculties can add, update and delete subject plan for all the available
slots. If the subject type is “Combined Teacher” only the specific allotted timetable slots will be made visible to you and you
will can add, update and delete data in that lot only.

 When timetable gets changed, the added subject plan also gets automatically rearranged accordingly on the subject plan
page load.

3. Subject Coverage
 Click on Subject Coverage button from Fig:1 to access the Subject Coverage.
 In subject coverage view page on the left-side of the screen all the Syllabus of the subject is listed and on the remaining

screen the slots corresponding to the Attendance Added hours are shown.(Fig: 15)

Fig: 15
 In the reference subject coverage view shown in Fig:15 only 4 hour attendance is marked. So there are only 4 slots.

Whenever new hour attendance are marked it will show as new slots.In a slot you can see slot number, the date and period
the attendance was marked.

 The hour type of each slots can be understood from the colour code given on the top of each slot.(Fig:16). If the colour is
green the attendance added slot corresponds to a timetable hour,If the colour is blue the attendance slot corresponds to a
extra class hour or special class hour and if the colour is red then the attendance slot is neither a timetable hour nor a
extra/special class hour. Usually this occur when deleting the attendance after adding subject coverage or changing the
timetable hour or assigning the attendance added hour as holiday later or coverage was added incorrectly using the old
subject coverage module.

Fig:16

 Similar to the subject plan, to add a coverage topic you can drag and drop desired topics to the desired attendance
slots.Also you can move coverage topics from one slot to another (Similar to subject plan (Fig:6,Fig:7,Fig:8,Fig:10)).

 If needed multiple coverage topics can be dropped to same slot.

 After adding a coverage to a slot to add the remarks click on the “✎” icon (Fig :17) and then a text field will appear there

to enter your remarks .After entering the remarks click on “ ” icon (Fig:18) to save it.

Fig:17 Fig:18
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 To delete a subject coverage topic click on the trash icon (Fig: 19).

Fig:19

 To add a beyond syllabus topic as coverage, click on the “➕” icon shown in Fig:20.Then a popup will appear at the top of
the screen with a text field. Enter the extra topic details and click “OK” to save it.

Fig:20

 Any beyond syllabus topics added will be shown inside a blue tile and will be labelled as extra topic.(Fig:21)

Fig:21
 Using “Sync Subject Coverage” option (Fig:22) available on the top right of the screen you can sync the subject coverage

of this class with another class handled by you.On clicking on “Sync Subject Coverage” option a modal will popup (Fig:23)
where you can select the batch to sync from the drop-down

.

Fig:22

Fig:23
 After selecting the correct class to sync the coverage, click on the option “Sync” to complete the syncing process.
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 If you are syncing coverage of class A and class B, then all coverage present in A and which is not added in B will be copied
to the corresponding slots in B. And similarly coverage added in B and not available in A will be copied to the corresponding
slots in A. After syncing the coverage in both class will be the same.

 NB: For syncing coverage of two batches the batches should have same timetable hours and the attendance added should
be in same slots in both class.

 Once synced the changes cannot be reversed.
 Coverage syncing option is disabled for ‘Combined Teacher’ type subjects.

 To see the course plan completion status of the subject click on “View Completion Status” (Fig:22) option.
 In course-plan completion status all the subject plan topic added will be listed (Fig:24) in which the topics covered will be

displayed in green colour and topic not yet covered will be displayed in blue colour.Also the percentage of completion of
subject plan topics will be represented graphically.

Fig:24

 Any beyond syllabus topics will be also displayed in brown colour as separate section.(Fig:25)

Fig:25

 NB: Course plan completion status will display all the subject plan and coverage of the subject irrespective of the timetable
teacher type.

 Use “Export” option (Fig:22) to download all the subject coverage added for this subject. You can choose in which file
format to download the report.

 The subject syllabus section on the left side of the screen (Fig:15) is similar to the syllabus section discussed in subject plan
view.Here topics added to the coverage will be shown in green colour and all other topics in gray colour. Similar to what we
saw in subject plan view here also we can add new sub topics and main topics to the syllabus.

