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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. 
 

 
 

 

 

Figure1: 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. 
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• Enter the Mail ID 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. 

 

 
 

 

Figure 2: Tapal Entry 
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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). 

 

 
 

Figure 4: Scanned File Attachment 



5 
 

 

 
 

 

 

 

Figure 5: Accepting/transferring Tapal from Tapal clerk 
 

 

 

Figure 6: Tapal to File 
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• 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 displayed in his “My Tapals” as follows: 

 

Figure 8: Accepting/Rejecting a transferred Tapal 
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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”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure9: Tapal converted to File 

 

•Then click “Save Me”. Now the tapal is converted to a file 
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• Click on “My Files”. 

Figure10 : My Files 

• Click the eye icon in the left of file number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure10: 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.
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Figure11: Writing File note 

 

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

Figure12: Document generation For File 

 

Creating Documents in a file 

i. By “Create Document” link option 

• Click on “My files”
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• 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 

 
 

 

Figure12: Create File Document 
 

• Click “Save” button. A window is displayed as follows. 
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Figure13: 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) 

 
Figure14: 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 . 



13 
 

 

 
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 “My files” and select the file number for clubbing. 

•Click the “Clubbing” button. 

 

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. 

 

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 “My files” and select the file number. 

• Click the “Attachments” button. 
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File Forwarding 

Figure 17: File Attachment 

•Click on “My files” 

•Click on the file number that you want to forward. 
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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. 

 

 
 

 Check on the document and add content comment if any 

 Click on save 

 

 
 

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”. 

 

 
 
 

 
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. 

 

 

 

 
Figure 20: Adding Send List 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. 
 

 

 
 

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. 

 
 

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”. 
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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”. 

 

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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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). 

 
 

 
 

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. 

 

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. 

 
 

 

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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Figure 26: New Bundle Creation 
 

 
 
 

 
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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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. 

 
 

 

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: 
 

 

 
 

 

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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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. 
 

 
 

 

 

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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 Click on “New item” 

 Choose  either  Single or Bulk 

 This tab is used for adding new Assets. 

 

 
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. 

 

 
Single asset register 
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Bulk asset entry 

 

 

 

 
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.) 

 

 

 

 
Add category 

 



34 
 

 

• 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. 

 

 
 

 
List items in a particular category 
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NEWS 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. 
 

 
 

 

 

Figure 1:University portal 
 

 
 
 

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

• Click “News Manager”.  

 



36 
 

 
• 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)  
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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. 
 

 
 

 

 

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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• 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. 
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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. 
 

 

 

Figure1: 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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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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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. 
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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. 

 

 

 

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 text area which is named as Details. 

 

 

 

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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Figure 7: ID 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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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. 

 

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. 
 

 

 

 
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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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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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. 

 

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. 
 

 

 

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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 
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• 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: I Tax,LIC,SWF,GPF etc) 

for the corresponding employee.The deduction items list will be displayed 

below. 
 

 
 

 

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. 
 

 

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 

• In the 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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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. 

 
 
 

Figure 18: Leave Entry 
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• Click on Leave entry tab 

• This tab 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 From and 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. 
 

 
 

 

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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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. 

• By default all employees are ticked for processing. 

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

• Click on Submit button. 
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Figure 21: Bill Encashment Entry 
 

 

• Click on Bill encashment tab 

• This tab 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 saving the encashment date. 

 
 
 
 
 

Figure 22: Bill Transfer 



57 
 

 
 
 

• 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 
 

 
 
 
 
 

 
 

Figure 23: Abstract Bill 
 

 
 
 
 
 

 
 

Figure 24: Pay bill 
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    Figure 25: Pay slip 
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EVENT 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. 
 

 
 

 

 

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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• 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. 
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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. 
 

 
 

 

 

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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• 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. 

 
       Inbox  

 Add subject for the message. 

 User can specify the type of message as general or official message. 

 Add the message in the editor area and if there is any attachment choose the document. 

 Check the employees whom you want to send message. 

 Click send. 

  
     Compose message 
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For send SMS to employees, 

 Click on “SMS Manager” 

 Choose the office from the dropdown 

 

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

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

message. 

 Then click Save 

 
 

 SMS will be sent to that particular employee and an alert will popup that the message 

sent successfully or not. 

 If 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 

 

 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. 
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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. 
 

 
 

 

 

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 

 

 

 



67 
 

 

 Problem reporting page will appear on screen. 

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

provided. 

 Click on Save. 

 

 

 
 

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

 Click  on “Reply to complaints”.  

