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2 Login 
 
The user logs into the system using the login ID and password given to them by the system 
administrator 
 

 
 
On successful login, the application menu is displayed. Only those menu items will be displayed as 
allowed by the privileges allowed for the user. 
 

2.1 Menu for Admin User 
 

 

2.2 Menu for Regular User 
 

 

  



 

 

3 System Administration Functions 
 

3.1 User & Roles 
 
The User & Roles menu contains user and roles information. Each of the menu items is explained in 
detail in the following sections. 
 

 
 
 

3.1.1 Role List 
 
Clicking on Roles it will show the role list and it will show what privileges are given for each role.  
 

 
 

3.1.2 Role Entry 
 

Click on ADD to add a new role, EDIT of the specific role to change details. You can choose 
privileges for the role 
 

 



 

 

3.2 Users 
 

3.2.1 Users - List 
 
Clicking on user you will find the list of Users data who all are present  
 

 
 

3.2.2 Users - Entry 
 
Click on ADD to add a new user, EDIT of the specific user to change details 
 

 
 

3.2.3 Users - Roles 
 
Each user can be given one or more roles in the system. The privileges given to that user will be sum 
total of all privileges of all roles assigned to them. 
  



 

 

3.3 Campus and Colleges 
 
The Campuses, and the Colleges in them are set up from the back end and not visible in any of the 
main UI screens. They are displayed as part of the UI when specific transactions are done, for 
example import of students or tagging of answer booklets or in some reports. 
 

3.4 Courses 
 
The Courses menu contains all items to view the Programmes, Branches ,Batches, Specialization, 
Syllabus, Subject, Syllabus Structure information for the whole university 
 

 

 
Each of the above menu items is explained in detail in the following sections. 
 
The Program, branch and specialization information is added to the system using the User Interface. 
However, the subject, syllabus and their structure are mostly imported from the ERP and the following 
interfaces are more for validation and use in transactions. They are never edited from here, since that 
will make it go out of sync with the ERP and then future imports will not identify the correct record. 
 

3.4.1 Program 
 
Clicking on Program it will show the list of Programs which are there in the University with their 
duration and grade type. 
 

 
  



 

 

Programmes can be added using the ADD button or edited using the EDIT button on the specified 
programme.  
 

 
 

3.4.2 Branch 
 
When we click on Branches and choose the program it will give all the branches for a specific 
program. 
 

 
  



 

 

3.4.3 Batch 
 
Click on Batch and choose the program it will give the list of batches present for a specific program. 
 

 
 

3.4.4 Specialization 
 
Click on Specialization and choose the program it will show all the specializations relate to that 
program. 
 

 
 
 
  



 

 

3.4.5 Syllabus 
 
Click on Syllabus and choose the year it will show all the syllabus related to that year. 
 

 
 
 

3.4.6 Subject 
 
Click on Subject it will show all the subjects which are there in the University. 
 

 
 
 

  



 

 

3.4.7 Syllabus Structure 
 
Click on Syllabus Structure and choose the program and batch year it will show all the subjects in the 
syllabus which have the Subject Name and Subject Code and the total credits for that subject and it 
will show the subjectType(Practical,Project,Theory,Workshop). 
 
 

 
  



 

 

4 Data Import Functions 
 
These set of functions import data from the ERP system into EMS to avoid repeated data entries in 
both systems 
 

4.1 Import Data 
 
When we click on Import Data and choose any one of the Import Type and import the Excel related to 
the import type and click on import it will take all the data from excel and store the data in  the 
database in the specific importype table.   
 

 
 

 
 
 
 

4.1.1 Subjects 
  
This imports a complete syllabus for a programme batch combination. For example it can be BTECH-
2020 Batch. The excel sheet contains the program name, batch year, subject code, subject name, 
total credits, the different components in the subject (like Theory, Practical, Project, Workshop)  and 
split of credits between the different components. This step is essential to create the batch for the 
programme and the syllabus structure for that batch. The imported data can be verified in the Batch / 
Syllabus Screens         
 

  



 

 

4.1.2 Students 
 
Once the batch is created, the students can be imported for the batch. Multiple campuses in the 
system are represented as colleges for that programme. While importing students the correct college 
should be selected to ensure that future transactional data is attached to the correct college. 
 

 
 

 
 

  



 

 

4.1.3 Subject Registration 
 
This imports the registration of the students to subjects semester wise. 
 

4.1.4 First Internal Marks 
 
This imports the first internal marks for the students in their subjects. 
 

4.1.5 Second Internal Marks 
 
This imports the first second marks for the students in their subjects. 
 

4.1.6 Exam Schedule 
 
This imports the schedule for theory exams at the end of the semester. There are also EOD exams 
which are conducted for students with arrears in subjects. This data can be verified using Exam 
Schedule Screen. 
 

4.1.7 Exam Registration 
 
This imports the registrations of students for the above exams. The registrations for practical and 
project components are also linked to the theory exams. In cases where a subject has no theory 
component and hence is not in the above schedule, the system creates separate exams without date 
to link the registrations. This data can be verified using Exam Registration Screen. 
 

4.1.8 Exam Attendance and Malpractice 
 
This imports the attendance and malpractice incidents if any in the theory exams. Based on the 
information imported, multiple answer booklet packets are auto created in the system. These are later 
received using Answer Booklet Screen. 
 

4.1.9 Grades, Grade points, Marks 
 
This is provided to import already calculated grades from previous semesters before this system was 
brought into production 
 

4.1.10 Import GPA 
 
This is provided for the purpose of printing certificates for earlier students whose grade calculations 
are already done. 
 

  



 

 

4.2 Import Photos 
 
When we want to upload the student photos:- 
 

2. Click on Import & Export  
3. Click on Import Student Photo. 
4. Choose the file to upload. 
5. Click on Import. 

 

 

  



 

 

5 Transactional Data Entry 
 

5.1 Examination 
 

          The Examination menu contains Examination Configuration, Examination Subjects, Exam Subject 
Registration, Answer Booklet, Examination Attendance. 
 

 
 
Each of the above menu items is explained in detail in the following sections. 
 

5.1.1 Examination Configuration 
 
Click on Examination Configuration it will show what all exams are there for the batches. 
 

 
 
Clicking on Subject Exam will show what all subject exams are there for a particular exam, which is 
the following section. 
 
 
 
 

  



 

 

5.1.2 Examination Subjects 
 
Click on Examination Subjects and start entering the examination name. A list of exams will show up 
in the drop down which conform to the typed in letters. (NOTE: This is how exam is selected in all 
forms in the application) 
 

 
 
Choose any one and click on view exams it will give what all subject exams are there for a particular 
Exam. 
 

 
 

  



 

 

5.1.3 Exam Subject Registration 
 
This lists the registered student for the particular Subject Exam for the selected exam + subject 
combination. 
 
Choose an exam like above and start entering the subject name or code in the next box. A list of 
subjects will show up in the drop down which conform to the typed in letters (NOTE: This is how 
subject exam is selected in all forms in the application) 
 

 
 
Choose the correct subject and click on View to get the registrations. 
 

 
 

  



 

 

5.1.4 Answer Booklet 
 
This lists the answer packets received from the different colleges for the selected exam + subject 
combination 
 

 
 
 
Clicking on View of a specific packet displays the details. The user can click the correct status to 
indicate whether the packet was received or not. 
 

 
 

  



 

 

5.1.5 Examination Attendance 
 
This lists the exam attendance for the selected exam + subject combination 
 

 
 

  



 

 

5.2 Evaluation 
 
This menu contains all the features required for barcoding of papers before sending to evaluators and 
entry of marks after they are received back from evaluators. 
 

 
 
 

5.2.1 Packet Tagging 
 
This lists the registration numbers with barcodes for the date + selected exam + subject + registration 
number combination. This will save the barcodes for each answer booklet of the students. 
 

 
 

5.2.2 Theory Marks Entry and Verification 
 

 
 
Marks are entered twice by two different users and compared. In case of any discrepancy in entering 
a third verification round is done and correct marks are entered only for mismatched entries. This is 
done for both theory and practical / project marks 
  



 

 

This is the verification screen for theory marks 
 

 
 

5.2.3 Other Marks Entry and Verification 
 
A similar procedure is followed for practical / project marks. The difference is that college has to 
selected for these. 
 

 
 
Other marks Verification Screen 
 

 
 

  



 

 

5.2.4 Grace Marks 
 

 
 

5.2.5 Student Grace Marks 
 

 
 
 

  



 

 

5.3 Result 
 

 
 
 

5.3.1 Grade Set Definition 
 

 

5.3.2 Compute Subject Exam Grades 
 
This will compute the grades for the all the students for that exam + subject 
 

 
 

  



 

 

5.3.3 Compute SGPA and CGPA 
 
This will calculate the SGPA and CGPA for the particular program + batch year + semester 
 

 

5.3.4 Compute Single Student SGPA and CGPA 
 
It will calculate the SGPA and CGPA of a particular student with there registration number. 
 

 
 

5.3.5 Compute Subject Relative Grades 
 

 



 

 

6 Reports and Certificates 
 

6.1 Certificates 
 

 
 
 

6.1.1 Certificate Template 
 
This menu is not operational. 
 

6.1.2 Batch Certificate 
 
This menu is not operational. 
 

6.1.3 Grade Sheet, Certificates 
 
These take the student’s Registration number and display the complete grade sheet / Certificate 
which can then be downloaded in PDF format and printed. 
 

