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FILE FLOW MANAGEMENT

» Open the Mozilla Firefox web browser.

* On clicking University*Suite Bookmarked link, University*Suite will
be opened in the screen.

= For working in University*Suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.
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Figurel: University portal

Click on your seat name code in the menu. A menu list will appear in the screen.
* Click “Tapal Entry”. A Tapal Entry form will appear.

« First fill the sender code (if available).

» Fill the Sender name and address.



« Enter the Mail 1D and phone number.

» Select the mode of the Tapal

« Select the category of the Tape (it may be GO, DO, External PG, Internal PG etc)
* Select the priority — Low, Medium, High, and Very High (According to the
importance of the Tapal)

« Select the language of the tapal.

* Type the reference number and reference date.

» Select the main subject.

« Select the sub subject. Dealing seat will be displayed automatically in the seat
code.

* You may change seat if it is to be send to some other seat.
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Figure 2: Tapal Entry



@ Campus*Suite @KUFOS
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User :University Admin
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Figure 3: Tapal Number generated

If the Tapal is saved then there is option for uploading a Scanned file to this Tapal.
For this, click on the link “ScannedFileAttach”. Then fill the document class,
topic, search key (if needed) and number of files to be attached in the window
displayed. Then click “OK’* button. Browse the files (only files in PDF formats can
be uploaded).
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Figure 4: Scanned File Attachment
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Figure 5: Accepting/transferring Tapal from Tapal clerk
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Tapal Number 20161101735

Priority Low.
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Comments tHt

Valuable
File Operations Tapal Operations
Ovewerenl St o i [t o] [ ptctrens| (No. of Attachments: 1)
Transfer Tapal

Expected Seats v

National Informatics Centre, Kerala

Figure 6: Tapal to File



» Select the expected seat and click “Forward”.

Figure 7: Tapal Forwarding

 Click on the Tapal number under this category .Then two options “Accept”
and “Reject” will be displayed.

» For Accepting Tapal, click “Accept” and for rejecting click “Reject'”. If we
click on “Accept” the tapal will be dlsplayed in his “My Tapals™ as foIIows

@y Campus*Suite @KUFOS T c— B vy rres [
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Tapal Transfer

Tapal Details
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Figure 8: Accepting/Rejecting a transferred Tapal



If we click on “Reject”, then the tapal will be rejected and will not be visible in his
“My Tapals”

*Click on “My Tapals”.

*Click on the Tapal number that you want to convert to file.

*Click “New General”.,

*Enter “File detailed Subject” and “Comments for public”.

1y
| -] My Documents [ My Despatch O Logout

#i General

General Data Entry Verification/Update

Figure9: Tapal converted to File

*Then click “Save Me”. Now the tapal is converted to a file
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FigurelO : My Files

» Click on “My Files”.
* Click the eye icon in the left of file number.

; ¢ Shabeer
Campus*Suite @KUFOS Logped on' 15.02-2016 14:18:51
File Details
File Detais N Fie
Fie humber 2016101735
Back FileNumber
File Orignate Date 15/02/2016 00:00:00
File Date 15/02/2016 14:22:53
Seat Name 3
Subject Renovation works-Electrical/Pumbing
File Reflo
File Ref.Date 15/02/2016
me KUFOS
Address Kerala University of Fisheries and Ocean Studies
Panangad
Kochi
Created By Shaheer S
Fie Matter  generalfie
[Snotms e eon e | Sneacmens)] 3T | Jousbng || ot oo 4 Do |
All Seats ¥ Expected Seats v | | Forward

FigurelO: File details

* Click the button “Notes”.
From the below window displayed, Select the Document Class, type the Document
Topic and write the notes to the file.



Campus*Suite @KUFOS Lopged on 15022016 14118:51

es 1-2 of Total 2 &1 | st | Previous | Next | Last | Go To Enter totes
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Figurell: Writing File note

* Click “Save”. Then a document is generated with a document number for the file.

X
Added document as 2016/ 10167 ull'la_ﬂ!

Eile No 2016/101/35 Document No- 2016/101/67 - Org Seat:-General Administration3

Document Class GENERAL v Document Type Private

*Document Topic tapal test document]

Search Key

Page Dmension * a4 Portratt A4 Landscape A3 Portrakt A3 Landscape Templates :- Select Any v

el @ @ @ ]q-,aul-sls:usx.x*u

= = E MR == = =9 % =

Styies —l Format l Font -l size -l A- B-

—

Comments.

Save
* Please attach files only

Figurel2: Document generation For File

Creating Documents in a file
I. By “Create Document” link option

* Click on “My files”



« Click the eye icon in the left of file number
* Click on “Notes” button.

*Click on “Create Document” link.

Select Document Class

*Enter Document Topic

*Enter Search Key (if required)

Select Page Dimension (A4 Landscape, A4 Portrait etc.)

*Enter document data in the editor box

3
vocument

File No 2016/101/35

&
1® My Despatch

cument Now 2016/101/68 - Org Seat -General Administration3

Documen it Class GO

Document Type Private

*Document Topic tapal test document2
hKey

Page Dimension © 4 Portrat ) A4 Landscape ) A3 Portrat ) A3 Landscape Templates :-| Select Ary ¥
B8 Y-1|B I U & x x| L
=

- - Fon
Received Request letter from principal

Figurel2: Create File Document

» Click “Save” button. A window is displayed as follows.
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W vy Fies ] My Documents ] My Despatch O Logout

., Document

ument No: 2016/101/67 - Org Seat:-General Administration3

Document Seen st Draft POF
Document it Class: GENERAL Document Type:  Private
Note
*Document Topic: ~ ta ¥

252

fhis for testinggg

Comments

Figurel3: Document generated

A document number in the following format will be generated and displayed at the
top: 2013/438/1, in which 2013 is the year, 236 is the Running Document No. for
the document in the year and 1 is the Office Code.

ii. By “Create File Document” link option

Using this option open office/ PDF files can be attached as a document. Prepare the
document by using Open office writer,

Save in a folder in your computer.

*Click on “My files”

*Click the “eye” icon in the left of file number

*Click on “Notes” button

«Select “Create Document” link

Click on “Create File Document” link.

*Follow same steps as for creating documents using “Create Document” link
option.

*Type No. of files to be insertedMore than one file can be inserted if required

*Click “OK” button
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*Click “Browse” button
*Select the file from the folder in your computer (only files in PDF or ODT
formats are supported)

A, T - — s
Ai__;Campus Suite @KUFOS et My Tapals Wy Fites B vy Documens & vy Despatch O Logout

File No 2016/101/35

@ File DOCUMENE cextecotorvocumen:  ste scomdocument ttach om e0oss

GENERAL M Document Type Private
fie1

® p4Portrait ) A4 Landscape ' A3 Portrait ' A3 Landscape
Choose File | 2016-101-57.pdf
Atach another Fiie

Figurel4: Create File Document

*Click “Save” button. A document number (e.g.: 2013/439/1) will be generated

and displayed at the top of the window.

iii. By “Create Scan Document” link option
Using this option scanned PDF files can be uploaded. The steps are same as
above.

*Click on your seat name in the menu.

*Click on the Menu Item “Document”.

Follow the same steps as for creating document using “Create Document” link
option.The newly created document with a document number (e.g.:
2013/440/1) will be displayed as follows .
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%y Campus *Suite @KUFOS

User :Shaheer S
Logged on : 15-02-2016 14:18:51

2 1
My Tapals [ ] My Files [} My Documents ] My Despatch O Logout
X

@ addd document 15 2038/ 103/68
Document No: 2016/101/6% - Org.Seat -General
* Document

Decument Class GENERAL v Document Type Private

ke *Document Topic independent file
* PR Search Key
I Page Dimension ® 4 Portrait ') A4 Landscape () A3 Portrat ) A3 Landscape Templates - SelectAny ¥
* Tapal Entered oy e BR A EEE Q] E u] BIUS®Xux
L ey = = cE E|p B E & & & |09 %

Styles vl Format vl Font vl Size ~

this is independenty document not attached to any file

|»

—

Comments

| save
Select Seat to forward ¥ | Forward || Forward with Ovmership

* Please attach files only

Figure 15: Creating Independent Documents (Not attached to any file)

Then, this document can be forwarded (if needed) by selecting the seat
Clubbing

*Click on “Mly files” and select the file number for clubbing.

-Chck the “Clubblng” button.

User :Shaheer 5
Logged on : 15-02-2016 14:18:51

& 1,
My Tapals W wy Fies = My Documents 1y Despatch O Logout

i Clubbing

- — GA3 (Files: 4)
* Document ile Number ul o ile ource ile
File Numbe; Cl h l Fil S File Date
2015/101/9306 Geetha Gopi 29{12{2015
it 2016/101/13 mm CONSTRUCTION-Buidings District Collector 04/02/2016
+ PR 2016/101/14 Club CONSTRUCTION-Buildings:

vavevve 04/02/2016
2016/101/15 Cub QUARTERS-Allotments Government of Kerala

05/02/2016
* Salary Details e Previous. Next | | ) mFes

* Tapal Entered By Me

* Tapal Entry

Figure 16: Number of file to clubbing
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From the window, select the file number to which the new file is to be clubbed
with and click the “Club” link. The following window appears.

— TG r :Shaheer S .
‘:_-) Campus*Suite @KUFOS L DT My Tapals W vy Fies - [T — & vy Despatcn

@ Clubbing

* Notice Sub File : 2016/101/15

Figure 16: File clubbing

The new file (here 2013/4742/1) is then set as the Main file and the file to which
our file is clubbed (here 2013/2699/1 ) is set as the Sub File. Click the “Submit”
button. The the file is clubbed and following message is displayed: ,,File
2013/2699/1 successfully clubbed to 2013/4742/1".
Attachments
Click on this button for viewing all the attachments related to the selected file.
Also there is option for attaching multiple tapals, new document and files from
record room

» Click on “Mly files” and select the file number.

» Click the “Attachments” button.
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3
18wy Despatch

G Attachments
* a3
D Expand All--Collapse All Attach Hultiple Tapals Attach New Document
* Notice ([F) File Number:2016/101/35
" pR () File:2016/101/15 | 05/02/2016 | GA3 | | Government of Kerala Government of Kerala | ssdsdsd
* salary Details D) Doc:2016/101/43 | Tapal Document | EXT | | tapal entry test 1 X
* Tapal Entered By Me D) Doc:2016/101/44 | Tapal Document | EXT | | tapal entry test 1 X
* Tapal Entry D) Doc:2016/101/49 | GENERAL | INT | | file doc

([ Tap:2016/101/15 | Government of Kerala. | 05/02/2016 | QUARTERS-Allotments
0] Desp:2016/101/5
" [D] Doc:2016/101/43 | Tapal Document | EXT | | tapal entry test 1

*[D] Doc:2016/101/44 | Tapal Document | EXT | | tapal entry test 1

(B Doc:2016/101/66 | Tapal Document | EXT | | synopsys X
D) Doc:2016/101/67 | GENERAL | INT | | tapal test document1
D) Doc:2016/101/68 | GO | INT | | tapaltest document2
(T} Tap:2016/101/35 | KUFOS Kerala University of Fisheries and Ocean Studies | 15/02/2016 | Renovation works-Electrical/PL...

D] Doc:2016/101/66 | Tapal Document | EXT | | synopsys

Figure 17: File Attachment

File Forwarding
*Click on “My files”

*Click on the file number that you want to forward.
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(@ Campus *Suite @KUFOS . 2
< pi @K :18:51 18 My Despatch
a Notes
i
Showing Documents and Notes 1-4 of Total4 Al | First | Previous | Next | Last | Go To Enter Notes
T GA3
P DOTRmENT File Number: 2016/101/35  Create Document || Create Repository Link
-Shaheer S - Date: 15/“2/201514 22:530ocument (Attache
* Notice T apal ID cNo- 2016/101/66 (s
* PR 3 GA3 -Shaheer § - Date: 15/ﬂ2/201514 27 29D
Dochlo- 201 67 (ta)
* Salary Details 4 GA3 -Shah: - Date: leﬂZ/lﬂlE 14 su 3nD 0
DocNo- 2011 apal
* Tapal Entered By Me 5 GA3 -Shahe Date: 15/ﬂ2/2n1514 38:02MainFile-Cubbing(Attached!
File No: 2016/101/15 Attached on 2016.02.15 14:: Sﬂ 02
O
Tapal Entry Enter Your Note
ptlncaes )
= 4= |9 B |2 = = = | W

Styles l Format l Fon

this 1s for test (apal file flow

Public Comment
2 Save
Feocie v 1

general file
All Seats v SO(GAEstt2) ¥ ysi to ¥ || Forvard

Figure 18: File Forwarding

In the above window all the documents created (here for eg:
2013/434/1, 2013/438/1, 2013/439/1) for the file can be seen with the document
number and the seat name code who prepared the document.
Select the seat from the “Expected Seats” or “All Seats”
Click “Forward” button. The file is then forwarded to the seat selected and
cannot be no more seen in “My files”.
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Despatch

* Click on “My Files” and Click on the file number(Eg.2016/101/62).

» Click on the “Go for Despatch” link appear near by the document which is approved by
authority.

User :V M VICTOR GEORGE 3 3
Logged on : 25-03-2016 10:04:04 My Tapals Iy Fies ] My Documents 1 wy Despatcn O Logout

Notes

Shovring Documents and Notes 1-2 of Total 2 Al | First | Previous | Next | Last | Go To Enter Notes

File Number: 2016/101/62 Create Document || Create Repository Link
2 Regr -V M VICTOR GEORGE - Date: 29/03/2016 09:53:12Document (Attached
Doche-2016/101/101 -->Approved by Rear on 29/03/2016 ) Go for Despatch || Push te Repository
3 Regr -V M VICTOR GEORGE - Date: 29/03/2016 09:54:08Despatch Created
Despatchlio-2016/101/24 (Softvare development and training NIC SDTC Kachi )
Enter Your Note

Public Comment
test file 29.03.16
¥ Save
If File ready to Close
Disposal Type Select Disposal Type b Approve file Disposal and Forward file to -

Or continue for further action.
All seats v | Expected Seats 7 Forward Physical File? 10 ¥ | | Forvard

e Check on the document and add content comment if any
e Click on save

y - User 1V 1 VICTOR GEORGE 2 t
Campus*Suite Looged on : 23-03-2016 10:04:08 My Tapals W vy Fites ] My Documents @ wy Despatch O Logout

Despatch

Despatch Data Entry/ Verification/Update

File Number :2016/101/62
2

lew Despatch
Files Documents
Enter Document No. Get
— Document No-
¥ 2016/101/101 ‘GENERAL 2016-03-29 09:53:12

Showing 1-1 of Total 1 Al | First | Previous | Next | Last |

Content Comments.

Figure 19: File Despatch
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» Select Content List menu then click on the document image nearby file number.
« Despatch number will be generated and add despatch comment if any

» Click “Save”.

. - r 2\ 3
Campus*Suite @KUFOS Lomoed on + 25-03 2016 10,08 & wy rapais fles 1® My Despatch

Despatch

File Number :2016/101/62

Despatch Data Entry/ Verification/ Update Despater i 016 /10128
Files Documents Content List___Address

Documents

| | DocumentNo. [ __ _________________Topic | Clas [ Dae______________]

/) 2016/101/101 Administration-Establishment1 GENERAL 2016-03-29 09:53:12 >

Document:2016/101/101
Content Comments. Despatch Comments.
Despatch created

Despatchio-
2016/181/25

Figure 19: File Despatch number generated

* Click “Address” menu, A form will appear.

« Fill the Name and Address (Address to which the despatch to be forwarded)

» Select the “Despatch Type” and Click “Save” .Address list can be seen under
“Save” button as follows.

- e User :V M VICTOR GEORGE & A
Campus *Suite @KUFOS Logged on 1 29 032016 10:081 My Tapals W vy Fies ] My Documents 8 My Despatch O Logout

Despatch
File Number :2016/101/62

Despatch Data Entry/ Verification/Update Despatch Number:2016/101/25

Files Documents Content List Address
Address: 1 The Principal Secretary to Government
bocoments
td 2016/101/101 GENERAL 2016-03-29 09:53:12
Select

Figure 20: Adding Send L.ist for Despatch
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* Click on the picture icon shown in the left side of address list. Then a link “Send
List” will appear in the right side of “Save” button.

« Click on “Send List”, The Dispatched item"s list will be displayed .

* Click on checkbox shown along with the items that you want to forward

* Click “Select” button

* Click the “Address” menu.

» Select Despatch seat and click “Forward” button.

Campus*Suite @KUFOS

Despatch

PP File Number :2016/101/62
Despatch Data Entry/Verification/ Update Despatch Rumber:2016/101/25

Files Documents Content List Address

Source Code The Principal Secretary to Govemment,Govt,Secretariate ¥ | Despatch Type | Ordinary Post ¥

uuuuu The Principal Secretary to Government

Seq e Address Comments.

Thiruvananthapuram

Mal 1D Thiruvananthapuram-695001

m Phene humber
Despatch Status lot Despatched | Save | Send List

|| AddressNo.]

X1 Th

e | Destination Address 1 _____Mailld______| Phone Number
n ' 1

it GoutSecretariat

Select Despatch Sez <p

Figure 21: Forwarding Despatch

Despatch Clerk Activity

*Click “Despatch” option from the seat menu.

« Select despatch type.

« Select despatch items from the “Select Despatch” list. [Seat Name- File No.
(Address to which items are to be send) Date].

» Selected item will be listed below as “New to List”.

« Tick the item to add to cover and enter Despatch Details if necessary.