 The problems that reported by the user will be listed on the screen. 

 The authorised person can reply to the problem with a solution. 
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 Solved problems can be view on the “view solved” link appear on the page. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



69 
 

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. 
 

 
 

 

 

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 .xls format. 
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• Choose IN time or OUT time excel sheet. 

 

 
 

 Browse the excel sheet and click on Save button. 

 The data in the excel sheet will save into a temporary table and click on View button 

for verifying records. 

 Once the verification succeeded then clicks on Upload To Main button. 

 A message will appear on top of the page. 

 For getting attendance late report, click on Employee attendance report. 

 

 



71 
 

 Choose the year and month then click on submit 

 The attendance late list with the selected month will displays on the page. 

 Print report link will print the list as in pdf format. 
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EMPLOYEE  LEAVE 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. 
 

 
 

 

 

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. 

 

 
 

 Click on Holiday Entry for adding holidays. 
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 Click on Leave Reporting officer entry and map the employee with their reporting 

officer. 

 
  

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

leave or Submit leave. 

 

 
 

 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. 
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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. 
 

 
 

 

 

Figure 1:University portal 

 

 In the academic section, first have to set the academic master data. 

 Click on Academic->Acad.Master Entry from left menu. 

 

 

 

 Click on Programmes tab and Add programmes. 
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 Click on Programme offered tab and Add Programme offered for every year. 
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Student Administration: 
 Click on Acc.Admission -> Admit student for admit a new student into a programme. 

 

 

 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. 

 
 

 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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 Authorised person can print complete Proforma of student. 

 

 

                       

 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. 

 

 
 

 For generating student report, click on Acc.Admission ->Student Admission List. 

 

 
 

 Admin can generate academic year wise, school wise, programme wise, category wise, 

gender wise etc., reports using this menu. 

 

 

 



81 
 

Admission Number Generation 
 

 After completing admission process of the year, then generate admission number for 

students in each programme. 

 Click on Acc.Admission ->Admit No. Generation 

 Select academic year, school and programme. 

 

 
 

 Click on generate admission number link. 

 It will redirect to a page with the admission number generated for each students. 

 

 
 

 It provides a print view and after verification click on Confirm admission number. 
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Student Semester Registration 
 

 For semester registration of each student first have to set the masters. 

 Click on Academic->Acc.Sem.Registration. 

 

 

 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. 

 

 

 

 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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 Mark eligible or not and then click save. 

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

Register Single Student tab. 

 

 
 

 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. 

 

 
 

 

 Add fee amount for each fee component added in previous menu.  

 Click on Academic->Fee Management->Academic Fee Structure. 
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 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. 
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Fee Payment: 

 Click on Academic->Fee Management-> Fee Payments Receipts. 

 

 

 Select academic year, school, programme offered, and collection time. 

 Enter the receipt number and book number for each student and then save. 

 

 

Certificate Management 

 
 Click on Academic->Certificates. 

 Select academic year, school, programme offered, type of certificate (Conduct, 

Migration, Provisional, Transfer Certificate etc.) and choose the student name. 
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Director’s Functionality: 

 

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

have Student admin link. 

 

 
 

 

 Login provide for Principal of each school. 

 Click on Master->School Profile. It displays details about the school. The logged 

in person can update the school profile. 
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 The principal can view the admission list of each academic year. 

 Click on Admission->Admission List. 
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 Admin can generate academic year wise, school wise, programme wise, category 

wise, gender wise etc., reports using this menu. 

 For generating student initial user credential data list, click on Admission -> 

 Login Details. 

 

 
 

 

 

 Click on Admission->View and Edit Students . 
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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. 

 

 
 

 

 

 

 Authorised person can print complete Proforma of student. 

 



92 
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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. 
 

 
 

 

 

Figure 1: Student portal 
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Home Screen: 
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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. 

 

 
 

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

student. 
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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. 

 

 

 
           

 Profile->Photograph: student can view their photo using this menu. 
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 Profile-> Entrance Examination Details: Student can view their entrance examination 

details under this menu 

 

 
 

 Profile-> Qualifying examination Details: Student can view their Qualifying examination 

Details under this menu 

 

 
 

 Profile-> Medical Insurance Details: Student can view their Medical Insurance Details 

under this menu 
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 Profile-> Data Sheet: Student view their complete data provided in a data sheet format 

and it is printable. 
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 Fees-> Fees Details: student can view the fee details and paid or not paid status in each 

semester. 

 

 
 

 

 

 

 

 

 

 