 
 
 
 

 
 

  



 

 

6.2 Reports 
 

 
 
 

6.2.1 Syllabus Report 
 

 
  



 

 

6.2.2 Student List (Current Semester) 
 

 
 

6.2.3 Student List 
 

 
 
 

  



 

 

6.2.4 Individual Student (Personal & Course) 
 

 
 

6.2.5 Student Subject Registration 
 

 
 

6.2.6 Multiple reports with Exam Name as input 
 

Exam Schedule, Exam wise Subject Info, Packet Received Status and Attendance Exam wise, Foil, 

Mark Entry, Mark Entry Mismatch - All these reports take the Exam name as input and give the 
relevant information. 
 

 
 

  



 

 

6.2.7 Tagging, Mark Foil Reports 
 

 
 
These reports take the exam name and subject and give the details for one packet of the subject 
exam. 
 

6.2.8 Exam Subject Registration Report 
 

 
 

6.2.9 Exam Attendance and MP Report 
 

 
 

  



 

 

6.3 Result Reports 
 

 
 
 

6.3.1 Conducting Board Evaluation 
 

 
 

6.3.2 No Internal Marks 
 

 
 

  



 

 

6.3.3 Consolidated Mark Report 
 

 
 

6.3.4 View Grades Exam Wise 
 

 
 

6.3.5 All Grade Sheets 
 
These take the student’s Registration number and display the complete grade sheet which can then 
be downloaded in PDF format and printed. 
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1. CUTM EXAMINATIONS 

 

CUTM offers various courses in Certificate, Diploma, UG, PG and PhD level. The 

programs offered may vary from time to time. For latest offered programs please visit 

www.cutm.ac.in and for course curriculum/ content please visit courseware.cutm.ac.in 

In order to assess the knowledge and academic progress of students, the patterns of 

examination followed by CUTM are continuous internal examination and external (end-

semester) examinations. The assessment is conducted for the following types of 

subjects being offered by different programmes: 

 Theory 

 Practice 

 Project 

 Theory + Practice 

 Theory + Project 

 Theory + Practice + Project 

 Practice + Project 

 Workshop / seminar / internship 

http://www.cutm.ac.in/
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Weightage for Internal and External Examination 

 

Subject Type Component wise weightage in Percentage 

ITH ETH IPR EPR IPRO EPRO 

Theory 40 60     

Theory+Practice (BOTH) 40 60 50 50   

Theory+Project (TP) 40 60   50 50 

Thoery+Practice+Project 

(TPP) 

40 60 50 50 50 50 

Workshop   100    

Practice   50 50   

Project     50 50 

*ITH- Internal Theory                                          *IPR- Internal Practice                      

*IPRO- Internal Project 

*ETH-External Theory                                        *EPR- External Practice                     

*EPRO-External Project 

The minimum component wise weightage required to pass in a subject is Theory (40%) and 

Practice (50), Project (50%), Workshop (50%)   

If a subject is a combination of components, a student has to secure the minimum pass 

percentage as a weighted average of all the  components. 

In each component (theory / practice / project / workshop) up to 2 credits full mark is 50 and 

above 2 credit it is 100 marks from 2020-21 academic session onwards. 

Pass Criteria: In Theory component a student has to secure minimum 40% and In Practice, 

Project & Workshop type paper a student has to secure minimum 50% marks 

 At the end of each semester, the provisional semester grade sheets are available to the 

students in ERP. 

 At the end of the programme, final consolidated grade-sheet shall be made available to 

those students who will be fulfilling the eligibility criteria.  
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1.1 Internal Examinations 

 

The internal mark secured by a student for the subject remains fixed. There is no provision 

for students to reappear internal examinations and change the score during the duration of 

the program. Therefore, students should not miss internal examinations. However, for 

exceptional cases, students may opt to re-register the course in subsequent semesters or 

take 100%-mark option in external components after completion of the duration of the 

program. 

 

a. Internal for Theory Components: 

 

The courses having theory components will have ONLY TWO internal examinations w.e.f. 

2020-21 academic year. The Internal assessments will have 40% weightage. Two Internal 

assessments will be conducted each with 15% weightage as per the university academic 

timetable. One will be online examination of multiple choice questions and another will be a 

presentation. Both these examinations will be conducted and evaluated centrally by the QA 

cell. The topics for the presentation will be from the syllabus and will be given one week in 

advance to students by the teaching faculty. The external assessor who will be assessing 

the presentations will be responsible for the marks. A rubric to assess presentations will be 

provided. Each student will be given 5 minutes for presentation and 5 minutes for questions 

by the external assessor. The overall marks obtained will be average of both internals.  

 

The subjects where Theory component is upto 2 credits the internal marks will be 7.5 marks 

in each internal and above 2 credits the internal marks is 15 marks in each internal test. 

Assignment and attendance will also be part of the assessment with 10% weightage. The 

details are indicated in the table below: 
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SL No Internal Examinations  Overall Weightage  

1 Internal-I : Online Mode   

30 % 2 Internal-II : Presentation  

3 Assignments and Attendance  

 Assignment (Overall weightage 5%)  

 Attendance (Overall weightage 5%)  
 90% and above = 5  
 85% - 89% = 4  
 80% - 84% = 3  
 75% - 79% = 2  

 

 

 

10 % 

 Total 40 % 

 

Note: The evaluation pattern and external internal weightage for B.Arch will be as per Council of 

Architecture (COA), B.Pharm and D.Pharm as per PCI norms, B.Sc (Hons) Agriculture and M.Sc 

(Ag) shall be as per ICAR regulations. Similarly, the assessment framework for RUDM & MBA 

(ABM) is as per the approved assessment policy for these two programmes. 

 

Internal I: Online Examination: The evaluation will follow MCQ pattern. 

Internal II: Presentations  
 
The broad guideline to evaluate the presentations may be as under: 

A Content  03 points  

B Delivery  03 points  

C Organization  03 points  

D Creativity  03 points  

E Length of the Presentation  03 points  

 Total Score  15 points  

 

b. Evaluation of Practice/ Laboratory Components 

 

The evaluation of the practice component will be carried out 50% by concerned faculty 

and 50% by the external examiner to be assigned by the QA cell. Rubrics for conduct of 

internals and externals are as under:  
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Internals & External 

A Concept  05 

B Planning and Execution / Practical Simulation/ Programming  10 

C Result and Interpretation  10 

D Assignment/ Record/ Report  10 

E Student Conduct  05 

F Viva  10 

 Total  50 

 

c. Evaluation of Project Component 

 

The evaluation of the project component will be completed 50% by concerned faculty 

and 50% by the external examiner to be assigned by the QA cell. Following guideline 

may be referred during evaluation of internal and external components:  

Internal 

A  Understanding the relevance, scope and dimension of the 
project  

05  

B  Relation to literature/ application  05  

C  Methodology  10  

D  Quality of Analysis and Results  10  

E  Interpretations and Conclusions  10  

F  Report  10  

 Total        50  

 

External 

A  Understanding the relevance, scope and dimension of the 
project  

10  

B  Report  20  

C  Defence  20  

 Total         50           

 

However, there will be three presentations in case of DOMAIN PROJECTS. The 

presentations will have external evaluators to be appointed by the QA cell in consultation 

with the Deans. The subject teacher and external evaluator will be responsible to 

evaluate for 50% of the score each. The final project mark will be an AVERAGE of the 3 

presentations.  
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d. Evaluation of Internship  

The evaluation of the internship will be completed 50% by concerned faculty and 50% by 

the industry guide. Following guideline may be referred during evaluation of internal and 

external components:  

Internal 

A  Daily Diary & Log Report 10  

B  Weekly Report 20  

C  Presentation & Viva 20  

 Total        50  

 

External 

A  Assessment by Organization / Company  50 

 

e. Evaluation of Workshop Component 

 

The evaluation of the workshop component will be completed 100% by concerned faculty 

and may be conducted as per the following guideline:  

 

A  Field work & Report 50  

B  Presentation & Viva 50  

 Total        100  
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1.2 End Semester Examinations 

The semester examinations shall be conducted by the University both in terms of paper 

setting and evaluation as per the Academic Calendar. There shall be an examination 

window of 4-5-week duration at the end of each semester to conduct end semester 

examinations.  

a. Question Paper 

 Question paper pattern and break-up of marks are attached as Annexure - I.  

 Question Paper Setter: A panel of question paper setters to be prepared and approved 

by the Academic Council. The names in the panel as well as the name of the actual 

question paper setter are confidential and to be kept in a separate file by Director (E& 

QA). However, Director (E&QA) has the complete authority to choose a QP setter to 

make QP available in time. 

 There should be a balanced mix of internal and external faculties as question paper 

setter. Eligibility criteria for question paper setter are in Annexure – II. 

 

b. Eligibility to Appear for Examinations 

 Subject-wise registration to appear at examinations: All Students of the University 

need to register for each of the subjects they are required to study before 

commencement of a semester. They may consult with the department HOD or Dean to 

guide them in this process.  

 Minimum attendance requirement for appearing for examinations in all programmes is 

75%. However, such minimum eligibility will be calculated for each subject and NOT as 

aggregate. Students will be allowed to appear final examinations subject wise depending 

on the fulfilment of the minimum attendance criteria. Attendance will include class work, 

practice work, project work (including internships) in both online/ physical modes. The 

same attendance rules will be applicable for appearing internal examinations.  

 Condoning of the minimum attendance either due to medical or any other reasons as 

allowed by the Deans remains limited to a maximum of 10% and should be exceptional.  