« If you need to put the item to an existing cover which is not dispatched, select the
Cover No. (Eg.4/2016) from “Available cover” list.

* For creating new cover, do not select the Cover No. from available list.
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« Click “Save” button.

: = Ak Hal o
Campus*Suite @KUFOS Lomoed 16 10:24:42 My Tapals W vy Fites =] My Documents [ My Despatch O Logout

A Despatch Al Despatched | To be Despatched | Despatch Report

-
Dt Fenumber [ T [ (e |
* Salary Details DespatchType Ordinary Post
* Tapal Entered By Me SelectDespatch Reqr-2016/101/61 (NIC, NIG, sdtc, KOCHI)28/03/2016
* Document Despatch/Details
s Avalable Cover Select Available Cover ¥
* PR Stamp DespatchCover

Name and Address

CAPrint
Coverhio Get J
News to list
[T s s | e Acachments Desp ype
1. NIC, NIC, sdtc, KOCHI 2016/101/61 Document : 2016/101/100 deepak Ordinary Post 0/o

Save

Figure 21: Despatch selection

* Despatch item will be added to the cover. Cover No. is displayed in right top
corner.

Click “Set Address” shown in the despatch item to set the address to which the
content is to be sent.

« Enter Stamp amount and click “Save”,

« To print the Cover address, click “Print”.

19



@y, Campus *Suite @KUFOS

i DeSPALCI s ocsostcnes | 7 be pespstcnes | pespaten epon

rosara
* Despatch File Number 3 Search
* Salary Details Coverfio: 2/2016

* TapalEntered By Me DespatchType Ordinary Post

~ Docament SelectDespatch Select Despatch ¥

* Notice Despatch/Details

T Acsiable Cover Select Avsisble Cover ¥

* Tapal Entry

[ a— Hame and Address test

7 message

angad

5 Event Caender "

" edocs ET
* Logout — =l /

Available list

20161017 1. test, test, Panangad, Kochi

) University *Suite !!! Label Printing For Despatc...

P 10.162.22.32/university/despatch/printlabel.php?coverno= R 4

To
The Principal

Azeezia College
Of Dental
Sciences

Kollam

Coverno:3/2013 -Ordinary Post

Figure 21: Despatch Cover Generation

» Click “Despatch Cover”to despatch item completely.
 An acknowledgment will be received by the clerk in his/her.
* “My Despatch” -> “All Despatch”.

* To get the cover along with all its contents enter Cover No. and click “Get”.
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« All items in that cover will be displayed; we can change address, then Click

“Save”.
» To search the File sent to despatch, enter File No and Click “Search”.

* To view the Despatch Report click “Despatch Report”.

» Select the despatch type and enter the ,,From™ and ,,to™ date fields to generate the
report of despatch during that period as shown below in the window.

* Then click “Get”.

@ sy Sy UF¢ r :Abckul Hakki .
Ai__;Campus Suite @KUFOS B 16 14; My Tapals B vy Fites [} My Documents ] My Despatch O Logout
i Despatch
Ordinary Post ¥ | From: [11/01/2016 ] To: [15/02/2016 ]2 et

* Despatch

* Salary Details

* Tapal Entered By Me
* Document

* Notice

* Tapal Entry

Figure 22: Despatch Report Generation

The following shows an example of a report generated during the given period of
date entered.
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ot
My Tapals s ﬁ My Documents L] My Despatch

Despatch Register Of Ordinary Post from 01/01/2016 To 15/02/2016

SIl.No |CowverNo | Name an d Address DespNo FileNo Date Stamp
1 1 Minnu 2016/M101/6 20186/101/27 06/02/2016 5
CHETTIPARAMBU HOUSE
karanakodam
palarivattom
2 2 test 2016M01/7 2016/101/35 15/02/2016 5
test
Panangad
Kochi
3 3 test 2016/101/8 2016/101/36 15/02/2016 5
test
Panangad
Kochi
Stamp Total 15

Figure 23: Despatch Report

File to Record Room

« Select “My Files” option.

» Click on file details (eye icon).

* Click on “Record room” button.

« Select record room seat and store type. (Call book or Permanent disposal).

@5, Campus *Suite @KUFOS

ooued - My Tapals

Record Room

Figure 24: Record Room
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* Then click “Save”.
Then the file is no more available in “My Files” and further actions are carried out
by Record Room Clerk.

Attaching a reference file to the current file

« Select “My Files” option.
» Click on file Details eye icon.
* Click on “Attachments” button.
» Click “Attach Reference File”.

Select the Section (Academic, Administration and General, Despatch,
Record Room etc.), Period and disposal type and click “Get”. A list of files in
record room will be displayed.

@ Campus *Suite @KUFOS s
Reference File

s
My Tapals By Fies = My Documents ] My Despatch O Logout

Section Select Section v Disposal Type K
Period From[2/02/1999 __|& to[15/02/2016 [ Get

File Subject Source Date DisType  Rec.Seat  Org.Seat
2016/101/34 ACQUISITION-Land VVvVeVe 05/02/2016 K Record_RoomRegr Attach

[mprevious || nex ][ amris

Figure 24: Attachment Of Reference File

* Click “Attach” link shown along with file number.
« Before attaching, the system will ask for confirmation. If it is confirmed, you can
see a text like Ref.Requested.

Record Room Clerk activity

* “Files to CallBook™: All lists of files in record Room for Call book.
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« “Record Room Search”: To search the files in record room and also to search
the bundle in which file is kept.

(@ Campus *Suite @KUFOS e §
7 P! @K e s s B wy Tapals les. ocuments B wy Despatch O Logout
i Record Room
[ Record Room 1 Search Bundles Created i Record Room during  Partcuar period
* Document
Select Disposal Type Select Disposal Type ¥
“m Enter From Date L [ eomrronse]  JE [ seorchoundes
* RecRoom-In
Search Files Send To Record Room during a Particular period
* RecRoom-Out
Select Disposal Type Destroy after 1y
T
TapalEntered oy He Enter From Date i T e to vt 5t B ]

* Tapal Entry
File Details

Bundie]

2016/101/11 Renovation works-Electrical/Plumbing Test tapal 20/01/2016  testtfie L SO(GAEstt2) 0/
2016/101/36 Repair-bui \d ings. KUFOS 15/02/2016  dtututyu L Despatch 0/

Figure 25: Record Room Search

« Record Room clerk has two menus: “Record Room In*” and “Record Room
Out”.
« Click “Record Room In”, select disposal type to list the files send to record
room for disposal of that type.

+ Select the files to keep in the same bundle and click “Save”. A
new bundle will be formed by bundle no (no/year). Bundles that
are not kept in rack will be available in the 'Active Bundle' list.
Files can be put into the listed active bundles.

+ Select the bundle No. to which the files are to be added and
click “Save”. Bundles are available in “Active list” until they
are kept in rack .

+ Enter Rack No., Row No. and Col No. E.g.: From the listed
files select files that is to be kept in a bundle
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i
* Document
MheuT—
Bheinaed
* Tapal Entered By Me
* Tapal Entry

% Campus*Suite @KUFOS ot

Record ROOM ries o cabook( record

Disposal Type | LiDestroy after Lyear ¥ Bundie No / (et [ mew |
Rack No Row No ColNo Active Bundies | Select an Active Bundie ¥ [save
select the file s
Hew to bundie ectthefile [ select |
File Subject Source Date Matter Dis. TypelOrg. Sea
() 2018/101/11 Renovation works-Electrical/Pumbing Test tapal 29/01/2018 testt fie L =5
¥ 2016/101/36 Repai-buldings KuFOS 15/02/2016 dtutut L Despatch

Figure 26: New Bundle Creation

Logged on ; 15-02-2016 15:15:36

L.}
* Document
*PR
* RecRoom-In
* RecRoom-Out
* Tapal Entered By Me

* Tapal Entry

& 1)
My Tapals By Fies & My Documents 1 Wy Despatch O Logout

Record ROOM eies o catsesi record Room Recorboom Search e Regster

BundleNo: 2/2016 (No of Files:1) Bundle Created as: 2/2016

Disposal Type | LDestroy after Lyear ¥ BundleNo 2 / 2016 Get | Hew
Rack No |0 Row M0 Col No |0 Active Bundles | Select an Active Bundle ¥ Save
select the file g
New to bundle e Select
e e Saw | D | N DisTypeOSen
[ 2nts0tt Renovation works-ElctricalPlumbing Test tapal /012016 testtfie L gftg‘
Save
Available in the bundle
T e e S | Dw | Waw  Dshponsel
[ 2016/101/36 Repair-buidings KUFOS 15/02/2016 dututy L Despatch

Delete

Figure 27: New Bundle Creation with file Number

To get a bundle from rack, enter the bundle no and then click “Get”. Add files to it.

* Click “Record Room Out”. List of files that are to be send back from “Call
book” will be displayed.
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@Sy Campus *Suite @KUFOS

Files to be Returned (Active Files)

[~ e T Sweer 1 Sewee | D | Bundic Dotaila Dis Typd —Org-Seat |
enovation works- Electrical/Plumbin et tapal BundieNo: 0/0 .
T e o] T L e
[ Retum |

Figure 28: Record Room Out

+ Check the files to send and click “Return”.
«+ To send the files that are requested for reference, select “Files
Requested for Reference” from Select type list. Files that are
requested for reference will be listed as follows.

@, Campus *Suite @KUFOS e B 1y ocuments 8y owpach

i Record ROOM . i cuoo recors noo

I o B

* Decument Files Requested for Reference(Active Files)
m L e e L Sowee [ Duebew | Bundlo Dotails Dis Type | Ory.Soat ]
RecRoom- O | o || rex |

Figure 29: Files Requested For Reference

+ Tick the files that are to be send for reference. Then click
“Send for Reference”for accepting the reference request
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or click on “Reject Request” to reject the reference
request.
If the reference is sent the file will be available to the clerk who requested for it
in his “Attachments” listed as “req. accepted”. To list the files that is sent for
reference — select “Files Sent for Reference” as follows:

e Files Send For Reference{Active Files)

.

= I 1 S RN PErEEES
BundleNo: 1/2016

* RecRoom-In 2016/101/34 ACQUISITION-Land wweve RackMo: 0 RoveNo:0 ColumnNo:0 K Regr

* RecRoom-Qut
* Tapal Entered By Me

* Tapal Entry

Figure 30: Files Sent For Reference

<+ To accept the files back to record room after reference,
select “Files Re-turned after Reference”.

+ Check the files to accept back then click “Accept Back
File”. All the accepted back files will be added to the
bundle where it was before.
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User dhenay P aud

"1 E1-10-2013 116

Record Room suxdf

m_ mmma««m Benter oate R Enter File No [Sawch |

Fles Returned alter Relereonce{Active Fles)

File Subject | Source DueDate | Bundle Detalls Dis. Type k)rg.Sen
Nursng-Offine Symopsss letter Bundielio: S5/2013

[¥] 2013740142 ook ST.GREGORIOS CON R8¢ 0 Rowtio 0 okameNo:0 ™ PA to Regr
BundielNo: 3272013

[] 2013453611 Medca-Symopss notificstion  The Princpsd v el " 3 PAto Regr

Figure 31: Files Returned After Reference
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INVENTORY MANAGEMENT

» Open the Mozilla Firefox web browser.

» On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

» For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

BN\ Kerala Universitg of 2% / y )
~ o % P > g % e/
N7/ Fisheriesrand Qcéan Stgd_xes Wﬂé veete
7 Verify Document
7 Statistics
Login with your user name and password
* Audit Login 8 usertame:
& Password:
Type the characters you see in the .
picture
=

Trouble in Login. Click Here

Figure 1:University portal

Click on your seat name code in the menu. A menu list will appear in the screen.

* Click “Inventory”. Inventory dashboard page will appear on screen.
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*

*

My Tapals My Files

N [ — T — m [P——
#

Document Non function items Items not allocated to anywhere. Assets without warranty or warranty
Employee about to expire.

Employee Report

File Status

Inventory Assets without AMC. Requests from departments

News

— NN N\

Payroll

Payscale aster . S ... NN WY

PR

Repository

Salary Detais (AL LALLM LLLLL LRV L L L LY

* SMS MANAGER

* Tapal Entered By Me

* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

e C(lick on “New item”
e Choose either Single or Bulk
e This tab is used for adding new Assets.

My Files My Docu My Despatch

" Dash Board AssetRegister | Newtlem | Master Enty
L)

Single Asset

* Employee *Select * | Select Category v “Select * Select Item v
* Employee Report Category ftem
* File Status

“Select Vendor ¢ select vendor v “Select | Select Maker v
* Inventory

Maker

* News
* Motice *Mantaned By * | select Department v Installed  * nstalled Location
* Payroll Location
* PayScale Master
- Issued to ¢ @ Select Department v IsuedDate = dgmmyyyyy
+ Repository
+ Salary Details *Used Status = O Used *Functional Functional
* SHS MANAGER Not Used Status Not Functional

* Tapal Entered By Me

* Tapal Entry Have Warranty | Have AMC

* Tapal Report

* Tapal Report 2 *Product * | Enter Product Specific Detalls m Load Last Entry Data
Details

* View Pending Files Chart

i
O Logout

Single asset Entry
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Select category, select item, select vendor, select maker, maintained
location, installed location, status, product details etc.

Select the warranty and AMC if it applicable for the selected item.
Click on Submit button for adding an asset.

After adding, the details will be displayed in the Asset Register and it is
possible to call back asset or reallot to department.

- — S—
(@5 Campus*Suite @KUFOS e e .

3 1
My Tapals ﬁ My Documents <’ My Despatch 0 Logout

, Dash Board MesterEnty | Lis

f ] EJETIER

k‘ = i i =
"""‘"‘" Assest Register(Single) i View Register

* Document
* Employee Show " enfries Search:

* Employee Report

* File Status '. |55|.|Ed
Other Details Dept Wamanty VendorDetalIs Operations
* Tnventory
Back

1 Wipro X Serial Number : Academic  KUFOSDT-MWIPRK/1 Inwarranty — NoAMC  MIs Forest  Cal B |
Series AMNCH12JHHTG3HD From 11-02- Industries Ltd
201670 20- Pikkattukara
* Payroll 06-2018 Aluva 683 106
* PayScale Master
YR Showing 110 1 of 1 entries 4 Previous Next b

* News

* Notice

* Repository

* Salary Details

* SHSMANAGER

* Tapal Entered By Me
* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

Single asset register
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My Tapals

Bulk Asset
* Employee “Select " Select Category v TSelect ¢ Select Item M
* Employee Report Category Item
* File Status *Select Vendor ¢ seject vendor v *Select ¢ Gaect Maker v
* Inventory Maker
.
. Physical Register © () sefect Register v

* Notice Details
* Payroll

Issued to :
* PayScale Master )| Tt '
* PR . .

"Maintained By ©  gelect Department v No. No. of Items
* Repository of
* Salary Details Items

* SMS MANAGER

Have Warranty (] | Have AMC
* Tapal Entered By Me
* Tapal Entry

* Tapal Report
* Tapal Report 2 *MoreDetails  * | Enter Proguct Details m

* View Pending Files Chart

Bulk asset entry

N Dash Board AssetRegister | Newllem |  Master Ent
@

Assest Register(Bulk) iE View Register
* Document
* Employee Items per page: 10 M Tl
e T -
1SS
s EE CthesjDetaily Em Care ty) AR m
I e
e 1 WoodenTable  drawer with keys (75 ) KUFOS/GRPIFURITWT/1 x/x
s attached
b 2 Philips double  flurescent lamps €@ D KUFOS/GRPIFLRL- * /%
* payroll twisted ELECT/DTWST/
e S s 3 Stickers stickers for Exameel @)  E) KUFOS/GRP/STNISTK-M/1 ® /%
= PR
s 4 Woddenchair  plates and back @ ) KUFOS/GRRFURTWC/ x /%
bk with arm supports included
* salary Details
5 Ceilng Fan More3leaf 150w @3 @ KUFOS/GRPIELECTICFANH v /%
* SMS MANAGER
eI AT 6  Answer Book Exambooklets for UG @) [EI)  KUFOSIGRP/STN/ABI x/x

* Tapal Entry
* Tapal Report

Liwes i 1Al Page 10f1
* Tapal Report 2

* View Pending Files Chart

Bulk asset register
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Click on the tab Master Entry

This tab is used for add or edit different Masters (For ex:- add new
register, add category, add item, add vendor, add maker and add
department.)

My Files My Document My Despatch

"

Master Entry

* Document

+ Employee Select an entry 1o be Select Type v

* Employee Report added

Add a New Register
Add Category

* Inventory Add ltem

Add Vendor

Add Maker

* Notice Add Department

* payroll

* File Status

* News

* PayScale Master

* PR

* Repository

* Salary Details

* SMS MANAGER

* Tapal Entered By Me
* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

@ University*Suite % | [E] untitied Document x

« C | [110.162.14.154/kufos_new/hom

rvarying and char X database - What is the i X <ql - postgrasal: INSERT 11 % / @ University*Suite x - X

My Files My Document My Despatch

[ omsons | s | i | s
"
Master Enty

* Document

* Employee Select an entry to be Add Category v

* Employee Report added

* File status

* Inventory New Catgory New Category Name

* News

o Category Short Code  Unique ID

* Payroll

* payscale Master Choose Parent Select Category v
(Optional)

* PR

* Repository Submit W
* Salary Details

* SMS MANAGER

* Tapal Entered By Me

* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

Add category
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After Adding the masters, click on List
It shows a dropdown list with the master’s category.