 NB: When drag and dropping a new syllabus topic to the coverage slot, if the topic is not available in the subject plan then
the topic will get automatically added to the subject plan in the corresponding available slot.

 In ‘Combined Teacher’ type subjects,faculty can add, edit, delete coverage in only the slots in which attendance added by
that faculty.
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 Login to staff advisor dashboard 

 

 Click on staff advisor option, and choose the batch. 

 

 Click on  
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 Choose the elective subject for all students from dropdown list and click on save button. 
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 Login to staff dashboard  

 

 Click on Exam/Quiz tab 

 

 

 Click on Question pool to add questions for the quiz. 
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 Click on subject name to add questions for this subject. 

 

 Click on add question button. 

 

 Fill all details and click on create button. 

 Questions can be multiple choice, descriptive, file upload 

 Questions can give time (in case of individual time out quiz) 

 Add all required questions. 
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 click on subject name to add quiz 

 

 

 Click on Add quiz/Exam 

 Fill the quiz details and click on create button. 

 Then choose the newly created quiz. 
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 Click on SELECT QUESTION FROM POOL to add previously created question to this quiz. 

 Add all required questions and click on enable Quiz/Exam Button. 

 Students can attempt the quiz only at the start time of the quiz. 

 Click on result button to calculate the result of the quiz.  

 Click on calculate marks to calculate the marks. 

 Click on status monitoring to view attempted and not attempted student list. 

 After evaluating all questions, click on publish button to publish the exam. 

 Exam results can be downloaded by clicking on download button. 
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 Login to Teacher dashboard 
 

 

 
 Choose 

 
 
 

 

 
 Available subjects are shown here 

 Click on the subject to add internal mark 
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 Choose 
 
 
 

 

 

 
 Click 
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 Select Parameter one by one, to calculate internal marks and click add button 

respectively 

 If you choose Attendance, then enter the weightage in nearby box. 
 

 
 Add the remaining parameters if it is required. 

 Insert corresponding weightage and select calculation method from the drop- 

down menu. 
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 If you want to remove any parameters 

 Click  

 After adding Parameters click the save button below  

 

 Click on the Continue Internal Calculation 
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 Previously entered attendance and marks for Series exams, assignments, and quizzes for 

each student will be displayed in the table. 
 

 

 
 Save marks by submitting save button in the bottom of the table. And it will 

automatically calculate total internal mark for individual student. 
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 To download Mark sheet click  
 
 

 

 To download mark sheet in KTU format click 
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 To publish marks to students, click 
 
 

 

 To forward marks to staff advisor, click 
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CO ASSESSMENT 

 To find co attainment, first we have to add Program Outcomes (POs), Programme Educational Objectives 

(PEOs) and Programme Specific Outcomes (PSO)

 Admin can add POs and HOD can add PEOs and PSOs.

 

 Admin 
 

 Login to admin dashboard
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 Choose
 
 

 

 Previously added program outcomes (PO) are displayed here. To add new PO, click on
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 Fill the fields and click on create button.

 
 HOD 

 
 Login to HOD dashboard
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 choose
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 Previously added PEOs and PSOs are displayed here.

 To add new PEO/PSO click on
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 Choose PEO/PSO from category drop down list.

 Fill remaining fields and click on create button.
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 Staff 

 
 Login to staff dashboard

 

 
 
 
 

 Choose
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 Choose the subject

 Click on button.
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 Previously added series exams are displayed here. To add new series exam, click on 

 
 

 

 Choose Series Exams from more dropdown list.
 

 

 
 Fill the exam name, maximum marks, date and period for the exam.

 If the exam is co based, then put ✔ mark for CO BASED check box.
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 Choose Module Test from more drop down list.
 

 
 Previously added module tests will display here. To add new module test, click on

 Fill the exam name, maximum marks, date and period for the exam.

 If the exam is co based, then put ✔ mark for CO BASED check box and click create button.
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 Choose Assignments from more drop down list.
 

 Give assignment title, type (manual submission/ submit by upload), issued date, last date, choose 

assignment questions.

 If the assignment is co based, then put ✔ mark for CO BASED check box and click issue button.