 Attendance requirement to appear Examination on Demand: Students who are 

debarred from attending the main semester examinations due to shortage of attendance 

will be allowed to appear for Examination on Demand provided they have 50% or more 
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attendance in the subject. Students having below 50% attendance will be either allowed 

to drop the course (if it is not core) or will be asked to re-register for the course again 

and attend classes. The attendance rule will apply in case of re-registration and as such 

will be treated as a new registration. 

 A candidate shall be allowed in a semester examination only after he/ she is issued an 

Admit Card for the relevant examination by the college. 

 Students who have been found to indulge in malpractice at examination will be awarded 

‘M’ grade in that subject. The university may take any additional disciplinary action at its 

discretion. Such candidates will be allowed to appear only in subsequent examinations 

based on the decision of the University.  

 A student who is absent in any subject(s) for which he/she has registered will be 

awarded ‘S’ grade. He/she is permitted to appear in those subjects in subsequent EODs. 

 

c. Conduct of Examinations 

The End-Term Examination shall be conducted by the QA cell at the end of each semester 

as per window indicated in the Academic Calendar. The examination will be conducted 

according to the scheme and curriculum prescribed for the respective course. QA cell shall 

do the following for conduct of the examinations: 

 Prepare and announce examination schedule based on the registration data. 

 Appoint competent authority, officials, staff, etc. for the conduct of examination in the 

respective campuses.  

 Issue appropriate instructions to have a flawless, unbiased and systematic conduct of 

examination while at the same time minimizing the scope of use of unfair means, 

misconduct, etc.  

 Preparation, printing, packing and dispatching question papers to constituent campuses. 

 Such other acts required to be performed for the conduct of examination.   

 Refer Annexure-III, IV & V for conduct of examination, role of examination conducting 

authority and instructions to candidates respectively.  

 

 

 

 



 

 

SOP for Student Assessment                            11 

d. Evaluation 

For Evaluating the Answer Books, the following systems or any combination thereof may be 

opted for, as decided by the competent authority from time to time:  

 Centralized Evaluation: To be done at QA cell under the supervision of Evaluation 

Coordinator.  

 Delegated Evaluation: The Answer Books to be issued to the teachers or persons 

engaged by the competent authority for the purpose of evaluation. The Evaluated 

Answer Books along with the marks are to be handed over within a stipulated time to the 

competent authority.  

 Any other system as decided by the University from time to time.  

 

2. GRADING SYSTEM 

CUTM follows “Absolute” grading system / Grade point or marks scheme applicable for 

different programs. 

Under absolute grading system, a Ten Point grading system on base of 10 shall be 

followed in CUTM. 

Categorization of these grades and their correlation shall be as under: 

Qualification  Grade   Score on 100 Percentage Points   Point 

Outstanding   ‘O’   90 and above up to 100    10 

Excellent   ‘E’   80 and above but less than 90   9 

Very Good   ‘A’   70 and above but less than 80   8 

Good    ‘B’   60 and above but less than 70   7 

Fair    ‘C’   50 and above but less than 60   6 

Pass    ‘D’   40 and above but less than 50   5 

Failed    ‘F’   Below 40      2 

Malpractice  ‘M’   -----     0 

Absent   ‘S’   -----     0 

N.B. Grade C shall be considered as average, Grade D shall be pass Grade for theory 

and Grade C shall be Pass Grade for Practical/ Project/ Workshop mode paper.  
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BSc(AG), MSc(AG) and BSc (Fishery Science) will follow ICAR norms and BPharm 

and DPharm will follow the PCI norms for grading / assessment respectively. 

The GPA for the mixed courses (T-P-P mode) will be a weighted average of the 

individual marks obtained in a component weighted by the credit of the component. So 

the GPA is calculated as = (Wt*marks of theory + Wp*marks of practice + Wpr*marks of 

project)/ (Wt+Wp+Wpr). Here W stands for credit weight. All components will be 

individually evaluated for 100 marks.  

 

Details of Theory + Practice + Project (Wt*100+Wp*100+Wpr*100), where W stands for 

the credit weight of the component: 

 Theory Practice Project 

 Internal External Internal External Internal External 

Marks for basic 
Assessment  

40 60 50 50 50 50 

Total for basic 
Assessment  

Wt*100 
 

Wp*100 
 

Wpr*100 
 

% to be considered 
for Award of Grade  

Weighted Grade Point  
 

  

 

 All marks obtained are out of hundred  

 For instance, a 3-1-1 course will have three times weight for theory marks, 1 weight 
each for practice and project.  

 

Example: Following example may be referred to have further clarity: 
Course Title  Code  Type of Course  T-P-PJ  

Building of Cloud Infrastructure  DECT0901  Theory+ Practice+ 
Project  

1-2-2  
 

 

If a student secures 87 marks in theory, 89 marks in practice and 92 marks in project out 

of 100 including internal and external, then the award of grade will be as per following 

method: 

A B C D E F G H I J K L M N 

Theory 
Mark 
(100)  

Wt  Wt* 
Theory  

Practic
al 
Mark 
(100)  

W
p  

Wp* 
Practi
cal  

Proje
ct 
Mark 
(100)  

W
pr  

Wpr* 
Project  

Wt*Theory+ 
Wp*Practical
+Wpr*Project 
(C+F+I)  

Total 
credit 
(B+E
+H) 

Wt*Theory+ 
Wp*Practical+
Wpr*Project 
/Credit (J / K) 

Round 
up 
total  

Grade  

87 1 87 89 2 178 92 2 184 449 5 89.8 90 O  
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A student’s level of competence shall be categorized by a GRADE POINT AVERAGE to 

be specified as: 

SGPA / GPA - Semester grade point average / Grade Point Average 

CGPA / OGPA - Cumulative grade point average / Overall Grade Point Average 

Definition of Terms 

 POINT / Grade Point - Integer equivalent each letter grade (a) / Grade Point 

Awarded. 

 CREDIT - Integer signifying the relative emphasis of individual course item(s) in a 

semester as indicated by the Course structure and syllabus (b).  

 CREDIT POINT = (b) x (a) for each course item.  

 CREDIT INDEX = ∑CREDIT POINT of course items in a Semester. 

 

SEMESTER GRADE POINT AVERAGE / GRADE POINT AVERAGE (SGPA / GPA) 

SGPA / GPA = CREDIT INDEX / ∑CREDITS for a Semester 

CUMULATIVE GRADE POINT AVERAGE / OVERALL GRADE POINT AVERAGE 

(CGPA) 

CGPA / OGPA = CREDIT INDEX of all previous Semester(s) / 

CREDITS of all Previous Semester(s)  

 

Percentage of marks will be CGPA x 10 or OGPA x 10 
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1. CONDUCT OF SEMESTER EXAMINATION 

Preparation of the Room 

Administrative staff will set up the venue for examination and are responsible for the 

general tidiness of the room as per the direction of the Centre Superintendent. Exam-

cells are responsible to ensure availability of following in Examination halls: 

➢ Answer books 

➢ Attendance / Signature sheets  

➢ Graph paper, if relevant 

➢ Important Venue Information (Centre Superintendent, Examination Office telephone 

number) 

➢ Books of statistical tables (if relevant) 

The Invigilator is responsible for ensuring conditions appropriate before the examination 

begins and should take up any concerns on arrival in the room with either on-site 

pottering staff or the examinations office. 

The Administrative Departments to be informed of the rooms being used for examination 

purposes well in advance by the Examination Office for ensuring that no maintenance 

work takes place which may cause disturbance to candidates during the examination 

period. 

Requirements/ Guidelines for Examination Hall 

➢ Roll list of the students permitted to appear at an examination will be sent along 

with examination material.  

➢   Only the listed students with University Registration Card as their Identity and 

Admit Card will be allowed to appear for the examination. 

➢   Depending on the room size, the number of candidates per room will be decided 

by the respective colleges ensuring that there is no scope for cheating/ copying.  

➢  Seating arrangements will be made according to the seating plan generated 

through ERP.  
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➢  The registration number of eligible students must be pasted/ indicated on the 

respective allotted desk in the examination hall.  

➢  For every 20 students, there will be an invigilator, who must be a registered 

teacher of the University.  

➢   All the Invigilators must remain in the examination hall for the entire period of the 

examination. Further, the invigilators are advised to move around in the hall. 

➢   In case of temporary absence, each College may have 10% reliever invigilators.  

 

Seating Arrangements 

Only one student will be allowed to sit in one bench. There should be minimum one-

meter gap between each student. A room generally used for a class of 60 students to 

accommodate only 20 students during examination. The roll number of students should 

be written as per the attendance sheet for the examination on each bench. There should 

be adequate space between benches and the benches and chairs should be cleaned 

every day. The rooms should be kept locked and only opened 15 minutes before 

commencement of the examination. 

 

A consolidated room-wise seating arrangement will be displayed at prominent places of 

the college for guiding examinees to respective rooms. 

 

Gate Checking 

A special team to be earmarked to carry out gate checking. Special emphasis to be 

given that following items are not carried by the students: 

Cell phones 

Programmable calculator 

Any other printed material/ hand written material except Registration Card, I-Card, Admit 

Card, Calculator and writing/ drawing materials. 

Reporting for Invigilation Duty 

Senior Invigilators are required to report to the Examinations Office 30 minutes prior to 

the start of the examination to collect the following: 
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➢ Question paper in sealed envelope with special instructions if any 

➢ Charts or tables if required 

➢ Attendance sheet 

➢ Seating plan (if relevant) 

➢ Temporary Absence Forms  

Admitting the Candidates  

The Invigilator shall authorize the admittance of the candidates to the examination room 

ten minutes before the published start time depending on the size of the venue. 