Click on any category, it will be display the list of items entered in the
screen and it is possible to edit all saved details related with each master
category.

. Campus *Suite @K, x University Ad
Y Campus *Suite @KUFOS T W vy s

(
= My Documents & My Despatch O Logout

N Desnitoars | Assstogstor | Nowtom | MastorEnty
Ll
selecta Lt | Seecta Lis .

eetie Select a List
* Employee List Physical Registers

List Categol
POl List oms
* File Status List Vendor
T List Maker

List Depariment
* News
* Notice
* payroll

* PayScale Master

* PR

* Repository

* Salary Details

* SMS MANAGER

* Tapal Entered By Me
* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

User :University Admin

s *Sui \KUF "
“ampus*Suite @I‘ os R = My Tapals | My Files = My Documents ﬁ My Despatch O Logout
. Dash Board AssotRogister | Nowlem | Mastar Entry List
4 [ | [E=])
Select a List Select a List v List Items/Categories/Departments/Vendors and Makers
* Document
o
Employee show| 10 * | entries Search:
* Employee Report
* File Status SI No Category Name 4 Category Code 4+ Parent Category 4 Operations 4
el 1 Stationary STN NA © Edit
* News
* Notice 2 Furniture FUR NA @ Edit
e 3 Fluorescent Lamps. FLRL Electrical Equipments @ Edit
* PayScale Master
S 4 Electrical Equipments ELECT NA @ Edit
et 5 Laptops LTS NA @ Edit
* Salary Details
O TR 6 Deskiops DT NA © Edit

* Tapal Entered By Me
* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

Showing 1o 6 of 6 entries

List items in a particular category
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» Open the Mozilla Firefox web browser.

* On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

= For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

Kerala University of ' % / y LN
Fisheriesand QcéanStudies Wﬂd et

Home

% Verify Document
 Statistics
Login with your user name and password
% Audit Login 4
& usertiame: | WB
— é Lo &)
(&} Password: i e :
Type the characters you see in the ‘
picture
Trouble in Login. Click Here

Designed and Developed by

National Informatics Centre, Kerala State Centre.

Best viewed in Mozilla Firefox web browser, Also enable Java Script in your web browser

Figure 1:University portal

Click on your seat name code in the menu. A menu list will appear in the screen.

* Click “News Manager”.
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P ~ LR, T K r : University Admin
@yCat)mtls 'Suite @KUFOS Logged on: 02.03-2016 03:14:73 [ [— W vy ries

& u
= My Documents ] My Despatch © Logout

~News Manager

* Document

* Employee
* Employee Report
* File Status Title

* Inventory
* News

* Notice

* Payroll

4
T RERTE Fie | Choose Fie | Mo fie chosen (size less than 16116}

* Repository

e Edit Publish/Un Publish  News Code News Details
+ SMS MANAGER

1 TEST NEWS1 tttt tttt

L R Y ¢
PR faghef X X v

* Tapal Entered By Me

06

* Tapal Entry ]

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

 News adding page will appear on screen.

» Choose News for whom (students, schools, and university). Can choose either one or more
than one.

* Add title for News

« If there is any attachment, choose file.

» After completing click Submit to save.

« After submit, the details will be displayed in the screen.

» The News will be shown on Login page of user(University, student or school)

¢ \) Kerala University of
\.1°# Fisheries and Qcéan'Studies

Home

7 Verify Document

< Statistics

Login with your user name and password

') UserName: .

8 - 2 N
oy T 1k <3 .
) Password: [ ]

Type the characters you see in the
picture

7 Audit Login

L
Trouble in Login. Click Here

CTXEY Press Releases

[w Clek:

Designed and Developed by
a PRI, % National Informatics Centre, Kerala State Centre.

Best viewed in Mozilla Firefox web browser. Also enable Java Script in your web browser
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NOTICE MANAGEMENT

» Open the Mozilla Firefox web browser.

» On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

= For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

Kerala University of ' % / y LN
Fisheriesand QcéanStudies Wﬂd et

Home

% Verify Document
 Statistics
Login with your user name and password
% Audit Login 4
& usertiame: | WB
— é Lo &)
(&} Password: i e :
Type the characters you see in the ‘
picture
Trouble in Login. Click Here

Designed and Developed by

National Informatics Centre, Kerala State Centre.

Best viewed in Mozilla Firefox web browser, Also enable Java Script in your web browser

Figure 1:University portal

Click on your seat name code in the menu. A menu list will appear in the screen.

* Click “Notice”.
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@5, Campus*Suite @KUFOS

A

9 y Despatch
e

45 IT Administrator 5

BT Notice

* Documen

* Employee

.
* Employee Report = S ——
i DB B E -

File Status
T Styles -l Format vl Font

* News

* Notice

* Payroll

* PayScale Master
* PR

* Repository

* salary Details

* SMS MANAGER

* Tapal Entered By Me =

* Tapal Entry

Save
* Tapal Report ‘Your notice has been saved and will displayed from 02/03/2016 to 02/03/2016
* Tapal Report 2 [ StNo | Fom | To
& X 1 02/03/2016 02/03/2016 Kufos university test notice

* View Pending Files Chart

« Notice adding page will appear on screen.

« Choose the period for displaying notice on notice board. Select from date and to date.
» Add content for Notice

» After completing click save.

« After submit, the details will be displayed in the screen and it can delete at any time.
» The News will be shown on Home page of user.

~ T T r Universty Admin
@) Campus*Suite @KUFOS Logged on» 02.03-3016 13,174 TR W vy s

> it
s = My Documents 18 wy esparch O Logout

University Admin

Programmer, Hr.Gr.

Edit Profile

Notice Board

Date:02/03/2016
Kufos university test notice IT Administrator
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PAYROLL

* Open the Mozilla Firefox web browser.

« On clicking University*Suite Bookmarked link, University*Suite will be
opened in the screen.

 For working in University*Suite you must have a User Name and
password.

 Enter your username, password and type the characters you see in the
picture (Captcha).

* Press the Enter key or click the “Login” button.

« After successful login, Blue Band Menus will be visible on the left side of the

screen. The preparation of payroll process is doing in the establishment section

in University.

) Kerala University of
.+ Fisheriesand Qcéan'Studies

Home

% Verify Document

7 Statistics
Login with your user name and password
w i i .
Audit Login 8 Usertiame: | 3% | T
i —— 3963 -
(& Password: ‘ |
Type the characters you see in the T
picture L
Trouble in Login. Click Here
testa Clicks

Designed and Developed by

National Informatics Centre, Kerala State Centre.

Best viewed in Mozilla Firefox web browser. Also enable Java Script in your web browser

Figurel: University Portal Login

(NB: Payroll Process only permitted to use the
Establishment/Administration Assistant).

« Click on “New” tab then a form will appear.
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@ ) Campus *Suite @KUFOS e araa

R My Tapals ocuments & my Despatch
# i Joonact  Joervee e @uattcstionTprepere 10 cadlorint 10 cardfobote o ]
[ #5 rrhdmistmtor New Employee

* Document
* Employee
* Employee Report For Editing
* File Status office t | select . Employee Name: | select
* Inventory
* News
* Notice Title select ' Username
e Name Working Station select M
* PayScala Master
Sex Male M Aadhar 1D
=P
* Repository Father's Name PAN No
CEsaibes s Mother's Name Ration Card No
DoB Vater Id Card No
* Tapal Enterad By Me
T Superanuation/ Marital Status lect
Retirement Dats
* Tapal Report s Spouse Name
Blood Grou selec i
* Tapal Report 2 P o
* View Pending Files Chart Religion select

select

Caste Select Religion
Select Religion
ategory select
No
Ex.Service No

Physically Handicapped . No

Nature of Handicap

Figure2: Add/Edit Employee details

For Adding an employee, fill all the fields start from Title. You can also give a
username for that employee in username field.

» Click on “Submit” button to save the details. While clicking on the
“Submit” Button, “Employee Basic details has been added” message will
be displayed in the same window.

= For editing purpose, first you should select office from office list and

select an employee from Employee Name list.
» All data related with that employee which are already saved by you will be
displayed in corresponding fields.

= Edit the data and Click on “Submit” button to update the details.
» While clicking on the “Submit” Button, “Employee Basic details has

been updated” message will be displayed in the same window.
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“ampus *Suite @KUFOS

2 s
My Tapdls By Fies B vy Documents @ wy Despatch © Logout

. R I e e T ConTes i (T

Employee Contact Details

* Document
* Employee

* Employee Report
* File Status

* TInventory

= Hews

* Notice

* Payroll

* PayScale Master

PR
* Repository.

* Salary Details

* SMS MANAGER

* Tapal Entered By Me
* Tapal Entry

* Tapal Report

* Tapal Report 2

Filker by Office select
Emplayes Name select
Permanent Address Details Communication Address Details
Address Address
Post Post
city City
State select v State select
District Select State v District Select State
PIN PIN
Telephane No. (Resi) Telephane No/Ext
Mobile
Email

* View Pending Files Chart

| submit _§  Reser |

“ampus *Suite @KUFOS 3015 153723 [

Figure3: Contact detail

Fill all data corresponding to that employee in the fields which are coming
under Permanent Address Details and Communication Address Details.
Click on the button “Submit” to save the employee contact details.

While clicking on the “Submit” button, “Employee Contact details have
been added” message will be displayed in the same window.

2
My Tapals 8wy Documents 8 My Despatch

" (S TN o T TR (Yo VIO COTR CT

Employee Service Details

* Document
* Employee

* Employee Report

* File Status

* Tnventory

* News

* Notice

* Payroll

* PayScale Master

= eR

* Repository.

* Salary Details

* SMS MANAGER

* Tapal Enterad By Me
* Tapal Entry.

* Tapal Report

Filter by Office KUFOS HeadQuaters Panang: *
Employes Name Abdul Hakkim H
Details of Parent [For in 1
employes Category NGO M Parent Department
Service Category State Subordinates h Designation in the Parent Department | Select
PF Type R v Order Number
P.F No. Sl Order Date
Date joining in Govt Service 02/07/1999 Deputation effect from

Date of joining in the Organization

| submit | Reset |

Transfer and Posting Details

* Tapal Report 2 Office KUFOS HeadQuaters Panang: Department Select
* View Pending Files Chart Designation * Section Officer B Type of Appointment Reqular
Reporting Officer select A Placement Date 02/03/2016 N

Posting Upto

| add _§  Reset |

Service History

[~ orce | pesignation | reportimotticer | piacomendoto | _upro | _cnavate appoinment I

KUFOS HeadQuaters

1 Section Officer 13/05/2015 Reguler e | [moee |

Panangad
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» There are two sections “service details” ,”Transfer & posting details ”
.When we add new faculty his/her service and posting details must be add
properly.

= Mandatory fields (*) must be enter before submission.

» Service details: - Select an employee then fill corresponding details (such as
employee category, service category, PF type, parent department details).

» Transfer & posting details:-Select an employee name from the top select
box. Add posting details (Enter all mandatory fields such as designation,
type of appointment, placement date).After adding that details show in the
“Service History” List .If any faculty leave from the office, then must be edit
the posting details .For editing Click “edit link image”, when we click on
edit link image two extra fields shows in the posting details section. That is
‘relieving date’ and ‘relieving reason’. Update that details, then that faculty
comes on the free list box in the “New” tab.

2016 153723

i Joomact  Tservce  Jedu quatincationslprepare 1o cardlornt 1o caralonota  Tothers ]
Educational Qualification

e Filter by Office | KUFOS HeadGQuaters Panang: +
Ermployee Name | Abdul Hakkim H
Qualification select

* Tnventory

Details

* payroll | submit | Reset |
= [sino |~ ousifcaton

1. PostP.G 1.Phil Zoology ,1991, Kerala University [

[ouee |

[rosee |

Figure5: Qualification details
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« Click on Edu Qualifications tab.
« Select office and Employee from the corresponding select boxes.
 Select qualification from the select list.

« |If the employee has qualified for any other specializations then enter the details
in the textarea which is named as Details.

niversity Admin

r— 5 User )
@) Campus*Suite @KUFOS Logged o : 02.03-2016 15:37:23
. o = g e e e T e
ﬁm“m The image has been uploaded
Employee
* Emplayes Report
Pl sttus Photo
vantory
Fiter by office | KUFOS HeadQuaters Panang: +
Hews
Hotice. Employes Name | Abdul Hakkim H
Payroll
* PayScale Master Photo Choose File | No fil
R
(Supported formats ipg ipeq)(Dimension 150*200)(Size between 15k & 30k)
* Repositor
— =
Salary Details
Ha

Figure6: Upload photo

Click on Photo tab.

Select an employee from the list

The ID field shows the selected employee’s ID

Browse a photo (jpg, jpeg formats only) and Click on the button Submit.
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@5 Campus *Suite @KUFOS Lomoud on 0205301

* Tnventory

* Repository.

SRR [ | My Files & My Documents
R N S T o T S
Employee ID Card

Filter by Office KUFOS Head Quaters Panang: »

Employee Name Abdul Haklim H v 53

Tdentity Card No 536 Designation on ID Card  Section Officer § ‘
Office KUFOS HeadQuaters Panangad 10 Card Issue Date Mar v |2 vzote |08 Mh"-rﬁr
1D Card Expiry Date Jan v |1 v zoi7 | 10 Card Surrendered On

Remarks

| sio | cado | office | Designation | IssueDate | Validupto surrendert Approved by | |
1 536

KUFOS HeadQuaters Panangad Section Officer 02/03/2016 01/01/2017

Print

Figure 7: 1D card Preparation

Click on prepare ID card tab

Select an employee

The Identity number is same as the employee ID number

Enter ID card issue date and expiry date.

If the card has surrendered then enter the surrender date.

If you have any remarks then enter it in the field named remarks.
Click on SAVE button to save the ID card.
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Print ID Card

Filter by Office KUFOS HeadQuaters Panang: *

T Jriame  : absul Hakkim 1
“6‘ Emp Id : 535

i

feni

i
@ print

Figure 8: Printing ID card

Click on print ID card tab.

Select the office from the list

Then the already saved ID card details will be shown.
Tick on ID cards which you want to take print outs.
Click on the button Print selected to print the ID cards.

@y Campus *Suite @K UFOS ; 2o et 1 —— =T -

[revmcate JesimnationTon____Juna___[rav tteme_Jcategery Joriantints iocatiety _JomMce  Jitoad ot /< Rehund tnat. [Departmert ]
Add New Pay Scale

R

Figure 9: Pay Scale master Entry

At first we should set some master entries before processing a bill.
For that purpose, select the option pay scale master from the left side blue

band menus.

= Then some tabs will be displayed on top of the page named as pay scale,
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Designation, DA, HRA, pay items, category etc.

» Click on the tab pay scale.

= Select a scale type from the select box (For ex:- Central scale, AICTE, State
subordinates, UGC).

» Give the pay scale range for the corresponding scale types

» Click on ADD button for adding a new pay scale.

= After adding, the details will be displayed in the screen and it is possible to
edit the pay scale details.

@Ry Campus *Suite @KUFOS Ve o 1 0303 My |t By

(TR (T R (7S (CCEien (ey

E Add New Designation
Designation
Category select
Mt ScaleType | select

Figure 10: Add Designation

» Click on the tab designation.

» This tab is used for adding a new designation in university/college side

» Enter the designation, select category (eg: college, university),select scale
type (For ex:- Central scale, AICTE, State subordinates, UGC).

= Select the pay scale corresponding to the scale type from the pay scale select
box

» Click on ADD button for adding a designation.

= After adding, the details will be displayed in the screen and it is possible to
edit the designation details
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@5 Campus *Suite @KUFOS Lopad on 53050300

My Tapals W wy Files B vy Documents

(T S O (N T T S T O TS e ey

i
i = DA Master
" Ganes Scale Type select
— DA Percentage

* Master Entry

* Payseale Master DAaw.ef

“N— DA Upte
m——a Order No.
o Order Date
. Submit _J  Reset |

[0 ]~ sclotype | percomage | et | —up | ndr o & pete
e |
1. UGC 119 2015-07-01 —
Delete |
e |
2. State Subordinates 92 2015-12-01 GA/AL 2015-11-02 _‘
=

Figure 11: Add DA

» Click on the tab DA.

» This tab is used to set a new DA percentage for corresponding scale types

» Select a scale type from the select box

» Enter the DA percentage

» Enter DA w.e.f (with effect from) date

» Enter DA upto date

» There should be an order for DA fixing for different scale types. So enter
order number and order date in corresponding fields

» Click on Submit button for adding a DA percentage.

= After Submitting , the details will be displayed in the screen and it is
possible to edit all saved details.
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S ] User University Admin = -
@, Campus*Suite @KUFOS Logged an : 02.03-2016 15:37:23 — By Fies B3 wy Documents & wy Despatan (©) e

# [romaie  Joesmnstion o Juwa Jreystems Jcatepory Jprassist Jiocateods Joce Jucad of o/ [ncfumd nst. oopartment ]

p— HRA Master
R

5 General Scale Type select
mime—— HRA Amount

* Haster Entry

Range [BP+GP+5P]

- y— | add | Reset |

* e [sino | Scale Type Range [gp+cP1sP] | moun | operotions |

- togout 1. Stete Subordinates 20740-43140 250 [mem ] [roe= ]
“ 2. uec 20000-75000 250 (e | [xose |

3. ueC 18000-20000 250 [em | [xose |

4. Stete Subordinates 1350024040 250 (e | [ooume |

5. State subordinates 8500-12500 250 [ex | [roses |

First << 12 == Last

Figure 12: Add HRA

» Click on the tab HRA.