 
 

 Choose co attainment from more dropdown list.
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 Choose to add co for this subject.
 
 
 

 
 Previously added COs are displayed here. To add new CO, click on button.
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  Choose co id, bloom’s taxonomy from dropdown list and enter outcome description, then click on Add 

button.

 
 Choose to add co based questions for this particular subject.

 
 
 

 

 
 

 Previously added questions are displayed here. To add new question, click on button.
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 Choose module, co, level of question (Remembering/ Understanding/ Applying/ Analyzing/ Evaluate/ 

Create), type of the question (Easy/ Medium/ Hard), Category (Theory/ Practical), enter mark of the 

question.

 Enter question on question field.

 To add mathematical formula, click on Help for adding mathematical formulas.

 Enter mathematical formula in question field as follows:
 

[m]S(f)(t)=a_{0}+sum{n=1}{+infty}{a_{n} cos(n omega t)+b_{n} sin(n omega t)}[/m] 



CO ASSESSMENT Etuwa Concepts Pvt Ltd 

support@etuwa.in Contact: 8113050003 

 

 

 
 

 Type the formula in between [m] and [\m] as shown in above example.
 

 To upload diagrams, click on choose file   and select the image.

 Image size should be less than 2 MB.
 Fill all data and click on create button.



 Choose to make a group of same kind of questions. 
 

 If one of the question is chosen from this group, then no question will choose from that group to same question paper. 


 Click on the new question group button.




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



 Click on the newly added group  

 


 You can either create new question nor you can link existing questions to this group.








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











 Choose 

 

 Previously added series exams, module tests, assignments will display here.

 
 To add new exam, click on button.
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 Fill the exam details and click on create button.

 Go to co based evaluations.
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 All co based exams are displayed here.

 Choose each exam to upload marks.

 Choose the exam

 Click on to create template for the exam.

 
 Click on create a template.
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 Fill the template details and click on generate button.
 

 

 If the question paper contains answer any out of some question (eg: answer any 2 questions from the given

3 questions), then put ✔ mark for Answer any check box, then one box will display and fill that field with 

the number of questions to be attend as shown below. 

 If we do not need “answer any question”, then click on to add questions to the question paper.
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 Multiple co questions can be added here. For example, if a question has more than one co then choose multiple co from dropdown 
list as shown in above picture. 
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 Enter the mark of the question and click on ok button. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Enter Cos of the question comma separated and click on ok button. 
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 Enter mark for each co. 
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 If two questions are OR questions, then click on OR button in-between that two questions. If you click on 

the OR button, it will turn to green color.



CO ASSESSMENT Etuwa Concepts Pvt Ltd 

support@etuwa.in Contact: 8113050003 

 

 

 

 

 If any question have sub questions, then fill the sub question field with no of questions and click on render 

template button.
 

 Choose COs and enter marks for each question and click on save template button.

 
 Here has an option to copy and share the template.
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To copy / share a template 
 



 Previously created templates are displayed here.

 
 If we want to copy the template series exam 1, click on this exam
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 Click on button to copy the template.
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 Edit exam name, total mark and total time of the exam.

 
 We can change category, module, co and mark of each question

 
 Edit the exam details and click on create button.

 
 Other exams can choose the newly created template.
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 To share template

 Choose the template to be shared.
 Choose “ALL MY CLASSES” if you want to share the template to all your classes but with different subject.
 Choose “MY CLASSES WITH SAME SUBJECT” to share template to same subject that are in different classes.

































 


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 Choose the option and click on ok button.
 

 Shared template can choose from other classes.



CO ASSESSMENT Etuwa Concepts Pvt Ltd 

 Contact: 8113880003 

 

 

 
 
 
 

 Choose the newly created template.
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 Choose
 
 
 

 

 

 Question paper has generated.

 
 To edit questions, click on edit option at the right side of the question.
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 Choose 

 

 To take printout of the question paper, click on print button.

 
 
 

 Choose to upload marks without generating question paper.
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 Enter marks and click on save button.

 Multiple co question’s mark can be added either total mark or can add separately. To add total mark / splitted mark 
of multiple co based question. Click on blue button present in-between Sub-Q Mark split upload and Combined Mark 
Upload. 