Invigilator shall announce the rules and conduct of the examination. Invigilators should 

then ensure that only authorized materials which the candidates have brought for use in 

the examination are permitted. Any unauthorized items should be removed from the 

candidate. The Invigilator shall draw the candidates’ attention to the official clock being 

used in the examination room and make arrangements for any candidates who cannot 

see the clock. 

Starting the Examination 

The Invigilator should start the examination at the mentioned time. If there has been a 

delay in starting the examination, the corresponding amount of time should be added on 

to the mentioned finishing time. 

Candidates Arriving Late 

No candidate may enter the examination room more than 15 minutes after the 

examination has begun. A candidate who arrives late (but within 15 minutes) will not be 

allowed extra time at the end of the examination to account for their late arrival. 

Supervision 

Invigilators should position himself / herself, so as to ensure a clear view of all the 

candidates. All Invigilators are expected to remain in the hall for the entire duration of the 

examination. Occasionally an Invigilator may leave the room for which reliever 

invigilators should be deployed. These absences must be kept to a minimum and at no 

time the examination room be left without an invigilator.  
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ID Checks 

Students must be able to confirm their identity by presenting University Registration No. 

card and Admit card. As students enter the room, they should be reminded of the need 

to place these documents on the desk for checking. However, in exceptional cases, a 

student who does not have an appropriate document should be instructed to report to 

the exam office, obtain a signed slip and present it to invigilators on their return 

(CUTM/EXAM/EX-001). The slip is valid for one exam only and must be taken from the 

student. 

 

Confirming Attendance 

Attendance to be taken by the invigilator 30 minutes after the start of the examination 

➢ Each page of the signature sheet (generated from ERP) contains names 

and Registration numbers of 20 students.  

➢ The invigilators are required to take attendance of the students after 

checking the University Registration Card and the admit card of the students.  

➢ The invigilator must mark the Absentee student with “ABSENT” (in Capital 

letters in red ink) against his/ her name.  

➢ The counts of students present and students absent in each sheet should 

be recorded and signed by invigilator (s) on the attendance sheet.  

Suspected Irregularity or Misconduct  

If an Invigilator suspects a candidate of misconduct he or she must inform the 

supervisor. The directive of Centre Superintendent will be final in this case. A written 

report should be prepared by the invigilator and submitted to the examinations cell after 

the examination (CUTM/EXAM/EX-004). The Invigilator shall confiscate any illicit 

material which appears to be in the possession of the candidate and annotate the script. 

The decision of Centre Superintendent for continuation of such candidate is final.  

Problems with Question Papers 

Where candidates raise points requiring clarification which cannot be dealt with in the 

examination room, the Invigilator should immediately notify the examination cell who will 

endeavor to obtain and convey the necessary information. Invigilators should not advise 

on meaning or interpretation of questions. 
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Additional Paper 

No additional sheet will be provided. Only under exceptional condition a candidate be 

allowed to take one more additional Answer-book with the concurrence of the Center 

Superintendent and the same is required to be endorsed in his / her attendance sheet. 

Leaving Early 

Without the special permission of the invigilator no candidate may leave the examination 

room until one hour of the examination period has elapsed, nor leave their desk during 

the last 15 minutes of any examination for purposed other than completion of the paper. 

In the case of one hour examinations, candidates must not leave the room until allowed 

by the invigilator (CUTM/EXAM/EX-003). 

 
Toilet Arrangements 

Toilets should be cleaned and only opened 10 minutes before the commencement of 

examinations. Toilets should be checked after each toilet break for written material which 

may benefit a student using the toilets during the examination.  

Drinking water 

Drinking water should be available in each room. An attendant may be deployed to 

ensure that drinking water is available during the examinations to all examinees. 

Medical Facilities 

Medical facilities to be arranged by the college administration to avoid any mishap during 

the examination. 

Ending the Examination 

The Invigilator shall announce the time when there is 1 hour remaining and again 15 

minutes before the end of the examination. The examination should end at the said time 

unless extra time has been added due to a delay in starting or exceptional 

circumstances. The Invigilator shall tell candidates to remain seated and be silent until 

all scripts have been collected. 
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Collection of Completed Scripts – Before Students Leave the Hall 

It is very important that all answer books are collected before students leave the hall. In 

no circumstances students be allowed to take answer books or paper from the 

examination room. Students may keep question papers unless otherwise specified in the 

special instructions. Graphs if used will be attached with the answer book with the tag 

provided. When all answer papers are collected, the Invigilator should count the answer 

books and ensure they tally with the number of students appeared in the examination. 

Handing over the answer-scripts to examination cell 

Invigilators should hand over the following to the examination cell after completion of the 

exam:  

➢ Answer books subject-wise arranged in the attendance sheet serial order 

➢ Attendance sheet 

➢ Spare copies of the question paper (if any) 

➢ Any other material related to examination 

➢ Collection, Packing and Forwarding of Answer Sheets 

The Centre Superintendent to oversee and ensure that the Answer books are matched 

with the signature sheet and packed and sealed immediately after the examination. The 

attendance sheets should also be packed separately and duly sealed.  

The attendance statement (for each individual subjects) duly countersigned should be 

submitted in a separate packet at the time of dispatch of answer scripts (mandatory) ` 
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2. ROLE OF EXAMINATION CONDUCTING AUTHORITIES 

 
A. Centre Superintendent 

➢ The Centre Superintendent is responsible to maintain high standard of confidentiality 

and discipline at the Examination Centers and for the smooth conduct of the 

examination. 

➢ The Answer Booklets and the Question Papers should be kept under lock and key in 

the safe custody of the Center Superintendent, until they are distributed to the 

candidates at the examination hall.  

➢ All packets of Question Papers should be opened only 30 minutes before the 

commencement of the Examination time in presence of Center Superintendent. 

➢ The Center Superintendent may allow a candidate to appear at any examination 

without his name figuring in the attendance sheet after taking an undertaking from 

the concerned candidate. 

➢ The Center Superintendent should ensure that proper gate checking is being 

practiced during commencement of each sitting. 

➢ In the event of any shortage of question papers, suitable arrangements may be 

made for preparing the number of copies additionally required and the fact shall be 

reported to the Director, E&QA immediately. When this is done, proper care should 

be taken to avoid malpractice of any kind.  

➢ The Centre Superintendent should visit each and every hall during the conduct of the 

examination to see that invigilators are vigilant and conducting the examination 

smoothly. 

➢ In case of any malpractice case, Centre Superintendent should ensure that 

documentation be prepared as per the guidelines given in the examination 

handbook. 

➢ Necessary security arrangements should be made at the Exam Centre.   

➢ Should ensure that Answer books collection and dispatch are to be as per guide 

lines given below.  

a. After the answer books after collected should be carefully arranged 

according to subject and examination wise. 
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b. The answer books should be bundled and properly sealed in the 

presence of the Center Superintendent and should be dispatched the 

same day to QA unless otherwise instructed. 

 

B. External Observer 

➢ As per requirement one senior faculty member / reputed person will be nominated by 

the Director (E&QA), CUTM to observe, conduct of semester examinations.  

➢ The external observer so appointed by the University shall report to the examination 

cell of the college where examination centre is located, one day prior to 

commencement of examination, to ensure that all arrangements for the conduct of 

examinations are adequate. 

➢ He/ She shall give a written report to the Director (E&QA) on security of question 

papers and answer-books. 

➢ He/ She shall also inform Director (E&QA) that the students are not resorting to 

unfair means/practices. In case of any incidence, he/ she shall immediately report 

the case to the Dy. Director (E&QA) along with his/ her report. He/ She shall not 

leave the examination center during the examination period.  

➢ He/ She shall give a written report after the examination cycle is complete / his/her 

engagement as external supervisor is over. The report will be handed over to the in-

charge examination cell of the college in a sealed envelope for dispatch to Director, 

E&QA, CUTM. 

 

C. Invigilators 

➢ Examination duty is compulsory. In case of emergency, alternative arrangement to 

be made.  

➢ Invigilators must report at the examination section half an hour before the 

commencement of examination to receive the examination related materials. 

➢ Invigilators must enter the examination hall 15 minutes before the scheduled time of 

examination. 

➢ Invigilators are required to implement the code of conduct for students during 

examination.  

➢ The Invigilators must ensure that no candidate shall carry any type of unauthorized 

material to the examination hall.  
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➢ Invigilators are required to check that the students have occupied their respective 

seats according to seating plan. 

➢ No Candidates must be permitted in the examination hall without admit card. The 

answer script should be handed over to the candidate who possesses proper admit 

card only.  

➢ Invigilators should distribute the answer books to the students 10 minutes before the 

examination and ask them to fill all the details in the answer book.  

➢ After properly verifying the student’s signature, student’s registration number, 

subject, date etc. on the front cover page of the main answer booklet, the invigilator 

has to put his/her signature in the space provided there. 

➢ Invigilators should distribute the question paper to the students 5 minutes before the 

examination.  

➢ The Invigilator should be VIGILANT throughout the Examination period. She/he is 

required to move in the examination hall to prevent indiscipline / copying.  

➢ Invigilators or any other faculty members should not help any candidate in explaining 

the questions or giving any hints. 

➢ The invigilators are required to take attendance of the students after checking the 

admit card. 

➢ The invigilator must mark the absentee student with “ABSENT” (in Capital Letters) 

against his/her name. 