» This tab is used to set a new HRA for corresponding scale types

» Select a scale type from the select box

» Enter the HRA amount

» Enter the range (BP+GP+SP) . So that the above HRA amount will be fixed
for that range values.

» Click on Add button for adding HRA amount.

» After Submitting, the details will be displayed in the screen and it is possible
to edit HRA amount and range values.

0 = User AUniversity Admin a
Yy Campus *Suite @KUFOS Logged on : 07-03-2016 15:37:23 My Tapals B ries B vy Documents 9 My Despatch O Logaut

T S R TN T T T T R T e ey
Add New Pay ltem

Mame
Short Name

Type Allowance/Advance

Recovery Type NA

Bill Types Contract Daily Wages Bil Estb Bill ELS
Posting Categories Regular Deputation Employment Contract Daily wage

Click here to arrange payitems for reports.

[Sivol Mo | Stortheme | Twe | bilTypes | postig otooris

1. Basic Pay B Basic Items Estb Bill Regular (e
2. |Grade Pay o Basic Ttems Estb Bill Regular [fem |
Deputation
3. | Special Pay/Personal Pay PP Basic Ttems Estb Bill Regular (e |
Deputation
4. | Daily Wage Daily Wage Basic Ttems Daily Wages Daily wage [fem |
5. Consolidated Pay cP Basic Items Contract Contract T‘
6. |DA DA AllowancefAdvance Estb Bill (e |
7. HRA HRA Allowance/Advance Estb Bill B
8. |Spl Allowance SPA AllowancefAdvance Estb Bill [fem |
9. | Arrear DA ADA Allowance/Advance Estb Bl (e ]
10. |cca cea Allowance/Advance Estb Bill [ ]
11 [ca ca Allowance/Advance Estb Bill B
12. | Marriage Advance Mrg Adv Allowance/Advance Estb Bill Contract (e |
13. | Festival Advance Fady allowancefAdvance Estb Bl Regular [ |
14. |FA FA Allowance/Advance Estb Bill Regular (e |
gl . e | M

Figure 13: Add New Pay Item
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» Click on the tab pay items

= This tab is used for adding a new pay item (For ex:- Basic pay, Grade pay,
GPF etc)

» Enter a pay item in the text field named as Name

= Enter a short name (For eg:- BP,GP,SWF etc)

» Select a type (eg:Allowance,Deductions,Recoveries/Loans) from the select
box. It mentions the type of the pay item.

= Select a recovery type (Departmental recovery/other recovery/NA) from the
select box.

» Tick on the corresponding bill types in which the pay item applicable for.

 Tick on the corresponding posting categories in which the pay item
applicable for.

» Click on ADD button for adding the pay item.

- After Adding ,the details will be displayed in the screen and it is possible to
edit all saved details related with pay item.

@5 Campus *Suite @KUFOS

(T T O TN T T T (T I TS e ey

di
. Category Manager
+ Main Category Categories
5 Sub Category
* Master Entry

Y

* Payscale Mastar
EN Category
1. Title
2. Service Category

nnnnnnnnnn

aaaaaaaaaaa

oo dtg
) o) o e e e e e e e g
][] |[o] [[] [] [eo] [e] [] [e] |[e] [e] =] BB
z| (& &| 2] 2| 2| 2| [z| 2| 2| 2| 2| H

Figure 14: Add or editing different Category

= Click on the tab category.

 This tab is used for add or edit different categories (For ex:- Service
category, Religion, PF type etc.)

» By default Main category is the categories and we can add sub category
under this main category. When we add a new category under the sub
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Category then the sub category will become the main category and the new
item will be the sub category as on.

» Click on ADD button for adding a new category.

» Here edit and add operations are possible.

= After the master entry, the next step is the payroll processing.

= For that purpose, select the option Payroll from the left side blue band
menus under the seat menu.

= Then some tabs will be displayed on top of the page named as salary details,
loans, promotion, increment, leave entry, prepare bill, process bill, process
ADA, bill encashment, bill transfer and reports.

=

:
> Document Salary Details
* Employee
BT Employee Category | GO v Designation Associate Professor

File Status 2

Name of employee | Ambilikumar v v Last Pay Change date 01/01/2015

Inventory
* News Employee Status  Active Click to Block for Salary Processing Next Increment Date
* Notice Scale of Pay 37400-67000 N Bank with Branch Name 8T
* payroll

Pay 52250
R Basic Pay IFSC Code
“ PR Grade Pay b A/C No. 57001524147
* Repository
Spedial Pay

* Salary Details
* SMS MANAGER NPA Salary Bill Footnote

Tapal Entered By Me o ¥ Default
* Tapal Entry

DA 62177.5
HRA 250

we |
Spl Allowance 3000 01/01/2015 =

Internal Deductions Amount A/C Details With effect from

select \ 0 m| eset |
o (e |
PFSUB 10000 10005 01/01/2015
[xoues |
o (e |
FBS 50 10005 01/01/2015
B
. [fem |
INST 500 10005 01/01/2015
[osee_|
ITax 20000 10005 01/01/2015 |E.E‘ ‘
[xosee
Total: 30550

Figure 15: Salary Details

= click on the tab salary details and here we are setting their basic salary details
= select an employee from the list

50



- select the scale of pay. The scale of pay comes corresponding to that
employee’s designation and scale of pay we have already fixed in the pay
scale master.

= |If the employee is under contract then we have to enter their consolidated
pay

= Enter basic pay,grade pay,special pay,NPA,DA and DRA.If we have already
set DA and HRA for that scale type then tick both as default.Otherwise we
can enter the DA and HRA amount for that employee

= Designation of the selected employee will be seen in the designation field.

» We can enter the employee’s last pay change date,next increment date,bank
with branch name,IFSC code and A/C No.

» Click Submit button for saving the salary basic details.

» Then a Deduction list will be displayed.

» Add the Deductions from the select box (for eg: | Tax,LIC,SWF,GPF etc)
for the corresponding employee.The deduction items list will be displayed
below.

Document External Deductions

tame of employes | Ambilikumar v

Wenanim -—-

* Notice 2. | uc 781613735 605 Active

* PayScale Master 3. uc 781613099 420 Active

Deduction Item select
A/C fPalicy No
* Tapal Raport 2 Total amount
* View Panding Files Chart 2

ecovery Start From date

Recovery Upto date

Installment Amount

Figure 16: External deduction Details
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» Click on the tab External deduction

= Select an employee from the employees list

» Choose a deduction type (for e.g.: LIC, GPF loan, UPF loan, EPF loan)
from the Loan type select box.

» Enter the deduction details (A/C, amount, Recovery start from date,
Recovery up to date, Instalment amount, No of instalments, Last
instalment no, Amount recovered, order no and order date) for that
employee.

» The recovery can be freeze by click on the check box.

» Click on the submit button for saving the deduction details.

(g (g ) U T e T ey T T e

* Tnventory Current Details Promotion Details
* News Designation Associate Professor Designation Associate Professor

* Notics Placement Date Wiith effect from N
Scaleof Pay ~ 37400-67000 Scale of Pay 37400-67000
asic Pay 52250 Basic Pay 52250
Grade Pay o Grade Pay 0
Special Pay o Special Pay 0
TP P&
DA Default DA ¢ Default

H.RA Default HRA @ Default

Figure 17: Employee Promotion
» click on promotion tab

= There should a chance for getting promotion to the employees. At that time
select the promotion tab.

» Select the employee.

» The salary details corresponding to that employee will be displayed in the
screen.

» The left side details shows the employee’s current salary details

 Inthe right side choose the new designation for the employee.

 Then the new salary details corresponding to that designation will be
displayed.

» Click on ADD button for saving the promotion details.
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@5 Campus*Suite @KUFOS

My Tapals Wy Files B vy Documents

Prepare Professional Tax|Process Professional Tax|
=
e Employee Increment
Employee
Dt s Employes Name Ambilikumar
e Status.
* Tnventory Current Details Increment Details
 News Designation Associate Professor Designation Assaciate Professor
* Notice Placement Date With effect from *
s Scale of Pay 37400-67000 Scale of Pay 37400-67000
b i BasicPay 52250 Basic Pay 52250
R
Grade Pay 0 Grade Pay 0
* Repository
* Salary Details Special Pay o Special Pay 0
il N.P.A N.P.A
Default @ Default
HRA Default HRA ¢ Default
| adaJ| Reser |

Figure 18: Employee Increment

» click on increment tab
= There should a chance for getting increment to the employees. At that time

select the increment tab.
» Select the employee.
» The salary details corresponding to that employee will be displayed in the

screen.

= The left side details shows the employee’s current salary details

= In the right side enter the with effect from date for the new pay change (For
eg: Basic pay, Grade pay etc)

= Enter new basic pay, grade pay, special pay, DA,HRA for that employee.
Click on ADD button for saving the increment details.

@5y Campus *Suite @KUFOS

Figure 18: Leave Entry
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» Click on Leave entry tab

= Thistab is user for entering the type of leave of employees.

» Select an Employee from the list

» Select a Leave type. (Nb: Here we are considering 2 leaves only such as Loss
of pay and Half pay leave)

» Enter Fromand To dates

= Enter Process no and Process Date

» Click on Submit button.Then the leave entry will be saved.

= According to this entry, the corresponding amount will be diminished from
basic pay of selected employee.

i [Sivo [ vour | voo

PR TReST 1. 2015 November Estb Bill t1 -
November Estb Bill t2 tt

December Estb Bill

November Estb Bill tems november bill

November Estb Eill

Figure 19: Bill Preparation

» Select prepare bill tab.

= This tab is used for preparing different types of bills such as Contract bill,
Establishment bill, Daily wages bill, Arrear Bill and ELS bill.

» Select year from the select box

» Select a month from the select box

= Select one of the bill types by clicking the radio button.

» Enter the Bill no in Bill No field

» Enter Details about the Bill for mentioning which type of bill you are created.

» Click on Submit button. The details will be listed below.
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@y Campus*Suite @KUFOS oo on' 02,00 016 153720

()
B vy Documents ] My Despatch O Logout

A Salary Details|Extemnal Deduction|TaxPayTtem Entries|Promotion Partial Salary Settings|Prepare Bill |Process Bill |Freeze Bill |Process ADA |Bill Encashment|Bill Transfer
#
SalarySlip Department| Prepare Professional Tax|Process Professional Tax|Reporis

Administrator

Process Bill

* Document

* Employee

T T Bill Est bill feb 2016
i Employee Category | All (SD0s & Non-sDOs)
* Inventory

* News Religion All
et Process Type Individual Employee © Multiple Employees
* payroll
oy 1. ¥ abdulkhader AM  HPL:O Basic Pay : 23480 D.A 1216016 FES - 10049 : 50
TR VEHICLE SUPERVISOR | LP:0 Grade Pay : 0 H.RA 250 WFS - 10049 : 50
T T Special Pay : 0 Spl Allowance : 250
* SHS MANAGER NPAD
* Tapal Entered By Me 2. ¥ AbdulRazagVB  HPL:0 Basic Pay : 9690 D.A:8914.8 INST - 5016 : 4
* Tapal Entry Permanent Labourer | LP:0 Grade Pay : 0 H.RA : 250 WPF(SUB) - 5016 : 1000
TR spedial Pay : 0 WPF(REC) - 5016 : 1850
RS NPA:O WFBS - 5016 : 25
o e e WWFS - 5016 : 10
3. ¥ ajithaTc HPL: O Basic Pay : 27820 D.A 1 25594.4 PFSUE - 10073 : 5000 LIC - 771880126 : 408
Office Superintendent | L.P:0 Grade Pay : 0 H.RA 250 PFREC - 10073 : 5000 LIC- 772001793 : 184
Spedial Pay : 0 FES - 10073 : 50
NPA:D I Tax - 10073 : 800
4. @ alphy Koroth HPL: 0 Basic Pay : 62060 D.A: 738514 PFSUB - 10011 : 5000 LIC- 771861775 : 331
Associate Professor | L.P:0 Grade Pay : 0 H.RA : 250 WFS - 10011 : 10 LIC - 772212028 : 600
spedial Pay : 0 ITax - 10011 : 20500 LIC - 772182173 : 371
NPA:O
5. @ ambilikumar v HPL: O gasic Pay 1 52250 D.A:62177.5 PFSUE - 10005 : 10000 LIC - 780860266 : 225 o

s1 | Name of Daily RISK
Gel cr| cealca)l A Grr
No |Employee) wage| ALLOwW,
1. Abdul Fp-20 22020 21086 250 10 s0

Hakkim H

=
ersun) Wer(REC)
q Loa)
4000

Figure 20: Bill Process

» Click on Process Bill Tab

= This tab is used for processing the bill we have created in Prepare bill.

= Here the employees are adding into the prepared bill

= Select Bill that we have already created

» Select Employee Category (Eg: GO or NGO)

= Select one of the process types(Individual Employee or Multiple employees)
» The Employees will be list out with their full salary details.

» Bydefaultall employees are ticked for processing.

» Uncheck the employees whom we are not including this bill.

» Click on Submit button.
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- r Universty Admin
@y Campus *Suite @KUFOS Logaed on : 02.03 2016 15:37: B vy Tapals Wy Fies B vy Despatch

" (T —p— T.xmme..sm [T T e (o e (o e ——ee——
‘
CEoTe—G ]

* Document Bill Encashment Entry
* Employee
* E...,,k.,ee Report Bill Est bill feb 2016

* File Stat "
e Gross Amount 44256

* Inventory

* News Net Amount 39682 *
i Date of Encasnment  02/03/2016

* Payroll

* PayScale Master m
* PR

* Repository

* Salary Details

* SMS MANAGER

* Tapal Entered By Me

* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

Figure 21: Bill Encashment Entry

» Click on Bill encashment tab

= Thistab is used for giving an encashment date for the bill
» Select Bill from the select box

= Enter Gross amount with respect to the bill

» Enter Net amount in the Net amount field

» Enter the Bill encashment date for the selected bill

» Click on Submit button for savmg the encashment date.

@, Campus *Suite @KUFOS

Figure 22: Bill Transfer
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Click on Bill Transfer tab

This tab is used for transferring the schedules of selected employees into their
parent department

This tab is useful for Deputation employees

Select the Bill

Select the Employee category

All employees included in the Category will be displayed

Select the Schedules for the employees they are used to transfer the amount to
their parent department

There is a caption named New Transfer Bill will be displayed.

Enter the Office name where he wants to transfer the bill

Enter Chelan No in challan no field

Enter challan date in challan date field

Enter remarks ,if any

Click on Submit button to save the details.

Figure 22: Report

Select the tab Reports

This tab is used for taking reports like abstract,Payslip and paybill
Click on the link Payslip/paybill

Select year from the select box

Select the month from select box

Select the bill no
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= Click on Abstract button for taking the abstract bill
= Click on Paybill button for taking the paybill

= Click on Payslip button and getting the payslip of all employees in the bill

Contants Receieved
Certiiea

@ that the Pay and allowance of the previous month have been disbursed to the proper persens and stamped

Below Rs 39683 { Rupaes

Rs Thirty Mine Thousand Six Hundred and Eighty Three Only )
Kerala University of Fisheries and

Nine Thoueand S andrea 3T Eighty Two Only

Ocean Studies, KOGH
[See Rule 169 (b) of KTC Vol. 1]
2cquiiancs nas been cotained ans fied in my ofice. DETAILED PAY BILL OF ESTABLISHMENT | WAGES
@)  that overy Goverment \Whoss banalf of pay or leave is clamed in this bl has actually been on SBI KUFOS Branch, KOCHI
u!ynraulﬁnnsed leave. as muaselni\! Guring the periad for which his pay or leave for which his pay or Computer Sequence No./Taken No. [ ] Dste.[6Z_ [03  [2616 ]
Sorall No. DR R
i) that Iheeﬂgmllwuﬂhe claims preferred in this bill are verified with the relevant rules. Dept DDO
®)  tnat e omployecs o R e ikt i s ik, v et provkton il Geverrament euamtors Code [ Ee [ \ ]
auring the perioa for
@) that the profession tax for the half year ending on_............. has been recovered from the incumbents and Bill Mo - Est bill fsb 2016
remitied. Headof [ I | Votad
i) that the amears of DA sanctioned as per G.O.(1 #ccount | I | |
anc credited 1o the GIF accounts of the incumbents concermed cPsiEss | 1 | ] Retio[ ]
Received for the Period (From) GT/Z/2016 (To) 28272016
Signature. STRACT OF THE BILI
e ey — Coda A Duse Totalin R Deusions Totarin e
I Designation - BF F= s i)
oy 1088 BS 0
. HRA =0 T T
NB: if any certificate is required to be attached in the bill, it should be written. giving SI.No_starting from (vii) FSUB 2000
SPACE FOR ENDORSEMENT
Please pay the amount to whose signature is
attested beiow.
Contants recaived Towr A Grom EZFT Tomi e w574
Total & Gross w574 Received Rs. 0682
Signature of the messenger ‘Signature of the Drawi Signature of messenger Total 30682
‘SPAGE FOR GOUNTER SIGNATURE R Ty

Signature, Name and Designation of Drawing & Disbursing Officer
‘Sagnature of Name, & Date
Aot Uil o wnggo, clkeny Toled bumaber o Exryicoyoee. Cbogony whe
Appropriation for Current Ye: Finance Officer
Enparciturs sweaucing the 1t -
Expenditure inclucing the bill Rs. Pay Rs 30682 Rs Thirty Nine Thousand Six Hundred and Eighty Two Only
Rs in Cash/Cheaus Rs. i
Signature by RER and Rs ... (Rupees.........
Coa Code | Description POC No. Date
[ Daily Viage Cheaue o Cheque Date
FRA SPA
<A Wirg Adv Racanved the Pay Order r Chacem Pay Order Cheque issued by
RISk ALLOW SAa Signature of the Accountant
GrE Wes
Drofiax VARFS
T GPAIS
WE Rent FA(R=C) LoP
7 Anear FF et Frsus. TF(SUEY
WRE(REC) TNST FFREC WEES
GPF - LOAN PTax Bank Loan £
T Co-op Duss G
GOVERNMENT OF KERAL.
Kerala Uty o o s O St
PAY AND ALLOWANCE IN RESPECT OF Esth Bill FOR February 2016
Ar P oo | @ Loa | tom [ Mo
e

Figure 24: Pay bill
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1 EPE No: Est bill feb 2016 Kerala University of Fisheries and Ocean Studies, Kochi
PAY SLIP FOR THE MONTH OF FEBRUARY-2016
Station . KUFOS HeadQuaters Panangad Head ofafc : 101-10-0025-130
Name : Mr Abdul Hakkim H Designation : Section Officer Pay Scale C18740-33680
Dept. IFSC Account No. | 57026270715
PAN Audit no. Basic Pay : 22920
Allowance Internal Deductions External Deductions
Basic Pay (FP-29) : 22920 FBS 50 LIC 514
DA : 21086 FFSUB 4000
HRA : 250 WFS 10
Gross Amount H 44256 Internal Deductions 4060 External Deductions 514
Total Deductions H 4574 MNet Amount 39682

Figure 25: Pay slip
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» Open the Mozilla Firefox web browser.

