
 

3. STUDENT ADMISSION AND SUPPORT 

 

ADMISSION MODULE 

 

PRE-ADMISSION PROCESS IN SALESFORCE: 

1. Creation of Lead in Sales Force  

2. Lead Nurturing & Follow up in SF 

3. Conversion of Lead to Provisional Admission in SF 

4. Generation of Money Receipt & Provisional Admission Letter through SF 

5. Reporting  

6. Full Fees update in SF 

7. Final Admission  

8. Cancelation 

 

Step -1: Creation of Lead in Salesforce  

 

 



 

Description: While creating a lead we need to capture every details of the students including 

personal and academic details. 

 

 

 

Step-2: Lead Nurturing & Follow up  

 

 

 

 

Description: While following up we need to capture their interest and comments and next follow 

up dates. We also need to give maximum information about the program and university which will 

help them in taking a decision.  

 

 

 

 

 

 

 

 



 

Step-3: Conversion of Lead to Provisional Admission in SF 

 

 

 

 

Description: Once the student details captured into the portal, one reference number will be created 

and reference task will be assigned automatically for payment confirmation to accounts authorities 

and once the payment is approved by accounts the provisional admission id will be created and the 

provisional admission letter and money receipt can be downloaded. 

 

 

 

 

 

 

 

 

 

 

 



Step -4 : Generation of Money Receipt and Provisional Admission Letter  

 

 

 

 

 

 

Description: Post approval from the accounts we can generate the money receipt and send it to the 

student. 



Step-5: Reporting 

 

Description: In this step we need to verify all the documents of a student for his eligibility criteria 

for his desire course. If the student fulfills all the criteria then we mark him reported in Salesforce. 

 

Step -6 : Full Fee Updates 

 

Description: After reporting the student needs to pay the applicable fees to complete his admission. 

The payment can be captured in this window and money receipt can be generated post payment 

confirmation. 



Step -7: Final Admission. 

  

 

Description: The student details will be migrated to our inhouse ERP for creation of his University 

ID and complete his final admission. 

 

Step-8 Cancelation 

 

 



 

 

 

 

 

 

 

 

 



Admission Selection Test- CUEE (Centurion University Entrance Exam) 

 

 

 



ADMISSION PROCESS IN ERP: 

 

 Go to Pre-admission module 

 Select Academic year and search 

 

 

 

 And then search student by his/her name and click on select 

 

 



 First do the Data Scrutinity & Verification-->Fill students all the personal information 

 Then do the Document Verification & Temporary Batch Allocation 

 Correctly do the fee assign 

 

 After doing the final seat allocation,Students Registration Number will generate 

 

         ERP LOGIN 

 

 Go to CUTM web site i.e:- www.cutm.ac.in 

 Then go for MIS Login Portal 

 For 1
st
 time login:- Click on forgot password option. 

http://www.cutm.ac.in/


 Enter Username i.e your Registration number  and Captcha given right side. 

 By default School name will appear in drop down.If not choose your school and click on 

Submit. 

 

 ERP Username and Password will now sent to your Registered Mail ID/College Mail ID. 

Now open it and get your ERP Password. 

 Whenever you will forget your password, Everytime you have to follow this process. 

 

MOBILE APPLICATION LOGIN 

 

 Link for download the App :- 

https://play.google.com/store/apps/details?id=com.icloudems 

 Give your registrtaion number, Password and one token number will be asked, which can be 

get from your login screen when you will direct go through web. 

 

 



SUBJECT REGISTRTAION 

 

 Go to College Info-->Registration-->Course Registrtaion as shown below. 

 

 

 Then below screen will come where details of class for which you are applying subjects will 

be shown.  

 Subjects taken in previous semester will be shown at left side. 

 Credit count, Basket detail also showing in that screen. 

 After successful registration click on Finalise Registration. Remember, once you click on 

this you will not be able to change(Add/Remove) subjects. 

 If you wrongly click on that then talk to your CBCS coordinator for help. 

(Subject registration screen) 

 



      COURSES 

 

 Here student can check faculty allotment for registered subjects. 

 Session plans and contents uploaded by faculty also can be checked by students. 

 

 

 

ATTENDANCE 

 Day Wise, Course Wise and Overall Attendance can be can be check here. 

 

 

 

 

 



TIME TABLE 

 

 Go to Time Table 

 You will find the uploaded time table for those subjects you have registered. 

 

 

 

ASSIGNMENTS 

 

 Assignments given by faculties will be show in View Assignment Status screen. 

 

 



PERFORMANCES 

 

 In Performance screen student can check the Internal marks awarded by respective faculties. 

 

 

 After filling the Academic year, Class and Exam name click on submit. 

 Now you will able to check the mark details. 

 

ONLINE TEST 

 Go to My Test 

 In the screen Test name, Duration and Subjct for which test will be conducted, all details 

will be shown. 

 If the date is opened for test the status will be Give test otherwies it will show Not 

Available. 

 See the screen below. 

 



 After click on Give Test exam window will come and after reading the instructions you can 

tick for proceed and stat exam. 

 

 

 Then question will be shown and Remaining time will be showing on right corner of screen. 

 



 Click any one of the answer and click next. By this you will be able to move to the next 

question. 

 By using clear option, selected answer tick option will be removed.And that question will 

be treated as not attemped/Visited Question 

 Attempted questions will be colored as Blue whereas only Viewed/Visited questions 

colored as Yellow. 

 

 

 You can go to previous question by clicking on Previous option. 

 After Successful completion of test click on End Test. 

 If specific time given for exam will be over, then the test will be automatically submitted. 

 Result can be viewed by clicking on View Results. 

 

 

 

 

 



ACADEMIC CONTENTS 

 

 Click on Academic Contents. 

 Here students can able to rate the contents and Session plan prepared by faculties. 

 

 

 Click on Rate Session plan and Rate the diffent stars accordingly. 

 

 

 Comments can be filled and click on submit for each day session plan. 

 Students can rate the contents here, by following the same process. 

 

 

 

 



PROCTOR 

 Go to Proctor module. 

 Here in your screen your mentor/mentors name will be appear with Photo,Mail ID,Mobile 

number,Department & Designation. 

 

 You can contact him/her by sending message here in message option. 

 Following screen will come where you can type your message and send. 

 

LIBRARY 

 Under Library module-> MY BOOK link students can check details of book issued  



REPORT CARD 

 

 Go to My Report card 

 Select the semester/class then Click on View. 

 

 

 

GRIEVANCE COMPLAINT 

 Go to Grievance Complaint 

 Select Category and subject, describe your query and you can also attach file for reference. 

 Click on Submit 

 Complains raised by you will be showing under My Complaints with all details like 

complain date, status of query, subject etc.. 



SURVEY/FEEDBACK 

 

 Go to Survey Feedback 

 Details of Survey will be showing and if suvey is open in status it will show for Proceed. 

 After or Before the activation of survey the status will show not availbale. 

 

 

 After proceed following screen will come. 

 Read the instruction (Tick mark on the box), Then start. 

 

 

 



 Online suvey screen is given below. 

 Same as online test ,Time allotted for survey, Total question will show in that screen. 

 Click on save and next to attempt next question. 

 Marked option can be remove by choosing Clear selection. 

 At the end of the survey click on Save and End 

 

 

 

 

 

 

                        Registrar, CUTM 

                     
 

 