➢ The counts of student present and student absent in each signature sheet should be 

recorded and signed by invigilator(s). 

➢ No student should be allowed to go with question paper to toilet. No more than one 

student should be allowed to leave for toilet at any time. One can go to toilet at best 

twice during a sitting of examination.  

➢ No student should be allowed to enter the examination hall after 15 minutes of 

commencement of examination. No student should be allowed to leave the hall 

before one hour. A student leaving after one hour must submit his/her question paper 

and answer book to the invigilator.  

➢ Invigilators must prevent unfair means adopted by students, if any, and are required 

to report cases to the Centre Superintendent separately without any discrimination. 

➢ It is the primary duty of the Invigilator to ensure the fair conduct of Examinations.  

Noncompliance shall attract disciplinary action.  

➢ The Invigilator should announce the time at each hour and at the last half an hour.   
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➢ No Candidate should be permitted to write anything on the Answer Script after the 

completion of the Examination time.  

➢ After the completion of examination, the invigilators must arrange the answer books 

serially according to the registration numbers supplied in the signature sheet and 

submit them to the examination section along with the signature sheet, remaining 

question papers, stationary items and details of MP cases. 
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3. INSTRUCTIONS TO CANDIDATES 

1. Any wrong entries will disqualify the Answer Book. 

2. This answer book contains 36 (Thirty-Six) pages. Extra answer books/ sheets will not 

be issued. 

3. Candidates shall use blue or black ball point pen for writing their answers.  

4. Candidates shall write their answers in neat and clear handwriting on both sides of 

all pages and shall not leave blank page(s) or space(s) in between. 

5. Candidates should strike out all pages on which nothing is written. 

6. Candidates are not allowed to leave the examination hall during the first hour of the 

commencement of the examination. 

7. Candidates are not allowed to write anything on the question paper in the course of 

Examination. 

8. Carrying of mobile phones, any kind of communication device(s), books, printed or 

handwritten materials, etc. are banned inside the Examination hall.  

9. Any candidate found in possession of any banned item (s) will be deemed to have 

willfully infringed the instructions amounting to misconduct. The candidate will be 

asked to leave the examination hall immediately while their answer sheets and 

banned items are confiscated. 

10. The candidate is forbidden to TALK/ MAKE GESTURES inside the examination hall.  

11. Candidates may note that writing of registration number in place(s) other than the 

space provided for the purpose or putting any distinguishing or identification mark(s) 

or symbol(s) will tantamount to resorting to “Unfair Means” and will be treated as 

“malpractice”. 

12. Candidates will stop writing when instructed to do so at the end of the examination 

and REMAIN SILENTLY SEATED UNTIL ALL ANSWER SHEETS HAVE BEEN 

COLLECTED and are told that you may leave the hall.  

13. THE CANDIDATE IS REMINDED THAT CHEATING IS REGARDED AS AN ACT OF 

GRAVE MISCONDUCT FOR WHICH HEAVY PENALTIES WILL BE APPLIED, 

INCLUDING A FAIL IN THE SUBJECT/ CANCELLATION OF ALL SUBJECTS 

WRITTEN IN THE SEMESTER/ DEBARRING FROM THE EXAMINATION AND 

POSSIBLE EXPULSION FROM THE UNIVERSITY. 
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4. ANSWER BOOK PREPARATION FLOW CHART 

Answer Books from Colleges 

 

Signature Sheet 

Answer Book Bundle  

Received from college 

 

 

 

 

 

Answer Book Register 

 

 

 

EMS (Answer Booklet  

 Received Screen) 

 

Barcodes   

Answer Books in Bundle 

  

EMS (Answer Book 

Tagging Screen) 

Bar coded Answer book 

Bundles 

 

 

 

Subject wise Answer Books Sent for Evaluation 

 

a) Answer Book serial number 

b) Name and Registration Number of 

Student 

c) Absent Record 

d) MP Record 

e) Subject Code and Name 

 

Total number Registered, Answer books 

received, absent and MP data to be 

recorded in the following sequence 

a) College 

b) Course 

c) Batch 

d) Semester 

e) Subject wise 

Any discrepancy  

Report to Deputy Director 

a) Receive Answer Books in EMS 
b) Remove Signature Sheets 

Signature Sheet to be 

accounted for 

Fix Two Identical barcodes in each 

Answer Book 

Tag Barcode to Student Registration 

Number (Subject Wise) 

a) Generate Mark Foils and attach to 

Answer Book bundle 

b) Detach Student Counter Foil 

Tagging Report (EMS) 

generated and checked. 

Error 

Student Counter Foils to be 

accounted for 



 

 

15 

 

5. EVALUATION PROCESS 

 

Answer Book Received for Evaluation with Mark Foil (Subject wise, Semester wise in Bundles) 

 

 

          Answer Books 

    

           Model Answer   

             (Subject wise) 

 

 

 

 

  

 

 

 

 

 

 

 

           

     

            Answer Book 
            (If required) 
  

EMS Ready for Result Processing 

 

Answer Books sorted according to 

Subject and Branch (Programme) 

Answer Books Evaluated Subject wise by 

Examiner 

Table Scrutiny by Examiner 

Chief Examiner (CE) 

informed regarding 

Subject and Quantity 

Evaluation Complete 

Answer books Deposited with Mark Foil 

Third Party Scrutiny and Mark Foil 

Checking 

Answer Book returned to Store and Mark 

Foil handed Over for Data Entry 

Data Entry in EMS (Double) 

Generation of Mismatch Report 

Sample check by Chief 

Examiner (CE) in each 

Bundle 

Error Rectification 

Error Correction 
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6. CENTRAL ASSESSMENT 

Conduct of examinations and declaration of results is one of the important activities of a 

University. The Central Assessment (CA) has been adopted by CUTM with a view to:  

➢ Declaring the results in the shortest possible time 

➢ Increasing the reliability of the results 

➢ Maintaining uniformity and consistency in the assessment 

➢ Increasing accuracy and efficiency in declaration of results 

➢ Creating confidence amongst the students about the assessment system 

 

However, based on quantum of answer papers, nature and type of paper, the Director 

(E&QA) may allow assessment of answer scripts of a particular subject by an examiner 

at his/ her choice of place. 

 

The Central Assessment shall consist of the following stages: 

i. Pre-Assessment 

ii. Assessment 

iii. Post-Assessment 

 

The Evaluation process flow chart is in Annexure – VI & Annexure – VII 

 

Pre-Assessment: 

➢ The venue and CA Administrator: The venue and administrator for the Central 

Assessment shall be decided by Director (E&QA). Normally the Dy. Director (E&QA) will 

be the CA administrator.  

➢ Invitation to Examiners: 

o The CA administrator in consultation with the Director (E&QA) will nominate 

Chief Examiners for each branch. 

o The Dy. Director (E&QA) in consultation with the Chief Examiners shall send the 

invitation letters / communication to all the examiners, for their acceptance. 

 

o All the instructions regarding the CA shall also be sent to the examiners and shall 

be exhibited at CA Hall for the information of examiners. In case of shortage of 
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examiners, substitute examiners shall be made from the panel by Dy. Director 

(E&QA). 

➢ Collection of Answer-books: It is the responsibility of the Director / Principal of the 

constituent campuses to see that the answer books of the examinations held at their 

centers are sent promptly as per instructions given by the University from time to time, to 

the CA Centre. 

➢ The Administrator of CA shall make adequate arrangements to receive answer books 

coming from the examination centres from time to time. 

➢ On receipt of the answer books at the QA office, the staff employed for this work shall 

check the answer books, Supervisor’s Reports and ascertain as to whether the number 

of candidates present, absent and MP indicated in the report are correct. In case of any 

discrepancy it shall be resolved in consultation with the Deputy Director (E&QA).  

➢ The bundle of answer books containing 20 answer books or less shall be received in 

system after checking and coded and be made available for evaluation.  

➢ It should be ensured that following documents accounted for and kept separately for 

future verification: 

 

▪ Signature sheet 

▪ Answer-book counter foil 

▪ Tagging report 

▪ Mark foil 

➢ The answer books shall be arranged subject wise/ paper wise as this will be convenient 

at the time of distribution of answer books to the examiners for assessment. 

➢ In case of any event of missing answer books or any unpleasant experience, the 

Administrator, CA shall consult the Director (E&QA) and take necessary action. 

➢ Norms for appointment of staff for CA: The Administrator of the CA Centre would appoint 

suitable staff, of his/ her own confidence, for different sections indicated below, for 

smooth, confidential and speedy processing of the results: 

• Stores 

• Coding and tagging of answer-books 

• Assessment 

• Data Entry on PCs 
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➢ TA/DA and remuneration to examiners: The payment of Local Conveyance Allowance, 

Travelling Allowance, Daily Allowance and Remuneration shall be made to the chief 

examiners and examiners appointed for assessment of answer books from the advance 

placed at the disposal of the Director (E&QA) according to the approved rates. 

➢ Account of CA: Receipt and Payment Account of the Central Assessment shall be 

audited internally keeping the confidentiality in view. No vouchers of the expenditure 

incurred for CA is required to be submitted to the accounts section. However, in respect 

of the other expenditure incurred all the vouchers shall be submitted to account. 

 

Assessment: 

• On the day of commencement of the CA the examiners shall be given information 

regarding the programme, seating arrangement, payment of TA. / D.A. and 

remuneration bills etc.  