» On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

= For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

@) Kerala University of ' % / y ,
\.+% Fisheries:and Ocean:'Stglqlzjes Wd vtz

@

Home
% Verify Document
¥ Statistics
Login with your user name and password
% Audit Login s
9 £ UserName: | 3% i T
P &_{ v
(5} Password:
Type the characters you see in the ‘
picture
Trouble in Login. Click Here

Designed and Developed by
National Informatics Centre, Kerala State Centre.

Best viewed in Mozilla Firefox web browser, Also enable Java Script in your web browser

Figure 1:University portal

Click on your seat name code in the menu. A menu list will appear in the screen.

* Click “Event Calendar”.
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e EC K r :Univer in i
Q r ) Campus*Suite @KUFOS Logged on : (5032016 05:17:31 My Tapals | My Files = My Documents & My Despatch O wogout

& Event Calendar

* Document
om: =
Period

* Employee

* Employee Report

Wiy 01 02 03 04 05 pp—
S 06 07 08 09 10 11 12
 ews 13 14 15 16 17 18 19
::“““ 20 21 22 23 24 25 26 Reminger Dete
s 27 28 29 30 3 ® Never © Daily O Weekly

* PayScale Master Repeat
o Monthly © Yearly

* Repository CREATE

* Salary Details

* SMS MANAGER

* Tapal Entered By Me

* Tapal Entry w'm*;-

* Tapal Report Events on: 03/03/2016 Repeating Event Upcoming Events All Event
* Tapal Report 2

* View Pending Files Chart 1 personal evet X

« Event adding page will appear on screen.
« Choose the period for displaying Event. Select from date and to date.

+ Choose event type from dropdown menu such as personal, academic, non-academic or
holidays.

 Add Description for the event.

« If want to remind the event add the reminder date and to repeat the event choose repeat
type(never, daily, weekly, monthly or yearly )

« After completing click Create button.
« After submit, the details will be displayed in the screen and it can delete at any time.
» The Event will be shown on Home page of user.

‘L“ * UF = 3
W) Campus*Suite @KUFOS = iles ] My Document ts ] My Despatch O Logout

Edit Profile

a
i Dr Manojkumar B, Associate Professor_click here to wish
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MESSAGE/DASHBOARD/SMS MANAGEMENT

» Open the Mozilla Firefox web browser.

» On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

= For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

@) Kerala University of ' % / y ,
\.+% Fisheries:and Ocean:'Stglqlzjes Wd vtz

@

Home

% Verify Document

¥ Statistics

Login with your user name and password

8 sertiame: L
— 3 . L v

(5} Password:

Type the characters you see in the

picture

¥ Audit Login

Trouble in Login. Click Here

Designed and Developed by
National Informatics Centre, Kerala State Centre.

Best viewed in Mozilla Firefox web browser, Also enable Java Script in your web browser

Figure 1:University portal

Click on your seat name code in the menu. A menu list will appear in the screen.

* Click on “Message”.
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&
My Tapals W vy s = My Documents 8 y Desparch

:
Message Welcome Universit Adnin

[ unread | mmbox | compase | Send itams|

o Unread Messages No Unread Messages.

» Message page will appear on screen.

» Message is similar to our email which is used as internally sending message in between
employees.

» Like mail system, it has inbox, sent items, compose message and unread message.

= £
My Documents 1 y Despatch

Message Wiecome University Adin

Unread | nbox | Compose | Send tems|

Sortby| Date ¥ Search vith Search

Inbox
e Add subject for the message.
e User can specify the type of message as general or official message.
e Add the message in the editor area and if there is any attachment choose the document.
e Check the employees whom you want to send message.
e Click send.

& U
My Tapals W vy Fies B vy Documents 8 my Despatch O Logout
Message Welcome University Admin
[ unread | tnbox_ | Compase | Send items|
subject: [ ] Checkal | Uncheck
Type: General ¥ Abcul Haldm H
essages Abcukhader AM
SbdulRazaq VB
Ajitha TC

Aphy Koroth
Ambilkumar v
Angesh T

Anija G T
Anilkumar K M
Anilumar T 5
Anjana Anikumar
| AnjuMs

Anu Gopinath

R ———

attachment: | Choose File | lo fie chosen fany

[3send

Compose message
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For send SMS to employees,
o Click on “SMS Manager”
e Choose the office from the dropdown

p— . r :Univer Admin
@) Campus*Suite @KUFOS e e g
ST ) 2 O Losged on 110 02 261 €3:30 76 My Tapals [ | My Files [~ My Documents ® My Despatch O Logout
i
EEWRER SMS Manager
* Document
* Employee
T N e ime KUFOS HeadQuaters Panangadu ¥
* File Status 'm:
* Inventory Send to Many
* News
* Notice
* Payroll
+ payscale Master Show |10 ¥/ entries Search:
- Employee Code Employee Name s User Name s Mobile Number Send sms
* Reposito 501 Mr University Admin usityadmin @
it - e Send SMS
* Salary Details
520 Ms Anjana Anikumar 9073 9447169571 @
* SMS MANAGER Send SMS.
* Tapal Entered By Me 521 Hirs jameela KM jameelakm 9567695995 e @
en
* Tapal Entry
52 M Faisal KK kufoss22 9895233860 @
* Tapal Report Send SMS
* Tapal Report 2 523 Dr Jayachandran KV kufos523 9446493765 Send SIS @
end i
* View Pending Files Chart
524 Dr .V M VICTOR GEORGE 1004 9447035350 @
Send shis
525 M Mathew Sebastian 1018 9495395305 @
Send sMs
526 Mr Sreckumar PR 012 9288137485 @
Send M
527 Mr .Muhammed Shanar VM 3027 9495228873 @
Send SMS
528 Hirs Rajamma KM 3054 8129329023 @
Send shis

Showing 1 to 10 of 163 entries 4 Previous Next #

e Select the person whom you want to send SMS and click on send SMS link.

e The page will display the mobile number of that particular employee and enter the
message.

e Then click Save

@ Campus*Suite @KUFOS U on s B35 06 09138 TR Wi

At
= My Documents & My Despatch O Logout

i

~Send SNS

* Document

* Employee
* Employee Report

* File Status @

* Inventory

Mobile no* (9447169571
* News

* Notice

* payroll

* PayScale Master

* PR

* Repository

* Salary Details

* SMS MANAGER

* Tapal Entered By Me
* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart

e
save

e SMS will be sent to that particular employee and an alert will popup that the message
sent successfully or not.

¢ |f want to send same SMS to more than one employee then click “Sent to many” link
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Choose the group of employee from the dropdown(E.g. Office or principal)
Check the employees for send SMS
Then click Send

L)

* B Book Consol

* Business Book

* Despatch

* Document

* DS Registration

* ETapal

* Employee

* Employee Report

* File Status

* File Take Back

* Tnventory

* Meeting Administration
* Meeting Management
* News

* Notice

* office Admin

* Payroll

* PayScale Master

* PR

* PR Inspection

* RecRoom-In

* RecRoom-Out

* Replay to Complaints
* Repository

* salary Details

* SMS MANAGER

* Tapal Entered By Me

* Tapal Entry

Campus*Suite @KUFOS

SNS to Many

My Tapals

W vy Fies

= My Documents

& My Despatch

0t
O Logout

Select Group KUFOS HQRS v

Select All

¥ Malika V ¥ Priya M Arun Kumar V S Hareesh V H

¥ Geetha ¥ K Gopakumar Raghul Subin S C Justin David
BiniY K Bindu P P Manju Kuriakose Resmi M R
Syamala V K Sreeja PV Mekha Bose K Hema A A
Sudheer N B Mariya T Cheeran Ramya Raveendran Devassy TM
Vijayshine K V Elizabeth L Edward Vijayan V Deleep T K
Litty Fernandez Meera T M Raju Kurian M Mohammed Igbal K M
Abdul Hakkim H Alphy Koroth Bindumol Abraham Thomas AV
JayaKB Pradeep C Tessy K Thomas Devika Pillai
Padma Narayana Pillai Reghuraj K K VinuC VvV Vijayalakshmi P V
Hameed P K Purushan P C Kunjamma M D Ramesan K K
Kuttan PV Ummer K M Abdul Razaq V B Santhosh P
Rachel Fernandez Juliet Joseph Sumangala Sivaraman Sreenal Sreedhar
Mahesh J Preetha P M Daisy C Kapen Cleetus P J
Rajamma K M Ajitha T C Sanju K Deepthi V
Sunil Kumar P Rossily KD Rajeevan M P Mini A K
Saboora AA Naseema T J Divya P D Pradeepkumar P N

The screen shows the employees those who have selected
Enter the message and click Send.

SMS will be sent to that particular employees and an alert will popup that the message
sent successfully or not.

L]

* B Book Consol

* Business Book

* Despatch

* Document

* DS Registration

* ETapal

* Employee

+ Employee Report

* File Status.

* File Take Back

* Inventory

* Meeting Administration
* Meeting Management
* News

* Notice

* office Admin

Campus*Suite @KUFOS

Send SMS

User :University Admin
Logged on : 03-03-2016 10:22:47

Group : KUFOS HQRS

1. Malika vV

Message

2. Priya M

Send
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I vy Fies

= My Documents

3. Geetha

[ My Despatch

#
O Logout

4. K Gopakumar



MAY I HELP YOU(PROBLEM REPORTING)

» Open the Mozilla Firefox web browser.

» On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

= For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

' Kerala University of ' % / y |
Q" Fisheriesrand Qcéar’ Studles Wd wete

Qo

Home

% Verify Document

¥ Statistics
Login with your user a\eandpswod

dUeNaner 3%&_, o

Tp e the character: ee in the
picture

¥ Audit Login

Trouble in Login. Click Here

testa Click

Designed and Developed by
i i’ oyl N | I o National Informatics Centre, Kerala State Centre.
g

Best viewed in Mozilla Firefox web browser, Also enable Java Script in your web browser

Figure 1:University portal

* If is there is any problem then Click on “may I help you” link that appear at bottom of the
left menu
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& 5 User :University Ads
@5 Campus*Suite @KUFOS Lo 3 201 100325 e e

U
ﬁ My Documents & My Despatch 0 Logout

University Admin

Programmer, Hr.Gr.

KUFOS CAMPUS*SUITE
A“!ﬂ"\*'{ > “i‘:( s

 Edit Profle

Notice Board

e Problem reporting page will appear on screen.

e The remarks or problem or any kind of assistance need can enter in the text area
provided.

e Click on Save.

@ Campus*Suite @KUFOS

Report Problem

Click on your seat name code in the menu. A menu list will appear in the screen.
e Click on“Reply to complaints”.
e The problems that reported by the user will be listed on the screen.
e The authorised person can reply to the problem with a solution.

@) Campus*Suite @KUFOS Losoedon: 18.03 016 100325 My Tapals W vy Fies

3 it
= My Documents 1 wy Despatcn O Logout

Replay to Complaints

e

* Accounts.

* Document

* Employee View Salved
* Employee Report

* File Status Show |10 v entries search:[ ]
* Inventory Slno Remarks/ Problems 4 Date 4 Entered by 4 Solved 4 Replay 4

* News 1 bnbnbn 17/03/2016 University Admin NO ) REPLAY

b 2 bnbnbnbn 17/03/2016 University Admin NO
* Payroll
* PayScale Master 3 test complaint 18/03/2016 University Admin NO

* pR Showing 1 to 3 of 3 entries 4 Previous Next ®
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e - User University Admin
(g\ Campus*Suite @KUFOS Logged on: 18.03-2016 10:09:25 My Toials W vy ries

= %
My Documents 8 My Despatch

w
K5 TV Adinisrator Report Problem
* Accounts
* Document
* Employee
* Employee Report
* File Status

Date [18/03/2016

e bnbnbn
O Remarks' Problems

* Inventory

* Payroll
* PayScale Master problem solution
+ PR Solution”

* Replay to Complaints

* Repository Solved* [YES v
* Salary Details
* SMS MANAGER Save |

* Tapal Entered By Me

Solved problems can be view on the “view solved” link appear on the page.

N EQ, K User : University Admin ~
Campus*Suite @KUFOS e My Tapals W vy Fites = My Documents 18 Wy Despatch
e
Proviems Solved
* Accounts.
* Document
* Employee Show | 10 v entries Search:[ ]
* Employee Report Sino Remarks/ Problems ¥ e 4 Enteredby % Solution 4 Solved §
* File Status University
1 testt 04/02/2016 solved YES
* Inventory Admin
e University
*+ Notice 2 veeey 04/02/2016 fagfgf YES
Admin
* Payroll
Showing 1 to 2 of 2 entries 4 Previous Next ®
* PayScale Master
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EMPLOYEE ATTENDANCE LATE ENTRY & REPORT

» Open the Mozilla Firefox web browser.

» On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

= For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

Kerala Universitg of g
! Fisheriesand Oéean:'Stgld}jes

Home

% Verify Document

* Statistics
Login with your user name and password
% Audit Login g
£ UserName: | 31TB 3 o
—_— o h e
(5} Password:
Type the characters you see in the r
picture L

Trouble in Login. Click Here

testa Click

Designed and Developed by
i? oyl N | I o National Informatics Centre, Kerala State Centre.
Bk

=

Best viewed in Mozilla Firefox web browser, Also enable Java Script in your web browser

Figure 1:University portal

« If is there is any problem then Click on “Employee attendance entry” link that appear at
the left menu

« For generating attendance late report of employees for a month, first we have to upload
excel record generated by time check software.
* The excel file should be in .xIs format.
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* Choose IN time or OUT time excel sheet.

University *Suite Lo on 05-05-2016 1611745 My Tapals 0 W oyries 3 B8wy pocumens s & vy vespoten 1 Ot
i [Orew ) [Faven

* B Book Consol Upload Employee Attandance

* Business Book

e — Please choose In Time/Out Time Attendance Entry @ In-Time OOut-Time

late xIs Click Here to download the sample excel sheet

* Employee Attendance Entry Excel for Employee Attandance Browst

* Employee Attendance Report
* Employee Report
* File Status

i

* File Take Back

* Leave

* Leave Master

* Leave Report

* News

* Notice

* PR

* PR Inspection

* Repository

* Salary Details

* SMS MANAGER

* Tapal Entered By Me
* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart
- General

- Message

- Event Calender

5 e-docs
a— v

e Browse the excel sheet and click on Save button.

e The data in the excel sheet will save into a temporary table and click on View button
for verifying records.

e Once the verification succeeded then clicks on Upload To Main button.
e A message will appear on top of the page.
e For getting attendance late report, click on Employee attendance report.

. . - User :V M VICTOR GEORGE - iy
University *Suite e et e 70 My Tapals 0 Wouyries 3 B8y Documents 8 [ O Logour

Employee Attendance Late Report

X Regr
* B Book Consol
oy Year 2016 ~|Month [mareh ~| Submit
* Document
ston[10 — ~Jennes Search:
* Employee Attendance Entry
SiNo | Time check Id - Employee Name 4 Total Late Time S No.of CL s

* Employee Attendance Report
Gy 1 1003 Jayachandran KV 00:52:00 0
* File Status 2 1004 V M VICTOR GEORGE 01:42:00 0.5
LU i s 3 1007 RajuM S 02:13:00 1
* Leave
T 4 1012 03:37:00 15

Leave Master
* Leave Report 5 1016 03:44:00 15
o 6 1017 04:18:00 2
* Notice
T 7 1019 15:45:00 75
* PR Inspection 8 1020 01:37:00 0.5
° iy 9 1026 00:41:00 0
+ salary Details

10 1030 08:40:00 4
* SMS MANAGER
Showing 1 to 10 of 138 entries « Previous Next b

U Bty Print Report

* Tapal Entry

* Tapal Report

* Tapal Report 2

* View Pending Files Chart
- General

- Message

¥ Event Calender

- e-docs
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e Choose the year and month then click on submit
e The attendance late list with the selected month will displays on the page.
e Print report link will print the list as in pdf format.