 To download marks, click on button. 





 Marks can be uploaded as csv file. Staff can edit the downloaded file and upload by clicking on choose file button.








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

 
 

To calculate cut off marks 
 
 
 

 choose
 

 Enter cut off criteria of each question and click on save button.
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 CO attained question wise has calculated.

 Click on finish button.
 

 

 CO attainment for this exam are generated here.
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Note: 

 
 Do the same process for all created exams. 

 
 After calculating co attainment of all exams, we have to find overall attainment.

 
 Choose 

 

 
 Click on edit button to enter weightage.

 Give weightage for each co.

 The sum of weightage should be 100.

 Then click on calculate button.
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CO Attainment 
 
 
 

 

 

 Cutoff grade and benchmark can be edit from here. 

 

 Cutoff grade can be decided with class average grade. 

 

 This value will take for indirect attainment. 
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 Click on edit button 

 Give weightage for internal and external assessment, direct and indirect assessment. 

 Click on button to calculate overall attainment. 
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 Attainment has calculated here. 

 Click on save button. 

CO-PO Mapping 
 

 Click on edit button to enter co-po mapping values (0,1,2,3) 

 Enter co-po mapping values and click on calculate button. 
 

 Direct attainment and course-po attainment are calculated here. 
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 Click on     to view course - po attainment 
 

 
 

Calculation 
 

 

Course – PO Attainment = (mapping value/3* Overall Attainment) 

Eg: 

CO1 – PO1 attainment = 1/3*1.96 = 0.65 

CO2 – PO1 attainment = 1/3*2.44 = 0.81 

CO3 – PO1 attainment = 0/3*1.14 = - 

CO4 – PO1 attainment = 3/3*1.80 = 1.80 
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Direct Attainment = average (Course - PO attainment) 

Eg: co – po1 attainment = (0.65+0.81+1.80)/3 

= 1.09 
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Table 1 
 

➢ Sum of weightage of each co should be 100 

Table 2 

 
 

➢ Internal value is the weighted average of table 1 

 
Eg: CO1 = 1*30/100 + 2*40/100 + 2*30/100 

= 1.7 
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➢ Direct attainment = weightage (internal value of co) + 

weightage (external value of co) 

Eg: Direct attainment = 1.7*80/100 + 1*20/100 

= 1.56 

➢ Overall attainment = weightage (direct attainment) + 

weightage (indirect attainment) 

Eg: Overall attainment = 1.56*70/100 + 2*30/100 

= 1.69 

➢ Overall CO = average (overall attainment) 

 
Eg: overall CO = (1.69 + 2.48 + 1.44 + 2.50 + 1.84) / 5 

= 1.990 

Table3 – CO PO mapping 
 

Calculation 

Course – PO Attainment = (mapping value/3* Overall 

Attainment) 

Eg: 

CO1 – PO1 attainment = 1/3*1.69 = 0.56 

CO2 – PO1 attainment = 1/3*2.48 = 0.83 

CO3 – PO1 attainment = 1/3*1.44 = 0.48 

CO4 – PO1 attainment = 1/3*2.5 = 0.83 

CO5 – PO1 attainment = 1/3*1.84 = 0.61 

➢ Click on view detailed button to view the mapping values 
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➢ Direct attainment of PO1 = average (each co – po 

attainment) 

Eg: PO1 = (0.56 + 0.83 + 0.48 + 0.83 + 

0.61)/5 

= 0.66 
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CUT-OFF CRITERIA OF EACH EXAM 
 
 
 

 
 
 
 
 

Here, the cutoff criteria % referred to the percentage to pass that 

question. 

For example, if the cut off criteria % is 50 , then the student should 

score more than 2.5/5 . 

% above cut-off means how many percentage of students attained 

50% or above mark. 

 
 

Attainment benchmark means if percentage above cutoff is 50% - 59% 

, then attainment will be 1 

if percentage above cutoff is 60% - 79% then attainment will be 2 

if percentage above cutoff is 80% - 100% then attainment will be 3 
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