• Chief Examiner (CE) will hold a meeting with the Examiners of the concerned subject 

nominated by the Administrator, to discuss the question paper(s), scheme of marking 

and synoptic/ model answers as well as discrepancies if any in a paper so as to 

attain the uniformity/ standard and consistency in assessment. He/ She shall watch 

the day to day progress of assessment and assist the Administrator, CA in the 

smooth conduct of CA work. He/ she shall sample check 15% - 20% of answer 

books of each examiner. The CE shall submit to the Administrator, CA, a 

consolidated report on the performance of the candidates, the assessment work and 

his general observations and suggestions etc. on the last day.  

• While issuing the answer books to examiners for assessment, the signature of the 

concerned examiner for having received the answer books for assessment is to be 

obtained on a register.  

• The examiners shall see that after taking a bundle of answer books for assessment 

from the issuing counter, they perform the assessment work only on seats allotted to 

them. The assessed answer books are to be returned after checked by CE.  

• While returning the answer books the same to be accounted for against the 

examiner. The examiner shall, take another bundle of answer books for assessment 

only after returning the first bundle. This process shall continue till the assessment of 

all the answer books in the concerned subject is over.  
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• In case the examiner detects use of unfair means, while assessing the answer books 

he/ she should give a written report and submit the concerned answer books to the 

Administrator, CA for further actions through CE.  

• The respective examiner should sign on the front page of the answer book.  

• Every examiner shall be required to sign the Attendance Register each day.  

• It shall be ensured that the marks given by the Chief Examiner (CE) to each question 

are written on the front page in green ink. In case the marks awarded by the CE is 

different than the examiner, the marks awarded by CE will be taken as final marks for 

all purpose.  

• The Administrator, CA shall not avail the leave facility during the CA period unless 

there are exceptional reasons.  

 

Post-Assessment: 

• Third party Scrutiny: All answer-books handed over by CE shall be subjected to a 

third party scrutiny by E&QA cell.  

• The team so detailed will check: 

▪ Correctness in addition of marks 

▪ Posting of marks in the mark foil 

▪ Whether each answer has been corrected 

• Any error found by the third party scrutiny will be reported to Dy. Director (E&QA). 

• The errors reported will be rectified by the concerned CE / examiner. 

• The rectified mark foils will be handed over for mark entry in the system.  

• The double entry of marks from mark foils shall be done simultaneously by 

nominated data entry operators.  

• Mismatch Report and Rectification: After the double data entry, mismatch reports are 

required to be verified and necessary rectification to be carried out.  

• Entered external marks will be processed in the EMS along with the internal and 

practical marks for final result publication.  

 

  



 

 

 

 

 

 

 

 

 

 

 

CENTURION UNIVERSITY OF TECHNOLOGY AND MANAGEMENT, ODISHA 

Note on transformation from manual method to automation of examination system. 

The Examination & Quality Assurance cell (E&QA) has been continuously carrying out 

reforms in its examination procedure through integration of IT in the procedures and 

processes of the examination system. Tools of information technology are utilized for most of 

the activities associated with the conduct of examinations, evaluation and declaration of 

results. Examination procedure has been completely automated using ERP & EMS system. 

There has been an evolution in technology from time to time to automate the examination 

system to have less human intervention and a technology driven system. This significantly 

minimizes human errors and facilitates accurate calculations of SGPA, CGPA and grades of 

students. 

Examination system in CUTM has gone through different phases of transformation during its 

journey from 2011 to till date. A brief account of the same is given as under: 

2011-2013 

During the initial stage i.e. in 2011-2013, University used a standalone system where the 

examination processes were carried out centrally starting from subject registration to result 

publication. However, the internal marks were consolidated at the campus level in an excel 

mark format and sent to E&QA for further processing of results.  

2013 onwards 

In the year 2013, both EMS & ERP system was introduced to streamline the examination and 

academic tasks. In this phase some of the examination process were decentralised and 

delegated to campus examination cells. The different processes carried out through ERP at 

the campus level are: 

 Subject Registration 

 Examination Registration based on University Regulation 

 Exam Schedule Import 

 Admit Card generation 

 Signature Sheet & Sitting plan 

 Exam Attendance & MP Record 

 Assignment Upload 

 Internal Mark Capture 

 Result Publication 

 Semester wise Transcript at student login 



 

 

 

 

 

 

 

 

 

 

 

EMS is used centrally for the following activities: 

 Maintaining Syllabus / Subject repository  

 Capturing student details – subject registration, examination registration etc. 

 Receiving & masking of answer-books, generation of mark foils 

 Processing of results – double mark entry, receipt of internal mark, defining grade set 

and processing result 

 Maintaining and updating result records on real time 

 Generation of academic transcripts 

The EMS system is accommodative to the reforms in procedures, processes adopted by the 

University from time to time with regard to internal and end semester evaluation. 

Few of the relevant screen-shots are given below: 

Subject Registration 

 

 



 

 

 

 

 

 

 

 

 

 

 

Admit Card: 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Signature Sheet Report 

 

 

 Sitting Plan Report: 

 

 



 

 

 

 

 

 

 

 

 

 

 

Internal Examination Mark Report 

 

 



 

 

 

 

 

 

 

 

 

 

 

Answer Booklet Tagging through Barcodes 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

External Mark Entry: 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Grading System: 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Result Analysis Report: 

 

Student Wise Backlog Report: 

 

 



 

 

 

 

 

 

 

 

 

 

 

Academic Transcript: 

 



Centurion University (Jatni)-2013-14
Ramachandrapur, Jatni, Khurda

Odisha

I Caliber Training Pvt Ltd
Ledger Account

1-Apr-13 to 31-Mar-14

Page 1

Date Particulars CreditDebitVch No.Vch Type

29-Jul-13 To OBC C/A-04951131001953 1,37,897.00BP/07/Payment

Being amt. pd to  i Caliber vide ch 

no-827632

1-Aug-13 By (as per details) 1,37,897.00JV/08/01Journal

Exam Mng Syt(Software) 1,36,364.00 Dr

Service Tax Input 16,855.00 Dr

TDS  Payable 15,322.00 Cr

being amount provisioned towards 

exp incuured by I Caliber for 

architecture and design for the 

EMS vide bill no-10170

9-Oct-13 By (as per details) 2,71,196.00JV/10/05Journal

Exam Mng Syt(Software) 2,68,182.00 Dr

Service Tax Input 33,147.00 Dr

TDS  Payable 30,133.00 Cr

being amount provisioned towards 

exp incuured by I Caliber for 

architecture and design for the 

EMS vide bill no-10179

To OBC C/A-04951131001953 2,71,196.00BP/10/Payment

Being amount paid to I  calibrator 

Training Pvt Ltd vide Ch No 839287 

dt 09.10.13(through RTGS) for 

professional fees .

9-Dec-13 By (as per details) 4,59,654.00JV/12/12Journal

Exam Mng Syt(Software) 4,54,545.00 Dr

Service Tax Input 56,182.00 Dr

TDS  Payable 51,073.00 Cr

being amount provisioned towards 

exp incuured by I Caliber for 

Development Effort for the EMS 

vide bill no-10195 dated 18.11.13

10-Dec-13 To OBC C/A-04951131001953 4,59,654.00BP/12/Payment

Being amount paid to I Caliber 

Training (p) Ltd vide Ch No 858162 

dt 10.11.13 towards as due 

payment.

Carried Over 8,68,747.008,68,747.00

continued ...



Centurion University (Jatni)-2013-14

I Caliber Training Pvt Ltd Ledger Account : 1-Apr-13 to 31-Mar-14 Page 2

Date Particulars CreditDebitVch No.Vch Type

Brought Forward 8,68,747.008,68,747.00

31-Dec-13 By (as per details) 2,27,234.00JV/12/31Journal

Exam Mng Syt(Software) 2,24,708.00 Dr

Service Tax Input 27,774.00 Dr

TDS  Payable 25,248.00 Cr

being amount provisioned towards 

exp incuured by I Caliber for 

Development Effort for the EMS 

vide bill no-10205 dated 31.12.

2013

27-Jan-14 To OBC C/A-04951131001953 2,27,234.00BP/01/Payment

Being amount paid to I Caliber 

Training Pvt Ltd vide Ch No 27.01.

14 towards as due payment for 

development effort for the EMS.

10-Mar-14 By (as per details) 2,27,234.00JV/03/03Journal

Exam Mng Syt(Software) 2,24,708.00 Dr

Service Tax Input 27,774.00 Dr

TDS  Payable 25,248.00 Cr

being amount provisioned towards 

exp incuured by I Caliber for 

Development Effort for the EMS 

vide bill no-10222 dated 5.3.14

20-Mar-14 To OBC C/A-04951131001953 2,27,234.00BP/03/Payment

Being amount paid to I Caliber 

Training Pvt Ltdvide Ch No 803588 

dt 20/03/14 (through RTGS ) 

towards as due payment.