< - O | filesy//Cy/Users/NIC/AppData/Local/Temp/March2016_LateReprtpdf 7& ‘ == :/_ @

Kerala University of Fisheries and Ocean Studies
Employee Attendance Late Report-March 2016

Time Check | Employee Name Total Late Time No.of CL
D
1003 Jayachandran K V 00:52:00 0
1004 'V M VICTOR GEORGE 01:42:00 0.
1007 Raju M S 02:13:00 1
1012 03:37:00 L3
L
2

1016 03:44:00
1017 04:18:00
1019 15:45:00
1020 01:37:00
1026 00:41:00
1030 08:40:00
1031 04:01:00
1032 04:44:00
1033 01:01:00
1034 00:34:00
1037 04:24:00
1039 00:29:00
1040 04:32:00
1041 08:23:00
1042 02:44:00
1043 04:38:00
1044 01:39:00
1043 01:27:00
1047 01:12:00
1049 08:04:00
10351 15:03:00

Gensrated on 03-05-2016
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» Open the Mozilla Firefox web browser.

» On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

= For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).

» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

Kerala University of
\17# Fisheriesand OcéanStudies

Home

% Verify Document

* Statistics
Login with your user name and password

& usertiame: | 31‘3 ﬁ o
L ¥ W

(5} Password:

% Audit Login

Type the characters you see in the
picture

Trouble in Login. Click Here

Designed and Developed by
National Informatics Centre, Kerala State Centre.

Best viewed in Mozilla Firefox web browser, Also enable Java Script in your web browser

Figure 1:University portal

* If is there is any problem then Click on “Leave” link that appear at the left menu
« Leave Menu contains Apply leave, Saved leave, Cancel leave, Join report, Leave register
and Leave approve for approving officer login.
« Before apply leave, the must be credit balance for CL, HPL etc., map leave report officer for
each employee.
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« Click on Leave Master->Leave entry and add leave credit for employees. Authorised person
can add credit for employees.

University *Suite My Tapals 5 My Documents 4

N (T (P P vr—r———"
L

Accounts.

Leave CreditSaved successfully
* Approved Leave Reports

* Document
* Employee
* Employee Attendance Entry Leave Credit Entry

Employee Attendance Report
Qe s yen “Select Office school of Aquaculture and Biol ¥ View Al

File Status “Select Employee C Justin David v
* Inventory

Leave Master “Leave Type ®cL OeL OHPL

T “No of Days To be Credited *As On Date CElddrmmyyyy)
All ields marked * are mandatory
* Notice

e Submit || Clear

* PayScale Master Credited On ‘ m—urzms‘(redwted Days ‘ m‘
T PR Leave As On ‘ 25—0772015‘ Days Availed | ©
* Replay to Complaints Balance

* Repository

* Salary Details

+ SMS MANAGER

* Tapal Entered By Me
Tapal Entry

* Tapal Report

Tapal Report 2

* View Pending Files Chart

e Click on Holiday Entry for adding holidays.

Umiversity *Suite on My Files

o m Leave Entry |Leave Reporting Officer Entry
a4

* Accounts.

Holiday Entry

* Approved Leave Reports

* Document
Date :

* Employee

Reason :
* Employee Attendance Entry

Save
Employee Attendance Report

* Employee Report
te Reason
* File Status

* Inventory 05/06/2016 Sunday
* Leave Master 12/08/2016 sunday
ki 19/06/2016 | hihihihi
* Notice

26/06/2016 | sss
+ payroll

* PayScale Master

* PR

* Replay to Complaints
* Repository

* Salary Details

* SMS MANAGER

* Tapal Entered By Me
Tapal Entry

* Tapal Report

Tapal Report 2

* View Pending Files Chart
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Click on Leave Reporting officer entry and map the employee with their reporting
officer.

: : = - ity Admin 3
University *Suite > :45: My Tapals 5 [ ] My Documents 4 My Despatch 1 (V) Logout
i

ot Leave Reporting Officer saved successfully

* Approved Leave Reports

* Document
* Employee
e T oy Leave Reporting Officer Entry
* Employee Attendance Report
* Employee Report *Select Office KUFOS HeadQuaters Pananga ¥ View All
* File Status . -
“Select Employee University Admin M
* Inventory
* Leave Master *Select Reporting Officer Designation | select A
* News
“Select Reporting Officer select v
* Notice
¥ Al fields marked * are mandatory
Payroll

Submit || Clear
* PayScale Master

“ PR

* Replay to Complaints
L office | __ EmployecName | Reporting officer

* Reposite P "
epository KUFOS HeadQuaters Panangad. University Admin V M VICTOR GEORGE

* Salary Details

* SMS MANAGER

* Tapal Entered By Me
* Tapal Entry

* Tapal Report

Tapal Report 2

* View Pending Files Chart

Now click on Leave menu and apply leave and fill necessary fields and click on save
leave or Submit leave.

: 7 5 User :University Admi A
University *Suite Loaped on ; 25-07-2016 08:50:56 My Tapals 5 W yries 8y ocumens 4 18 wy Despatch 1 V)
ly Tap: y y ly Desp: Logout

* Employee Attendance Entry Qllivoty Leave licave Balance Cancel Leave oining ReportLeave Reparts]

* Employee Attendance Report

* Employee Report
* Fie Status Leave Application Form
* Inventory

* Leave Master
Name University Admin

* News
* Notice Leave Type * | Casual Leave v
* Payroll -

e Leave From* 25/07/2016 B ®rullpay Fore Noen After Noon
* Payscale Master
* PR Leave To * |25/07/2016 & ®Ful Day Fore Noon After Noon
* Replay to Complaints o

Purpose *

* Repository
* Salary Details

Address During Leave (if station leave required)
* SMS MANAGER

* Tapal Entered By Me

TR Holidays proposed to be prefixed/ postfixed T
* Tapal Report Select A File To Upload | Choose File | No file chosen
* Tapal Report 2

i Leave Reporting Officer*

Submit Leave

* View Pending Files Chart

Employee can view their balance leave, cancel leave application, manage joining report
and view the leave reports in Leave menu.
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On Leave approving side, the employees those who are mapped as reporting officer will
be show the Approve Leave link on the Leave menu.

It displays the leave request, leave cancel request and joining report from employees.

o &
My Tapals 0 [ ] MyFiles 3 a My Documents 8 ] My Despaich 1 ¢ Logout

University *Suite s ik

56139
@ (Apply Leave [Leave Balance| Cancel Leave|Joining Report|Leave Reports|Leave Approval
| eave Requests) L eave Cancel Requests|Joining Report]

Leave Request of Employees

Leave From: 24072016 T Leave To: [2507-2016 | search
OR
Leave Applied on: (25072016 | search

Check | SI. Name Leave Type | Purpose | Date From Date To | No. of Days | View Details

|u ‘2 ‘univamtyadmm‘c;sualmve‘ghghghgh‘munms;m 1070572015AN|1 |wew etails

Go Back To Leave Main Menu
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ACADEMIC MANAGEMENT

» Open the Mozilla Firefox web browser.
» On clicking campus*suite Bookmarked link, University*Suite will be
opened in the screen.

= For working in campus*suite you must have a User Name
and password.

= Enter your username, password and type the characters you see in
the picture (Captcha).
» Press the Enter key or click the “Login” button.

= After successful login, Blue Band Menus will be visible as follows.

\\ Kerala University of / / C// A WE
“# Fisheriesand OcéanStudies Crz229/5003 )/ vaete

+ Verify Document

+ Statistics s
BUserName rpee .

+ Students portal Qriciisl PEY e TEST NEWS1 click

+ Audit Login -

Trouble in Login. Click Here

« Directory

+ Suite Manual
+ Project Manual

+ Website

Yoy Designed and Developed by

rd 9 sttt ER-EA™ National Informatics Centre, Kerala State Centre.
Best viewed in Mozilla Firefox web browser. Also enable Java Script in your web browser

Figure 1:University portal

¢ In the academic section, first have to set the academic master data.
e Click on Academic->Acad.Master Entry from left menu.

e Click on Programmes tab and Add programmes.
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4 programmer

I R—
* Acad. Master Entry

* Acc. Sem. Registration

* Certificates
* Faculty List

*School ~Select One-- v
* Fee Management

“Programme Level M

*Course Stream —Select—- ¥

* Programme 1D

* Programme Name

* Programme Name

Short

* Minimum Semester

* Maximum Semester

* Total Years Yeare ¥

Admission Mode Select One M

Minimum GP to Pass

My Document

Otiew | gaven
. (Bt ] (aver ]

* Acc. Sem. Registration

* Certificates
* Faculty List Add School Programme Offered
* Fee Management
Select Regulation Select One v
Academic Year Year v
Select Schoal Select One v
Select Programme Select One v

Programme Offered

Intakes 0
KUFOS Seats 0
ICAR Seats 0
Children of Farm 0
Labour

Sports Quota 0
Jews 0

Children of Fisherman |0
Lakshadeep Nominees 0

Defence
Killing/Missing/Disabled |0

Inaction
Save
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Student Administration:
Click on Acc.Admission -> Admit student for admit a new student into a programme.

University *Suite e o 75,07 7085 12:06:53

ﬁ My Despatch 1 [V} Logout

ﬁ My Documents 4

My Tapals 5 W ovyries 1

Student Administration

Add Student

* Admit No. Generation

RS Academic Year Year v
T Select School Select One A
- Select Programme Select One v
+ Student Admission List Student Name
* View and Edit Students ender Male - Female

Do [ oommyyYy)

Category Select One v

Religion Select One -

Caste/Community Select One v

Admission Quota Select One v

Physically challenged ® o O ves

Save

Select academic year, school, programme and enter basic student details like name, dob,
gender, category, religion, caste, admission quota etc.

Click on submit for saving the basic details.

Click on View and Edit Students tab.

User :University Admin

Unjversity * Suite Logged on : 25-07-2016 12:06:53

My Tapals 5

I My Files

1 ﬁ My Documents 4

ﬁ My Despatch 1

1
O Logout

Student Administration

Academic Year Year v
* Admit No. Generation Select School Select One
* Admit Student Select Programme | Select One

Student Administration

* Data Port Show |10 ¥ | entries Search:
e ban Programme: Gender 4 Details § | Proforma §
* Student Admission List
1| AMALA PAUL 201600002 AQE201621001 | 2016 SUTILEFRIT I EILE D MFSc. Fish Nutrtion and Feed Technology | 1511511995 | wae View Print
+ View and Edit Students BIOTECHNOLOGY 2016
2 Animon 201400002 201146 2014 ;?g&%ﬁgfggcuﬁu% iy M.F.S¢ Fish Nutrition feed tech 2014 12/12/1990 | MALE View Print
3| anithe 201500001 | 20115 2015 T o P LY MES, Fish Nurition 2015 12/12/1990 | FEMALE View Prnt
4 | anooe 201600004 AQE201621002 | 2016 ;fg%%;ﬁgfggcuw% o ggfé Fish Nutrition and Feed Technology | 19111007 | maLe View Print
SCHOOL OF AQUACULTURE AND ) )
5 | Anshad 01500003 | 20117 015 T MESc, Fish Nutrition 2015 12121990 | MALE View Print
SCHOOL OF AQUACULTURE AND MFSe. Aquatic Animal Health Management
6 | anusree W1600010 | AQR201622001 | 2016 o S o 01/01/1992 | FEMALE View Pt
SCHOOL OF AQUACULTURE AND MFSc. Fish Nutrition and Feed Technology
7 | oma 201600006 | AQE201621005 | 2016 o o 12/12/1992 | FEMALE View Prnt
SCHOOL OF AQUACULTURE AND
8 Jayakrishnan 201400001 201145 2014 BIOTECHNOLOGY M.F.Sc Fish Nutrition feed tech 2014 12/12/1990 | MALE View Print
S 01600012 | BFS201601004 | 2016 BFSc B.FSc 2016 19/07/1997 | FEMALE View Pt
SCHOOL OF AQUACULTURE AND ) )
10 manikuttan 201500002 20118 2015 BIOTECHNOLOGY MFSc. Fish Nutrition 2015 12/12/1990 | MALE View Print

Showing 1 to 10 of 19 entries

4 Previous Next o

It displays admitted students list and can update the basic details of each student like
personal details, manage photo, qualifying exam details, entrance exam details and

insurance details.
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University *Suite My Tapals 5

. Student Administration Vot s | oy | i || s it

Edit Student

* Admit No. Generation

* Admit Student Academic Year 2016 v
T Select School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY v
* Login Details Select Programme MFSc.Fish Nutrition and Feed Technology v
* Student Admission List student Name (AMALA PAUL
* View and Edit Students Gender ® Male ' Female
D08 12/12/1892  (Dommyyyy)
Category General 2
Religion Christizn v
Caste/ Community LATIN CATHOLICS ¥
Admissien Quota ICAR v
physically challenged ® No O ves

Save | Reset Password

3
L] My Despatch 1 O Logout

* Admit No. Generation

* Admit Student

* Data Port
* Login Details Kerala University of Fisheries and Ocean Studies
* Student Admission List Panangadu, Kerala - 682 506

* View and Edit Students

Student Information Data Sheet

1 Year of Admission 2016
2 Programme MFSc.Fish Nutrition and Feed Technology
3 Name of School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY
4 Student Admission No AQB201621004
5 Student Name RAHUL CHANDRAN
6. Entrance Examination Details
Name of Examination Authority Reg.No Rank No Year
Kerala Entrance Kerala 12345 12345 2013

7 Personal Details

Sex Male Address for Communication

Date of Birth 121121992 Vinayaka house

Kannoor
Blood Group o+ Palakkad
Kerala >

Mobile No 9895632325 District Palakkad

Email ID rahul@gmail.com State Kerala

Category SEBC Country India

Religion Hindu Pin Code 682025

Caste Ezhava

Nationality India
8 Any Other Relevant Details, if any

¥/ DECLARATION
1 hereby undertake to produce the documents listed below, at the time of joining the class/on or before ...
objection to cancel my admission in case of failure on my part ta comply with the undertaking.

.. 1 agree to treat my admission as provisional till those documents are produced. further I have no

KERALA PROHIBITION OF RAGGING ACT 1997
Ragging is a cognizable offence in Kerala. The Kerala prohibition of Ragaing Act 1997 is pramulgated to prohibit ragging in educational institutions in the state or Kerala. According to this Act Ragging’ means display of
disorderly conduct, during any act which causes or is likely to cause physical or psychological harm or raise apprehension or fear of shame or embarrassment to a student in any educational institution and includes (a) teasing
or abusing of playing practical jokes or causing hurt to such students or (b) asking the student to do any act or perform something which such student will not in the ordinary course be willing to do. Ragging is a criminal
offence and is punishable under this Act. The Penalty and punishment for the persons directly or incirectly commits, participate in abets or propagating ragging within or outside any educational institution is elaborated in this
Act. Negligence on the part of the Head of the Institution in prohibiting ragging o neglect to take action in the man specified in the ordinance shall be punished as provided in the ACT.

UNDERTAKING AGAINST RAGGING
We have read Kerala Prohibition Act 1997 and the Reghavan Committee Report regarding the relevant instructions/regulations against ragging as well punishments and that if the ward has been found guilty he/she will be
proceeded against as per law. I assure that my son daughter will not indulge in ragging.

Details Submitted to School. Print DataSheet

e Admin can filter the students list with school, admission year and programme.
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For generating student initial user credential data list, click on Acc.Admission ->Student
Login List.