13,23,215.0013,23,215.00



Centurion University (Jatni)-2014-15
Ramachandrapur, Jatni, Khurda

Odisha

I Caliber Training Pvt Ltd
Ledger Account

1-Apr-14 to 31-Mar-15

Page 1

Date Particulars CreditDebitVch No.Vch Type

31-Jul-14 By (as per details) 2,01,411.00JV/07/38Journal

Exam Mng System (Software) 1,99,173.00 Dr

Service Tax Input 24,617.00 Dr

TDS Payble(Consultancy) 22,379.00 Cr

Being bill submitted by I caliber 

Training Pvt Ltd towards 

devlopment effort for the EMS of 

39 person vide bill no-10236 dated 

3.6.14

To CSREM Trust (Jatni) 2,23,790.00JV/07/39Journal

Being amount paid to I Caliber from 

CSREM Trust

By CSREM Trust (Jatni) 22,379.00JV/07/Journal

Being amount received from I 

caliber at CSREM Trust

1-Oct-14 By (as per details) 1,01,124.00JV/10/01Journal

Exam Mng System (Software) 1,00,000.00 Dr

Service Tax Input 12,360.00 Dr

TDS Payble(Consultancy) 11,236.00 Cr

Being bill submitted by I caliber 

Training Pvt Ltd towards 

devlopment effort for the EMS of 

20 person vide bill no-10254 dated 

25.9.14

14-Oct-14 To CSREM Trust (Jatni) 1,01,124.00JV/10/08Journal

Being amount paid to I Caliber from 

CSREM Trust

3-Nov-14 By (as per details) 1,01,124.00JV/11/02Journal

Exam Mng System (Software) 1,00,000.00 Dr

Service Tax Input 12,360.00 Dr

TDS Payble(Consultancy) 11,236.00 Cr

Being bill submitted by I caliber 

Training Pvt Ltd towards 

devlopment effort for the EMS of 

20 person vide bill no-10258 dated 

31.10.14

20-Nov-14 To CSREM Trust (Jatni) 1,01,124.00JV/11/32Journal

Being amount paid to I Caliber from 

CSREM Trust

Carried Over 4,26,038.004,26,038.00

continued ...



Centurion University (Jatni)-2014-15

I Caliber Training Pvt Ltd Ledger Account : 1-Apr-14 to 31-Mar-15 Page 2

Date Particulars CreditDebitVch No.Vch Type

Brought Forward 4,26,038.004,26,038.00

2-Feb-15 By (as per details) 1,01,124.00JV/02/01Journal

Exam Mng System (Software) 1,00,000.00 Dr

Service Tax Input 12,360.00 Dr

TDS Payble(Consultancy) 11,236.00 Cr

Being bill submitted by I caliber 

Training Pvt Ltd towards 

devlopment effort for the EMS of 

20 person vide bill no-10259 dated 

12.01.15

23-Feb-15 To CSREM Trust (Jatni) 1,01,124.00JV/02/32Journal

Being amount paid to I Caliber from 

CSREM Trust

5,27,162.005,27,162.00



Centurion University (Jatni)-2016-17
Ramachandrapur, Jatni, Khurda

Odisha

Icalibrator Training Pvt Ltd
Ledger Account

1-Apr-16 to 31-Mar-17

Page 1

Date Particulars CreditDebitVch No.Vch Type

26-Jul-16 To AXIS Bank-914020024435835-Jatni 1,05,000.00BP/07/Payment

Being ch no.046874 issued 

towards RTGs to Icalibrator for 

EMS Enhancement

By (as per details) 1,05,000.00JV/07/40Journal

Exam Mng System (Software) 1,00,000.00 Dr

Service Tax Input 15,000.00 Dr

TDS Payble(Consultancy) 10,000.00 Cr

Being bill submitted by I Caliber 

training pvt ltd towards 

professional fees towards EMS 

Enhancement vide bill no-10306 

dated 12.7.16

21-Sep-16 By (as per details) 1,05,000.00JV/09/29Journal

Exam Mng System (Software) 1,00,000.00 Dr

Service Tax Input 15,000.00 Dr

TDS Payble(Consultancy) 10,000.00 Cr

Being bill submitted by I Caliber 

training pvt ltd towards 

professional fees towards EMS 

Enhancement vide bill no-10307 

dated 10.8.16

By (as per details) 52,500.00JV/09/30Journal

Exam Mng System (Software) 50,000.00 Dr

Service Tax Input 7,500.00 Dr

TDS Payble(Consultancy) 5,000.00 Cr

Being bill submitted by I Caliber 

training pvt ltd towards 

professional fees towards EMS 

Enhancement vide bill no-10308 

dated 10.8.16

To AXIS Bank-914020024435835-Jatni 1,57,500.00BP/09/Payment

Being ch no.055208 issued 

towards RTGs to Icalibrator for 

EMS Enhancement

27-Mar-17 By (as per details) 5,25,000.00JV/03/62Journal

Exam Mng System (Software) 5,00,000.00 Dr

Service Tax Input 75,000.00 Dr

TDS Payble(Consultancy) 50,000.00 Cr

Being bill submitted by I Caliber 

training pvt ltd towards 

professional fees towards EMS 

Enhancement vide bill no-10310 

dated 24.3.17

Carried Over 7,87,500.002,62,500.00

continued ...



Centurion University (Jatni)-2016-17

Icalibrator Training Pvt Ltd Ledger Account : 1-Apr-16 to 31-Mar-17 Page 2

Date Particulars CreditDebitVch No.Vch Type

Brought Forward 7,87,500.002,62,500.00

27-Mar-17 By (as per details) 2,10,000.00JV/03/62(A)Journal

Exam Mng System (Software) 2,00,000.00 Dr

Service Tax Input 30,000.00 Dr

TDS Payble(Consultancy) 20,000.00 Cr

Being bill submitted by I Caliber 

training pvt ltd towards 

professional fees towards CIO 

Enhancement vide bill no-10310 

dated 24.3.17

28-Mar-17 To AXIS Bank-914020024435835-Jatni 5,25,000.00BP/03/62BANK PAYMENT

Being ch no.062810 issued 

towards payment to Icalibrator 

training for EMS Enhancements for 

the period Aug to Dec.16

9,97,500.007,87,500.00

To Closing Balance 2,10,000.00

9,97,500.009,97,500.00



Centurion University (Jatni)-2017-18
Ramachandrapur, Jatni, Khurda

Odisha

Icalibrator Training Pvt Ltd
Ledger Account

1-Apr-17 to 31-Mar-18

Page 1

Date Particulars CreditDebitVch No.Vch Type

1-Apr-17 By Opening Balance 2,10,000.00

30-Jun-17 By (as per details) 52,500.00JV/06/38Journal

Exam Mng System (Software) 50,000.00 Dr

Service Tax Input 7,500.00 Dr

TDS Payble(Consultancy) 94J 5,000.00 Cr

being bill submitted by I caliber 

Training pvt ltd towards 

professional fees towards EMS 

Enhancement vide bill no-10313 

dated 31.5.17

1-Jul-17 To (as per details) 2,10,000.00BP/07/BANK PAYMENT

CO Cubes.Com 8,57,955.00 Dr

AXIS Bank-914020024435835-Jatni 10,67,955.00 Cr

Being ch no.063163 iussued 

towards RTGs to Icalibrator for 

Professional Fees,Co Cubes.com 

for Entrance Exam.

10-Aug-17 To OBC-04951131001953 (Sahid Nagar) 52,500.00BP/08/BANK PAYMENT

Being amount paid to Icalibrator for 

professional fees.

29-Aug-17 By (as per details) 54,000.00JV/08/49Journal

Exam Mng System (Software) 50,000.00 Dr

Input GST 18% 9,000.00 Dr

TDS Payble(Consultancy) 94J 5,000.00 Cr

being bill submitted by I caliber 

Training pvt ltd towards 

professional fees towards CIO 

Services for June,17 vide bill no

-10314 dated 21.8.17

To (as per details) 54,000.00BP/08/BANK PAYMENT

Sonia Khatri 22,705.00 Dr

Gunanidhi Das(Travel Bill) 50,732.00 Dr

AXIS Bank-914020024435835-Jatni 1,27,437.00 Cr

Being ch no.063222 issued 

towards payment for Staff Travel 

bill settlement& consultant charges

3,16,500.003,16,500.00



Centurion University (Jatni)-2018-19
Ramachandrapur, Jatni, Khurda

Odisha

Icalibrator Training Pvt Ltd
Ledger Account

1-Apr-18 to 31-Mar-19

Page 1

Date Particulars CreditDebitVch No.Vch Type

18-Jul-18 By (as per details) 5,40,000.00185Journal

Exam Mng System (Software) 5,00,000.00 Dr

Input IGST 18% 90,000.00 Dr

TDS Payble(Consultancy) 94J 50,000.00 Cr

being bill submitted by above party 

towards professional fees towards 

paperless exam pilot

20-Jul-18 To AXIS Bank-914020024435835-Jatni 5,40,000.00BP/07/BANK PAYMENT

Being chq no-075761issued 

towards payment for paperless 

exam pilot

5,40,000.005,40,000.00



1. ERP system is in place (with no manual intervention) for  

a. Generation of admit cards and signature sheets.  

 

 
 

 
 



b. Generation of debarred list of students as per University Regulations for 

appearing examination 

 

 

 

 

 

 

 

 

 

 



 

 

c. Publication of results to help the students/ parents/ teachers to check the 

progress of the student. 

 

 
 

 

 

2. Complete processing, compilation and declaration of result has been automated in 

EMS which has helped in  

 

 

 

 

 

 

 

 

 

a. Fast and error free compilation of results. 



 

 

 

 
 

 

 

 

 

 

 

 

b. Real time database 



 

 

 
 

 

 

 

c. Generation of consolidated grade-sheets immediately after publication of 

results.  



 

 

 



 



1 

EMS-Examination Management System 



2 

Functional Overview 

n  User and Role management.  

n  Import Data from ERP system. 

n  Examination Configurations.  

n  Examination Reporting: 

n  Attendance reports 

n  Malpractice reports 

n  Answer sheet count verification. 

n  Answer sheet coding and decoding.  

n  Mark entry and generation of tabulated mark sheet: 
n  Marks entry (including double entry) 

n  Grace marks 

n  Grading cut-offs configuration 

n  Result verification and publication (Absolute/Relative grading). 

n  Archiving the results.  

n  Payment processing for the evaluators and paper setters. 



3 

Technology 

n  Java for the core Business Logic. 

n  Spring Framework for REST Webservices, Transaction 

Management, and some miscellaneous activities. 

n  MySQL Database. 

n  Hibernate for ORM. 

n  Javascript MVC using CanJS for the User Interface. 
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Architecture 
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User Management 

n  EMS system will have set of Roles. 

n  Roles and their authorities are configurable. 

n  Each user may be allocated one or more Roles. 

n  To access EMS System the user need to Login. 

n  Only an authorized user can access the EMS system. 

n  Based on Role the user will have access to different 

functions of EMS system. 

n  Every action of the user will be logged with reference to 

the applicable role. 
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Screen Design Overview 

n  There will be tabs to access different functions of EMS. 

n  These tabs will be available based on the user role. 

n  For each function there will be an interface screen 

(usually a web form). 

n  Using the UI Forms, the user can perform the CRUD 

operation on data. 

n  CRUD operation will be available to user based on his/

her role. 

n  All the activities will be logged in EMS system. 

n  EMS system will provide a report to view the logged 

activities. 
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Roles in EMS System 

n  There are two predefined roles in EMS: 
n  iCalibrator admin 

n  QA Cell admin 

n  All other roles are completely configurable 

n  The new roles can be created using the 

role creation screen. 

n  The new users for each role can be added using 

User-Role Management Screen. 
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Get Data from ERP 

n  The EMS system needs to get some core data from the ERP 

system  before the QA Cell can start using the system. 

n  The following data need to be imported from ERP system. 

a)  Institutional Profile. 

b)  Student Profile. 

c)  Faculty Profile. 

d)  Students’ subject registration information.  

n  The data to and from the EMS will be done through Push 
operations, which are authorized by an appropriate role. 

n  The name of the person pushing the data into the ERP will be 

logged. 
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Syllabus for a Course 

n  EMS will  provide a screen to add syllabus for a course. 

n  This information may change periodically. 

n  The Syllabus of the course will be verified by QA Cell Administrator.  



10 

Examination Configurations 

n  Once the Colleges and Groups are configured into the system, 

QA Cell Administrator can create Exams for a course. 

n  Basic syllabus information is configured directly into the EMS. 

n  The QA Cell Administrator will have rights to create exams  

using exam configuration screen. 

n  Weightages for the College and University Exam components 

will be configured by the QA Cell personnel. 

n  Type of grading (Absolute / Relative) is configured for each 

subject. 

n  QA Cell Administrator will push this data into ERP system. 

 



11 

Examination Information from College 

n  College ERP system will push following data to EMS system. 

n  Subject-wise Exam registration information 

n  Attendance information for each conducted exam 

n  College examination marks 

n  Information about unregistered students who appeared for exams 

n  Malpractice cases 



12 

Backpapers 

n  Backpaper cases will be handled by providing for data 
entry facility. 

n  The EMS system will not track older backpaper records. 

This will need to be done manually as the number of 
backpaper cases is expected to be too few for this 

additional complexity in the system. 
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Conducting Examination 

n  Exam Conduction is a manual process. 

n  EMS system will provide  

n  Screen to change the status of exam as conducted or canceled  

 Using this screen the college administrator can mark the exam 
as conducted or canceled in case the exam is canceled. Once 

the exam is conducted, all the students who opted college as 

center for exam will be marked present in attendance sheet. If a 

particular student is absent then college need to fill the 

attendance using Fill attendance screen. 

n  Screen to fill attendance  

n  Screen to report malpractices during the exam 

n  Verification of College Exams Marks 



14 

Conducting Examination … 

n  EMS system will provide  

n  Enter rechecking or rechecking with answer sheet 

requests 

n  Enter improvement exam requests 



15 

QA Cell Activity 

n  Scanning of Bar Code and mapping that against 
student registration number. 

n  Entry of Semester Marks. 

n  First time Marks Entry. 

n  Second (Double) Marks Entry.  

n  Manage Rechecking requests (rechecking cannot 

reduce the grades/marks). 

n  Ensuring that the attendance and malpractice 

information matches the answer sheets received. 

n  In case of any mismatch, send an alarm to the QA 

Cell administrator. 

n  Override College Exam marks in exception cases 



16 

Generation of tabulated mark sheet 

n  Once the marks are entered, and Conducting Board 
meeting is held, the relative grade scales are entered 

by the QA Cell Administrator for each subject. 

n  Grace marks entry. 

n  Tabular marks sheet for all student are generated.  

n  The Authorized Users(Exam Controller) can verify 

the marks. 

n  Provisional sheet, marks sheet, and graduation 

certificate need to be printed. 

n  Hardcopy report of all marks need to be generated. 



17 

Publish Result 

n  The results will be available as reports from the 
system. 

n  The results can also be published on pre-defined 

templates for the University. 

n  All final results (absolute or relative grades) will be 

pushed back into the College ERP systems. 

n  The students will have no direct access to the EMS. 

They can view their results only through the College 

ERP systems, if the colleges provide that facility. 
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Payment Processing 

n  Payment Processing screens will allow college 
administrator to enter evaluation and question paper 

setting data for faculty members. 

n  It will also provide reports for payments due to the 

evaluators and question paper setters. 
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Functions in EMS (for Role mapping) 

Back 

n  Create EMS users and map roles for them. 

n  Add Syllabus information. 

n  Verify Syllabus information. 

n  Define Examination Components and weightages. 

n  Schedule University Exams. 

n  Verification of attendance and malpractice information. 

n  Bar coding answer sheets. 

n  Marks entry (and double entry). 

n  Scrutinizing marks. 

n  Addition of grading cut-offs and grace marks. 

n  Push marks and grades information into the ERP system. 

n  Printing marks sheets and certificates. 

n  Printing payment reports. 



20 

Login Screen 

n  Username 

n  Password 

 

Login Reset 

Back 



21 

Role Creation Screen 

n  Role name 

n  A matrix showing functions and for each function a 

set of permissions (read / modify) 

Save 

Back 

Cancel 
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User Creation Screen 

n  First Name 

n  Last Name 

n  Email 

n  Password (with a confirmation password) 

n  Set of roles 

Save 

Back 

Cancel 



23 

Syllabus Entry Screen 

n  Course Name 

n  Year 

n  Semester 

n  L-T-P (Lectures-Tutorial-Practical) 

n  Credits 

Save 

Back 

Cancel 



24 

Exam Creation Screen 

n  Choose Year (current chosen by default) 

n  Choose Semester 

n  Choose Subject 

n  Exam Description 

n  Grading (Absolute / Relative) 

n  College Examination Marks 

n  University Examination Marks (College + University 

marks add to 100) 

 Save Cancel 

Back 



25 

Schedule Exam (University Exams) 

n  Year 

n  Semester 

n  Subject 

n  Date of Exam  

Save Cancel 

Back 



26 

Exam Closure Screen 

n  Year 

n  Semester 

n  Subject 

n  Status (Completed / Cancelled) 

n  If cancelled then reason for the same 

Save Cancel 

Back 



27 

Exam Attendance Screen 

n  Subject 

n  College 

n  Exam Date 

n  Mark Attendance screen will show all the students 

who had registered for that course in that college 

n  Attendance will be marked as present by default for 

all registered students 

n  Radio buttons in each row to mark absent or 

malpractice case 

n  In case of malpractice, a textbox to enter the 

remarks 

Save Reset 

Back 



28 

Fill Internal Marks Screen 

n  Year 

n  Semester 

n  Subject 

n  College 

n  This will display a table of all students registered for 

that subject for that year and semester 

n  Marks for each student will be entered in a textbox 

against the student name/registration number 

Save 

Back 

Cancel 



29 

Scan BarCode Screen 

n  Student Registration No 

n  BarCode 

n  At the end of all scanning, the system will 

corroborate that the answer sheets scanned all 
match the attendance and malpractice reports from 

the college. In case of any mismatch, an alert will be 

sent to the QA Cell Administrator. 

 

Scan Barcode 

Back 



30 

Fill Semester Exam Marks Screen 

n  Barcode   

n  Student Registration No 

n  Entry Type 

n  First entry 

n  Second Entry (double entry) 

n  Rechecked Marks 

n  Grace Marks 

n  Marks (if configured to enter question-wise marks, 

will display a table to do so) 

 
Save 

Scan Bar Code 

Back 



31 

Grade cut-offs Screen 

Grade  

Cut off percentage 

Save 

Back 



32 

Verify Examination Marks 

n  Year 

n  Semester 

n  Subject 

n  Prints out a report of all marks for the given subject 

Print 

Back 



33 

Screen for Evaluation Payment  

n  Evaluator Name (select or search) 

n  Subject Name 

n  No of Copies Checked 

 
Save 

Back 



34 

Screen for Question Paper Setting 

Payment  

n  Setter Name (select or search) 

n  Subject Name 

n  No of Question Paper Set 

 
Save 

Back 



35 

Payment Report 

n  Year 

n  Semester 

n  Subject (can choose ALL) 

n  Evaluation / Paper Setting choice 

 

 

 

 

Prints a report showing all evaluators / paper setters, number of 

papers for them, rate, and amount due to them. 

Submit 

Back 