University *Suite

l Student Administration

2
# My Despatch 1

My Tapals 3 My Files

v heademicYexr Ve : Student Login Details(Click Here to Download)
Select School Select One M
* Admit Student Select Programme | Select One v
* Data Port Show | 10 ¥ | entries Search:
* Login Details Name: - Temp Ad - Admission No. DOB =
Y p—— AMALA PAUL 201600002 AQB201621001 12/12/1082
+ View and Edit Students Animon 201400002 201146 12/12/1890
anitha 201500001 20115 12/12/1990
ANOOP 201600004 AQB201621002 01/01/1992
Anshad 201500003 20117 12/12/1990
ANU SREE 201600010 AQB201622001 01/01/1992
Bashir 201400003 2011765 12/12/1990
DIYA 201600006 AQB201621005 12/12/1992
Jayakrishnan 201400001 201145 12/12/1990
1 LALY 201600012 BFS201601004 09/07/1997
Showing 1 to 10 of 20 entries o Previous Next p

My Tapals 5

My Files

Student Administration

Academic Year Year v
* Admit No. Generation Select School Select One
* Admit Student Select Level Select One v
* Data Port Select Stream Select One v
* Login Details Select Programme Select One L]
* Student Admission List Select Category Select One hd
* View and Edit Students Select Gender Select One v

Show [10 ¥ | entries

Print Report..(Click Here to Download)

Programme

1 AMALA PAUL 201600002 | AQB201621001 | 2016 ;fggémgfé}gﬁcuuuk& AND ggf;ﬁui::leuéTﬁm andFeed | 151121092 | maLE General Christian LATIN CATHOLICS

2 | animon 201400002 | 201146 2014 ST SISy || U Fish Nutrtion feed tech | 1/1/1990 | maLE sc Hindu Ezhava

3 aniths 201500001 20115 2015 gfg&cﬁmzfggﬁcuuuk& AND s Fish Nutrition 2015 12/12/1990 | FEMALE | General Christian Marthomite

4 ANCOP. 201600004 | AQB201621002 | 2016 ;lcg%é;sz&u‘?cuuung AND reFffv[r.mFl::le’uéTﬁm andFeed | g1j01/1002 | MaLE SEBC Hindu Ezhava

5 Anshzd 201500003 | 20117 2015 ;‘c;%é;sgfggfcuuuns AND | ese. Fish Nutrition 2015 12/12/1990 | MALE SEBC Idam Muslim

6 ANU SREE 201600010 | AQB201622001 | 2016 gfg&cﬁmzfggﬁcuuuk& D m;g‘a;:;‘g‘t"zgg'ﬁ"‘a' Health 01/01/1992 | FEMALE | SEBC Hindu Ezhava

7 gashir 201400003 2011765 2014 ;fg_&t&szf&uﬁcuuuk& AND ;"D'Ef‘ Fish Nutition feed tech | 12/1/1090 | maLe SEBC Islam Muglim

8 DIYA 201600006 | AQB201621005 | 2016 ;lc;%é;s;fg;fcuuuks AND g:f;ﬁ;‘:gv’vz“égg“” andFeed | 15013/1002 | FEMALE | General Christizn éﬁmgucs

9 Jayskrishnzn 201400001 201145 2014 gfgg&ggfggﬁcuuuke D gu'if‘ Fish Nutrition feed tech | 45/15/190p | MaLE SEBC Idam Muslim

10 | 201600012 | BFS201601004 | 2016 BFSC B.F.5C 2016 09/07/1997 | FEMALE | General Hindu Aamblavashikunp
Showing 1 to 10 of 20 entries 4 Previous Next

Drint Ranart (Click Hara tn Nawnlnadl -

Admin can generate academic year wise, school wise, programme wise, category wise,
gender wise etc., reports using this menu.
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Admission Number Generation

e After completing admission process of the year, then generate admission number for
students in each programme.

e Click on Acc.Admission ->Admit No. Generation
e Select academic year, school and programme.

em— ; Uner Uiversity Ackmin
University *Suite Logged on : 25-07-2016 14:2%:48 My Tapals 5 W ovyries 1 ] My Documents 4 [ My Despatch 1 [V} Logout
i
¥ IT Administrator
¥ Academic
¥ Academic Year [2015 v
e Select School  [SCHOOL OF AQUACULTURE AND BIOTEGHNOLOGY v
* Admit Student Select
— — MFSe Fish Nutrition and Feed Technology

ot Name 4| TempAdmissonNo. &  AdmissionNo, 4| Admission, School

* Student Admission List e

e 1 | aniha 201500001 20115 2015 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSc. Fish Nutrition 2015
2 | Aushad 201500003 20117 2015 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSe. Fish Nutrifion 2015
3 | manikurman 201500002 20118 2015 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSe. Fish Nutrition 2015

Generate admission Number

e Click on generate admission number link.
o [t will redirect to a page with the admission number generated for each students.

: - 3 User ; University Admin
University *Suite e e My Tapals 5 Woyries 8wy oocumens 4 [— O Logout
" .. .
i Student Administration
7 1T Administrator
Pl
T noc.Admission school Name - SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY
* Admit No. Generation Programme Name - MFSc. Fish Nutrition 2015
ST Show [10_ 7] entries Search
T SLNo Name 3 Admission No. ¥ Admission Year 3 School ¥ Programme 3
- 1 anitha AQB201521001 2015 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY WIFSC. Fish Nutrition 2015
* Login Detail
. 2 Anshad AQB201521002 2015 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY WIFSC. Fish Nutrition 2015
S 3 manikuttzn AQB201521003 2015 SCHOOL OF AQUACULTURE AND BIGTECHNOLOGY WIFSC. Fish Nutrition 2015
* View and Edit Students Showing 1 to 3 of 3 entries o Previous Next

| Print View || Confirm Admission Number |

e |t provides a print view and after verification click on Confirm admission number.

81



Student Semester Reqistration

For semester registration of each student first have to set the masters.
Click on Academic->Acc.Sem.Registration.

University *Suite

Semester Calender Dates T

Semester Calender

2016

MFSc. Fish Nutrition and Feed Technology 2016
MFSc Fish Nutrition and Fee|
I

01/06/2016

30/10/2016

01/06/2016

30/07/2016

08/08/2016

15/08/2016

30/08/2016

sult Publication Date 05/12/2016
Exam Result Published Date 15/01/2017
Save

Add semester calendar for every programme offered. Click on Academic->
Acc.Sem.Registration->Semester Calendar Dates.

Add Credit Load for each programme offered.
Click on Academic-> Acc.Sem.Registration->credit Load-Semester.

University *Suite

i oo semereToomerr comaeT e e S cgr st swienla e s vsen )
Credit Load [Oven ] [aven_]

Add Credit Load

Select Regulation Regulation 2011 ¥
s MFSc. Fish Nutrtion and Feed Technology

Make student eligible: Click on Academic-> Acc.Sem.Registration-> Make student
Eligible tab.

Select academic year, school, programme offered, collection time and check the student
name.
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DR B e Rt et Lt i ettt e =

] 7 0 User iUniversty Admis %
Umversny *Suite Lng’gmi’:::e:’szs-m-zrgllnsnams:m My Tapals 3 | MyFiles 1 a My Documents 4 ] My Despatch 1 (',\ Logout

o
()
-~ Credit Load- Semester|Semester Calender| Mark Attendance|Mark Student Eligible|Register Single Student|Register a student batch
% T Administrator

. Academic

* Acad. Master Entry Make Student E“g]b]e dnen | [aven |

* Acc. Sem. Registration

* cotcates
* Faculty List
* Fee Management Academic Year 2016 k2
Select School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY v
Select Programme MFSc.Fish Nutrition and Feed Technology ¥
Current Semester 1 v
Student Name(ID) |Attendance |[Fee Paid [Registered to Semester: 1
Select Student AQB201621005 - DIYA [Yes No [Yes
AQB201621004 - RAHUL CHANDRAN [Yes [Yes |Yes
Mark Eligible for semester 2 Yes ONo

Save

Mark eligible or not and then click save.

Student Semester Registration: Click on Academic-> Acc.Sem.Registration->
Register Single Student tab.

B = - r :Uni Admin &
University *Suite = 2016 08:45:: My Tapals 5 Woyries 8wy Documens 4 @ wy Despatch 1 O Logout

g‘- Credit Load- Semester|Semester Calender| Mark Attendance| Mark Student Eligible|Register Single Student|Register a student batch
#
Student Semester Registration Jter ] [ver ]

* hce.sem. Regsraton
* Certificates
* Faculty List Academic Year 2016 v
* Fee Management School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY v
Programme Offered MFSc. Fish Nutrition and Feed Technology 2016 *
Programme MFSc Fish Nutrition and Fee
Semester 1 v
Select Student Select One v
Select One

RAHUL CHANDRAN (AQB201621004)
DIYA (AQB201621005)

Select academic year, school, programme offered, collection time and choose the student
name.

Then click save.
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Fees Management

Setting up fees first has to manage fee components.
Click on Academic->Fee Management->Fee Components.

F— . User :University Admin ¥ 1
Umversﬁy *Suite Logged on : 26-07-2016 08:45:30 My Tapals 3 -] MyFiles 1 My Documents 4 ] My Despatch 1 0 Logout
)
"
T Administrator

Fee Structure Component T [

¥ Academic

* Acad. Master Entry

* Acc. Sem. Registration Fee Structure

* Certificates.
* Faculty List * Select Main [tem ~Select- M
* Fee Management * Select Sub Items ~Select- M
* Description
*Fee Type ~Select- v
*Fee Collecting Time Admission Time ' Semester Wise
* Collectmg Location University ' School
* Concession Yes UNo
*Refund Yes U No © Conditronal

Save

: : B User : Us ity Admir 73
Umversny *Suite Logped on - 26.072016 08:45:30 My Tapals 5 [ | MyFiles 1 a My Documents 4 ] My Despatch 1 (V) Logout

f.-[ Fee Components|Academic Fee Structure| Hostel Fees structure| Academic Fees Payments|Fees Payments Reciept|Hostel Fees Payments m
L
I iinisrtor

a— Fee Structure Components T (=)

* Acad. Master Entry

* Acc. Sem. Registration Fee Structure

* Certificates

* Faculty List Show |10 v |entres Search:

* Fee Management = Collection , oAl e A n n - A
Main Item 4| Location4 Concession § Refund § View s

Time

1 Admisston Fee Admission | Untversity No No @
2 Caution Deposite Admission | University No Yes IE]
3 Tution Fee Semester | University No No IE]
4 Library fee Semester | University No No @
5 Stationary Fee Semester | University No No IE]
6 Sports & Games Fee Semester | University No No IE]
7 Association Fez Semester | Unversity No No @
8 Magazine Fee Semester | University No No IE]
9 Union Fee Semester | University No No IE]
10 Computer Fee Semester | University No No @
Showing 1 to 10 of 12 entries 4 Previous Next b

Add fee amount for each fee component added in previous menu.
Click on Academic->Fee Management->Academic Fee Structure.

84



[Ty =e—pr——y &
My Tapals 5 | MyFiles 1 = My Documents 4 8y Despatch 1 O Logout

University *Suite Logged on : 26-07-2016 08:43:30

Foe Components|Academic Fes Structure Hostel Focs structure| Academic Fecs Payments| Foos Payments Recicpt | Hostel Foos Paymants |NO Dues ]

"

1T Administrator o o )
Semester/Admission Fees Administration [#aven (O]
* Acad. Master Entry
* Acc. Sem. Registration N B
Semester/Admission Fees Administration

* Certificates
* Faculty List
* Fee Management

* Academic year 2016

* Programme Offered MFSc. Aquatic Animal Health Management 2016 ¥

*Collection Time Semester Wise v

* Semester No 1

e
SutionayFee ]
Sports& GamesFee |
AssociationFee |
vagmeree ]
e
Compuerree ]

Save

Choose academic year, programme and collection time (admission or semester) and enter
the amount in respective field provided.
Like academic fee setting, set hostel fee structure and fees amount in Hostel Fee structure

tab.

User :Universty Admin 3 t
MyTapa\s5 | MyFles 1 aMy Documents * b My Despatch 1 O Logout

UﬂiVEl'Sity *Suite Logged o : 26-07-2016 08:45:30
M

,
|
3 [T Admisisirator

Hostel Fee Structure Dt taver |

Y heaemic
* Acad. Master Entry

* Acc, Sem. Registration Hostel Fee Structure

* Certificates
* Faculty List
* Fee Management Academic year 2016 Y
Programme Level PG Programmes '
Hoste! Fee 2000
Save
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Fee Payment:
e Click on Academic->Fee Management-> Fee Payments Receipts.

User :T

- . B ey K Thomas. 1
University *Suite Looged on - 17-10-2016 13:57:02 My Tapals. W vy ries = My Documents [ My Despatch © Logout

o (TS (VT S —— e p——— e r———
#

5 Programmer

5 Academic Fee Payment Receipts

* Acad. Master Entry

* Acc. Sem. Registration Admission Year 2016 i
* Certificates School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY v
* Faculty List Programme Offered MFSc Acquaculture 2016 v

Programme MFSc Acquaculture

* Fee Management

Collection Time Semester Wise *

Semester i [

Select Student Select One *

FEE STRUCTURE

Tution Fee 500

Library fee 8000

Stationary Fee 9000

Association Fee 400

Magazine Fee 500

Union Fee 600

Computer Fee 200

IfLate Feel Applicable

Late Feel 200

IfLate Fee2 Applicable

Late Fee2 500

Sports & Games Fee 300
[ siNo | Name of Student [ Amount | Receipt No. | Receipt Book No. | Payment Date [ Receipt |
| 1 | JAYAKRISHNAN P P | 19900 | 124 | 120 | 20/09/2016 | Print |

e Select academic year, school, programme offered, and collection time.
e Enter the receipt number and book number for each student and then save.

Certificate Management

e Click on Academic->Certificates.

e Select academic year, school, programme offered, type of certificate (Conduct,
Migration, Provisional, Transfer Certificate etc.) and choose the student name.

: . D r: 3
Umversﬂy *Suite - My Tapals [ ] My Files a My Documents ‘i My Despatch O Logout

Home Master Ad Fees Semester Registration  Attend Certificates  Nofifications

Student Certificates

1. Bonafide For Education Loan

2. Bus Coneession Certificate
3. Conduct Certificate ( List of Issued Certificates )
4. Course Completion

5. Course Fee Structure

6. Ph.D Entrolment Certificate
7. Semester Wise Fee Structure

8. Transfer Certificate
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My Files

le For Education Loan)

Academic Year ‘Year v
School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY v
Select Programme Select One M
Student Names —Select— ¥
Research Topic )
Research Guide
Purpose
4

Date of Application

Submit | Back

User :Shyama S
Logged on : 17-

My Files

Student Certificates

Academic Year Year v

School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY v
Select Programme Select One M
Category Select One v

Student Names —Select— ¥

Show |10 v | entries

Programme Name % | Certificate

1 AQB JAYAKRISHNANP P MFSc Acquaculture Course Fee Structure edu loan /09/2 001 Prnt
2 AQB JAYAKRISHNANP P MFSe Acquaculture Semester Wise Fee Structure edu 01/09/2016 001 Print
3 AQB JAYAKRISHNANP P MFSc Acquaculture Course Fee Structure exdtrt 01/09/2016 002 Prnt
4 AQB JAYAKRISHNANP P MFSc Acquaculture Semester Wise Fee Structure Educational Loan 02/09/2016 002 Prnt
5 AQB JAYAKRISHNAN P P MFSe Acquaculture Semester Wise Fee Structure Educational Loan 02/09/2016 003 Print
6 AQB JAYAKRISHNANP P MFSc Acquaculture Semester Wise Fee Structure Educational Loan 004 Prmt
7 AQB JAYAKRISHNANP P MFSc Acquaculture Semester Wise Fee Structure Educational Loan 005 Prnt
8 AQB JAYAKRISHNANP P MFSc Acquaculture Semester Wise Fee Structure Educational Loan 006 Prnt
9 AQB JAYAKRISHNANP P MFSc Acquaculture Semester Wise Fee Structure Educational Loan 007 Print
10 AQB JAYAKRISHNAN P P MFSc Acquaculture Semester Wise Fee Structure Educational Loan 008 Prnt
Showing 1 to 10 of 15 entries o Previous Next b

Back To Certificates
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Director’s Functionality:

Note: For Student Administration and other activities, Each Schools director’s login will
have Student admin link.

E E B User :Shyama S A
Umver51ty *Suite Lng;ed o 17-10-2016 134443 My Tapals [ ] My Files a My Documents ﬁ My Despatch O Logout

Home Master ~Admissions Fees Management —Semester Registration  Attendance Management  Certificates Notifications

4 ngB_Dir
4 General
4 Student Admin
* Student Admin

Dr.Shyama S (Director of School-SCHOOL OF AQUACULTURE AND
BIOTECHNOLOGY)

Panagad Pin:682506

Thiruvanathapuram

Phone:Nil

Mobile:9495350319

mailtoshyamag@yahoo.co.in

e Login provide for Principal of each school.

e Click on Master->School Profile. It displays details about the school. The logged
in person can update the school profile.
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KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES

SCHOOL OF AQUACULTURE AND BIOTECHNOLOG
Logged in as C Justin David 26-07-2016 1.

Home |EEGY Fees Semester Registration Logout
School Profile g

Add / Edit General Det:

* Mandatory Fields

1.Name of the School with address & Agency running the School

SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY

School Name *

Address1¥ | sdfdsf
Address 2
Address 3 |dfgfd

District ¥ | Emakulam

Il

Pincode 685565

Phone 1 |04842325323 with STD code)

Phone 2 |04842365236 with STD code)

Fax1 |56565656562

i

Fax2? |7554343344

2.Name of the principal with address,contact no & e-mail id (can be change through thier profile)
Dr € Justin David
KUFOS, Panangad
Panangad-682506
Ermakulm
Emakuiam

Mob:9633335816

3.Website & Email Id of the School
Emailip  |fof@edf.com

Admin Email ID Provided by University  |asad@gg.com .

Principal Email ID Provided by University  |faf@edf.com

b

Jukuk. com
Website
4.Exam Confidential Room Details
PhoneNo (32233333321 |(wkh STD code)
5.Head of the Institution Details (HOI)
DeaniAssociate Dean

6.0ther Details
Established Year | 1087

o

<=
@8
< <

Distance from University
Affiliation
NKNIP  |sdfsdd

o
8

Distance from Railway Station

&
H

The principal can view the admission list of each academic year.
Click on Admission->Admission List.
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FISHERIES AND

SCHOOL OF AQUACULTURE AND BIOTECHNOLOG!
Logged in as C Justin David 26-07- 2

Home Master Fees Semester Registration

Student Administration

Logout

Student Administration

Academic Year

i
<

Select School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY

Select Level

Select Stream

Select Programme [ select one -
Select Category

Select Gender

Print Report..(Click Here to Download

Search

Admission

Programme Category § | Religion #

1 AMALA PAUL 201600002 AQB201621001 | 2016 g%%lc;%ﬁ%u‘fcuuum AND ﬁgz;ﬂ;&:‘;z’f‘;” Sadiesd 12/12/1992 | MALE General Christian 3?":“0“5

2 Animon 201400002 201146 2014 gﬁg&;g&aﬂqﬁu\;\cunuke S M.F.Sc Fish Nutrition feed tech 2014 12/12/1990 | MALE sc Hindu Ezhava

3 anitha 201500001 20115 2015 S%‘g&;%f‘&“f”m‘“ S MFSc. Fish Nutrition 2015 12/12/1990 | FEMALE | General Christian | Marthorite

+ ANOOP 201600004 AQB201621002 | 2016 :ﬁ;‘g&b%f&u\f’:mm“ AND xgi;ﬂ;ﬂ;‘;tﬂ'{“ﬁ“” i sed 01/01/1992 | MALE SEBC Hindu Ethava

5 | anshad 201500003 20117 2015 L EX=6 MFSC. Fish Nutrition 2015 12/12/1990 | MALE SEBC Isam Musim

6 ANU SREE 201600010 AQB201622001 | 2016 g%‘g&;%f‘&“fcmm“ S m;:;gr‘;‘g‘t‘;ﬁ‘;g'“‘ Health 01/01/1992 | FEMALE | SEBC Hindu Ezhava

7 | Bashr 201400003 2011765 2014 L ALECTD M.F.SC Fish Nutrion feed tech 2014 | 12/12/1990 | MALE SEBC 1sam Musim

8 DIYA 201600006 AQB201621005 | 2016 ;%‘gg;%ﬁ%u\fcmm“ AND ﬁzz;ﬂg&:‘;z’f‘;” Sadieed 12/12/1992 | FEMALE | General Christian Egmglucs

9 Jayakrishnan 201400001 201145 2014 g%‘?&;%f‘&%unu“ S M.F.Sc Fish Nutrition feed tech 2014 12/12/1990 | MALE SEBC Ism Musim .

e Admin can generate academic year wise, school wise, programme wise, category
wise, gender wise etc., reports using this menu.

e For generating student initial user credential data list, click on Admission ->
Login Details.

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES

SCHOOL OF AQUACULTURE AND BIOTECHNOLOG
Logged in as C Justin David 26-07-2016 15:35:5:

Home Master Admissions Fees Management —Semester Registration

Student Administration

Attendance Management  Notifications  Logout

Acaderric Year
sehool SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY Student Login Details(Click Here to Download)
Select Programme |Se\ect One v

Show entries

Name Temp Admission No. Admission No.
1 AMALA PAUL 201600002 AQB201621001 12/12/1992
2 Animon 201400002 201146 12/12/1990
3 anitha 201500001 20115 12/12/1990
4 ANOOP 201600004 AQB201621002 01/01/1992
5 Anshad 201500003 20117 12/12/1990
6 ANU SREE 201600010 AQB201622001 01/01/1992
7 Bashir 201400003 2011765 12/12/1990
8 DIYA 201600006 AQB201621005 12/12/1992
9 Jayakrishnan 201400001 201145 12/12/1950
10 mankuttan 201500002 20118 12/12/1990

Showing 1 to 10 of 14 entries o Previous Next b

e Click on Admission->View and Edit Students .
90



KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES

SCHOOL OF AQUACULTURE AND BIOTECHNOLOG
Logged in as C Justin David 26-07-2016 15:35:5-

Home Master

Name

Admissions

Fees Management

Semester Registration

Student Administration

Attendance Management

Notifications  Logout

Student A st n
Academic Year
Select School | select one -
Select Programme | select one ~

Temp Admission

Admission

No. § T Admission Year § Programme

1 AMALA PAUL 201600002 AQB201621001 | 2016 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSc. Fish Nutrition and Feed Technology 2016 12/12/1992

2 Animon 201400002 201146 2014 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY M.F.5c Fish Nutrition feed tech 2014 12/12/1990 | MALE View Print.
3 anitha 201500001 20115 2015 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSc. Fish Nutrition 2015 12/12/1990 | FEMALE View Print.
4 ANOOP 201600004 AQB201621002 | 2016 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSc. Fish Nutrition and Feed Technology 2016 01/01/1992 | MALE View Print.
5 Anshad 201500003 20117 2015 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSc. Fish Nutrition 2015 13/12/1990 | MALE View Print.
6 ANU SREE 201600010 AQB201622001 | 2016 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSc. Aquatic Animal Health Management 2016 01/01/1992 | FEMALE View Print.
7 Bashir 201400003 2011765 2014 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY M.F.S¢ Fish Nutrition feed tech 2014 12/12/1990 | MALE View Print.
8 DIYA 201600006 AQB201621005 | 2016 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY MFSc. Fish Nutrition and Feed Technology 2016 12/12/1992 | FEMALE View Print.
9 201400001 201145 2014 SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY M.F.S¢ Fish Nutrition feed tech 2014 12/12/1990 | MALE View Print.
10 LALY 201600012 BFS201601004 | 2016 BFSC B.F.5C 2016 09/07/1997 | FEMALE View Print.
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It displays admitted students list and can update the basic details of each student like
personal details, manage photo, qualifying exam details, entrance exam details and
insurance details.

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES

SCHOOL OF AQUACULTURE AND BIOTECHNOLOG
Logged in as C Justin David 26-07-2016 15:35:5:

Home Master Admissions Fees Management Semester Registration  Attendance Management  Notifications Logout
SRR AN il e Gt it b Ui

Edit Student

Select School | SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY v

Select Programme | MFSc.Fish Nutrition and Feed Technology v

Gender ®iale OFemale

DOB 12/12/1992 ] (DDMMNYYY)

Relgin

o

Admission Quota ICAR v

Physically chalenged @no Oves

Save | Reset Password

Authorised person can print complete Proforma of student.

O
—



KERAILA UNIVERSITY OF FISHERIES AND OCEAN ST

SCHOOL OF AQUACULTURE AND BIOTECHNOLOG
Logged in as C Justin David 26-07-2016 15:35:5.

Home Master Admissions Fees Management —Semester Registration —Attendance Management  Notifications  Logout

Student Administration e R e e e e ]

ration Proforma

Kerala University of Fisheries and Ocean Studies

Panangadu, Kerala - 682 506

Student Information Data Sheet
1 Year of Admission 2016
2. Programme MFSc Fish Nutrition and Feed Technology
3 Name of School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY
4 Student Admission No AQB201621004
5 Student Name RAHUL CHANDRAN
6 Entrance Examination Details
Name of Examination Authority Reg.No Rank No Year
Kerala Entrance Kerala 12345 12345 2013
7 Personal Details w
Sex Male Address for Communication ~
Date of Birth 121211992 Vinayaka house
Kannoor
Blood Group o+ Palakkad
Kerala
Name of Parent/Guardian Chandran 632025
Relation with Parent/Guardian Father
Mobile No 9895632325 District Palakkad
Email ID rahul@gmeail.com State Kerala
Category SEBC Country India
Religion Hindu Pin Code 682025
Caste Ezhava
Nationality India |
8. Any Other Relevant Details, if any
DECLARATION
I hereby undertake to produce the documents listed below, at the time of joining the class/on or before Iagree to treat my admission as provisional till those documents are produced. further I have no objection to cancel my admission in
case of failure on my part te comply with the undertaking.
KERALA PROHIBITION OF RAGGING ACT 1997
Ragging is a cognizable offence in Kerala. The Kerala prohibition of Ragging Act 1997 is promulgated to prohibit ragging in educational institutions in the state or Kerala. According to this Act Ragging' means display of disorderly conduct, during any act which
causes or is likely to cause physical or psychological harm or raise apprehension or fear of shame or embarrassment to a student in any educational institution and includes (a) teasing or abusing of playing practical jokes or causing hurt to such students or
(b) asking the student to do any act or perform something which such student will not in the ordinary course be willing to do. Ragging is a criminal offence and is punishable under this Act. The Penalty and punishment for the persons directly or indirectly
commits, participate in abets or propagating ragging within or outside any educational institution is elaborated in this Act. Negligence on the part of the Head of the Institution in prohibiting ragging or neglect to take action in the man specified in the
ordinance shall be punished as provided in the ACT.
UNDERTAKING AGAINST RAGGING
We have read Kerala Prohibition Act 1997 and the Reghavan Committee Repart regarding the relevant instructions/regulations against ragging as well punishments and that f the ward has been found quilty he/she will be proceeded against as per law, I
assure that my son daughter will not indulge in ragging. v

Details Submitted to School.| Print DataSheet
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STUDENT LOGIN

Open the Mozilla Firefox web browser.

On clicking University*Suite Bookmarked link, University*Suite will
be opened in the screen.

For working in University*Suite you must have a User Name

and password.

Enter your username, password and type the characters you see in

the picture (Captcha).

Press the Enter key or click the “Login” button.

After successful login, Blue Band Menus will be visible as follows.

m Kerala University of . % - / y
QJ,’ Fisheries and Obce"an"s‘tg(l""ies W : W

D Type Temp Admission Num| v LLLULLELLLRLT L] WLLLLLL
Student D ‘ S ’ﬁ\ @
Password

Date of Birth Day v|[Month v||Year v
Type the characters you see in the picture l:l

Designed and Developed by
. % National Informatics Centre, Kerala State Centre.

Best viewed in Mozilla Firefox web browser. Also enable Java Script in your web browser

Figure 1: Student portal
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Home Screen:

ged in as RAHUL
CHANDRAN

016

Home FProfile  ChangePassword  Academic Forms  Fees  Attendance  Logout

RAHUL CHANDRAN

RAHUL CHANDRAN (MFSc.Fish Nutrition and Feed Technology-SCHOOL OF
AQUACULTURE AND BIOTECHNOLOGY)

Vinayaka house

Kannoor

Mobile:9895632325

rahul@gmail.com

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES s

26-07-2016 15:52:40

Home Change Password ~ Academic Forms ~ Fees  Attendance  Logout

General Details

Personal Details

ENOEap llcome RAHUL CHANDRAN

| exvore commton e |
-._ RAHUL CHANDRAN (MFsc.Fish Nutrition and Feed Technology-SCHOOL OF
AQUACULTURE AND BIOTECHNOLOGY)

i Vinayaka house
Kannoor

Mobile: 0805632325
rahul@gmail.com

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES s

26-07-2016 15:52:40

Home  Profile  Change Password  Academic Forms  [iaes Attendance  Logout

RAHUL CHANDRAN

RAHUL CHANDRAN (MFSc.Fish Nutrition and Feed Technology-SCHOOL OF
AQUACULTURE AND BIOTECHNOLOGY)

Vinayaka house

Kannoor

Mobile:9895632325

rahul@gmail.com
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Login provide for student at the time of admission with a username (Temp.
Admission Number) and temporary password.

Student can change the initial password in Change Password menu.

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES R

26.07-201615:52:40

Home  Profile EMENCNGETWGN  AcademicForms — Fees  Attendance  Logout

Change Password

01d Passowrd Password strength requirements

New Passowrd * mmmum § characters maximum 20

Confirm Passowrd * at least one number

* at least one letter .at least one capital letter

Change Password * at least one symbol

Profile->General Details contains Data provided at the time of admission by the
student.

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES et s T

26-07-2016 15:52:40

Name : RAHUL CHANDRAN

Student ID 201600001

Admission Year © 2016

Course : MFSc Fish Nutrition and Feed Technology

Admission Number : AQB201621004

College Name : SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY
Gender : Male

Category o158

Date Of Birth o 12121992
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Profile->Personal Details: student can view their basic details and communication
details except the data provided at the time of admission.

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES s

26.07-2016 15:52

Home  Profile  Change Password  Academic Forms — Fees  Aftendance  Logout

Add / Edit Personal Student Data

Student Name |RAHUL CHANDRAN

Gender MALE

T —
Blood Group
Name of Pareat or Guardian

ip |Father

Personal Details

|

Category SEBC
Religion Hindu Caste Ezhava

Indian

Maritial status | single
Mother Tongue [Malayalam

Grant Type | Not Applicable

) Hovse Nome ot mse |
e —

©) Street / District |Palakkad
d) Pin 682025
State Kerala

District  Palakkad

<

Address for Communication

Country | India
Mob:
e-mail Id: |rahul@gmail.com

Account Holder Name Rahul Chandran

Account Number 123456789

Bank Details

Bank Name |SBI

Bank Branch |EKM

N T —

Save

Profile->Photograph: student can view their photo using this menu.

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES G

26-07-2016 15:52

Home  Profile  Change Password  Academic Forms  Fees  Attendance  Logout

Student Add photo

Student Name|RAHUL CHANDRAN

Add/Change Photo

" Photo requirements - - Maximam Size 30K, Image Dimension - 150W X 200H, Image Type PG,
Applicant Background color : White

L\
o

Upload your image | Browse... | No file selected. Upload

96



e Profile-> Entrance Examination Details: Student can view their entrance examination
details under this menu

Logged in as RAHUL

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES CHANDRAN

26-07-2016 15:52:40

Home  FProfile  Change Password  AcademicForms — Fees  Attendance  Logout

Add / Edit Entrance Student Data

Student Name |RAHUL CHANDRAN

Name Of E: inati Kerala Entrance
Reg Yo
Admission Quota|—5eledt Quote— <]

Save

Entrance Examination Details (As Applicable)

e Profile-> Qualifying examination Details: Student can view their Qualifying examination
Details under this menu

Logged in as RAHUL

KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES CHANDRAN

26-07-2016 15:52:40

Home  FProfile  Change Password  AcademicForms — Fees  Aftendance  Logout

Add / Edit Qualifying Examination Data

Student Name |RAHUL CHANDRAN

Name of Qualifying Examination |BFSc
Reg No 12345

Year|2013

Division/Grade A

‘Qualifying examination Details

&
<

Board/University

Save

e Profile-> Medical Insurance Details: Student can view their Medical Insurance Details
under this menu

Logged in as RAHUL

@ KERALA UNIVERSITY OF FISHERIES AND OCEAN STUDIES CHANDRAN

26-07-2016 15:52:40

Home  FProfile  Change Password  AcademicForms — Fees  Aftendance  Logout

Student Medical Insurance

Student Name |RAHUL CHANDRAN
Admission Number | AQB201621004

Course [MFSc.Fish Nutrition and Feed Technology |

Gender MALE
Date OF Birth
Blood Group
Name of Father

Address for Communication |Vinayaka

details of Disablity(@fany) il |

NameofNomincefate |
i ip |Mother

Nominee Address Vinayaka (H) ,Kannoor,
652046

Nominee Details

Save
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e Profile-> Data Sheet: Student view their complete data provided in a data sheet format
and it is printable.

Logged in as RAHUL

CHANDRAN
2 40
Home  Profile Change Password ~ Academic Forms ~ Fees  Attendance Logout
~
Kerala University of Fisheries and Ocean Stu
Panangadu, Kerala - 682 506
Student Information Data Sheet
1. Year of Admission 2016
2. Programme MFSc Fish Nutrition and Feed Technology
3 Name of School SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY
4. Student Admission No AQB201621004 o [
¥ ™ ’ ’
5 Student Name RAHUL CHANDRAN i g w u i
6 Entrance Examination Details
Name of Examination Authority Reg.No Rank No Vear
Kerala Entrance Kerala 12345 12345 2013
T. Personal Details o
Sex Male Address for Communication ~
Date of Birth 12/1211992 Vinayaka house
Kannoor
Blood Group o+ Palakkad
Kerala
Name of Parent/Guardian Chandran 682025
Relation with Parent/Guardian Father
Mobile No 9895632325 District Palakkad
Email ID rahul@gmail.com State Kerala
Category SEBC Country India
Religion Hindu Pin Code 652025
Caste Ezhava
Nationality India |
3 Any Other Relevant Details, if any
DECLARATION
I hereby undertake to produce the documents listed below, at the time of joining the lass/on or before .. ... Tagree to treat my admission as provisional tll those documents are produced. further I have no objection to cancel my admission in
case of failure on my part to comply with the undertaking.
KERALA PROHIBITION OF RAGGING ACT 1997
Ragging is a cognizable offence in Kerala. The Kerala prohibition of Ragging Act 1997 is promulgated to prohibit ragging in educational institutions in the state or Kerala. According to this Act Ragging’ means display of disorderly conduct, during any act which
causes or is likely to cause physical or psychological harm or raise apprehension or fear of shame or embarrassment to a student in any educational institution and includes (a) teasing or abusing of playing practical jokes or causing hurt to such students or
(b) asking the student to do any act or perform something which such student will not in the ordinary course be willing to do. Ragging is a criminal offence and is punishable under this Act. The Penalty and punishment for the persons directly or indirectly
commits, participate in abets or propagating ragging within or outside any educational institution is elaborated in this Act. Negligence on the part of the Head of the Institution in prohibiting ragging or neglect to take action in the man specified in the
ordinance shall be punished as provided in the ACT.
UNDERTAKING AGAINST RAGGING
We have read Kerala Prohibition Act 197 and the Reghavan Committee Report regarding the relevant instructions/ regulations against ragging as well punishments and that if the ward has been found guilty he/she will be proceeded against as per law. I
assure that my son daughter wil not indulge in ragging. v

Details Submitted to School.| Print DataSheet
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e Fees-> Fees Details: student can view the fee details and paid or not paid status in each
semester.

Logged in as RAHUL
CHANDRAN

Home  FProfile  Change Password  AcademicForms — Fees  Aftendance  Logout

Fee Payment Notifications

Name * RAHUL CHANDRAN
Admission Number © AQB201621004
Course - MFSc Fish Nutrition and Feed Technology
College Name - SCHOOL OF AQUACULTURE AND BIOTECHNOLOGY
Current Semester 1
Semester registration Opening Date :2016-06-01
Semester registration Closing Date 2016-07-30
Semester registration Closing Date with Fine  2016-08-08
Semester| v
$1 No. Item Amount
1 Tution Fee 6000
2 Library fee 600
3 Stationary Fec 500
4 Sports & Games Fee 2000
5 Association Fee 1200
6 Magazine Fee 200
7 Union Fee 540
8 Computer Fee 420
9 Hostel Fee
Total 11460
Payment Pending
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