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Preface 

Purpose and Audience 

This is an administrator guide for Examination Management System of Jawaharlal Nehru Technical 

University Anantapur. This document describes tasks such as data administration, exam management, 

site modifications, reports, data publishing, college approvals, payment details, discrepancies and data 

entry. The document is targeted at admin users of Examination Management System. 

Document Convention 

This section of the document describes various types of conventions used throughout the document: 

1. Note 

 

Information that is incidental to the main text flow or to an important point or tip provided in addition to 

the previous statement or instruction. 

2. Bold 

Bold text is used to designate file and folder names, dialog titles, names of buttons, icons, and 

menus, and terms that are objects of user selection. 
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Overview 

Jawaharlal Nehru Technological University, Anantapur (JNTU Anantapur) is a state university in 

Anantapur, Andhra Pradesh, India. Founded in 1946, since 1972 it has been a constituent college of 

Jawaharlal Nehru Technological University. 

The Examination Management System is a web portal that allows the admin users to perform website 

administration tasks.You can access Examination Management Portal using the hyperlink 

http://sarasems.cloudapp.net/aems/WebLogin.aspx as shown below. 

 
Figure 1: Login Screen 

Features and Functionalities 

The features and functionalities of Examination Management System admin portal are listed below:  

1. Data Administration 

2. Exam Management 

3. Modifications 

4. Reports 

5. Publish Data to College 

6. College Approvals 

7. Payments 

8. View and Resolve Discrepancies 

http://sarasems.cloudapp.net/aems/WebLogin.aspx
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9. Data Entry Operations 

Getting Started 

In order to get started with the administration work, you need to login to the admin portal of Examination 

Management System. Enter the User Name and Password and click Login to login to admin portal as 

shown below: 

 
Figure 2: Login Screen 

After logging into the admin portal, the home page will appear on your computer screen as shown below:   

 
Figure 3:Home Page 
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Data Administration 

The Data Administration menu allows you to manage colleges, branches, semesters, subjects, courses, 

branches in college, users in college and data entry operators in college. The admin portal also allows 

you to add, edit and delete Courses, Branches, Semesters, Subjects and College Users.  

Operations 

Add, Edit and Delete operation will be similar throughout the portal. A detailed explanation of Add, Edit 

and Delete operations are provided below: 

Add New Record 

You can add new Courses, Branches, Semesters, Subjects and College Users to the list using the Add 

New Record option. To add a new Course or Branch or Semesters or Subjector College User to the list 

follow the steps listed below: 

1. Click Manage Coursesfrom the list and select Regulation as shown below: 

 
Figure 4: Select Regulation 

 

The select regulations option is applicable only while adding a new Course to the list. Different options has to be 

selected to add different services and users.  
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2. Click Add New Record, enter the Course Code and Course Name, and click Insert  as shown 

below: 

 
Figure 5: Add New Record 

Edit Records 

You can edit the list of Courses, Branches, Semesters, Subjects and College Usersusing the edit option. 

To edit the list click the Edit  button and to save the changes click Update  as shown below: 

 
Figure 6: Edit Records 
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Delete Records 

You can delete the list of Courses, Branches, Semesters, Subjects and College Users using the delete 

option. To delete Course or Branch or Semesters or Subjector College User, click the Delete  button 

and click OK as shown below: 

 
Figure 7: Delete Record 

Manage Courses 

The Manage Course option allows you to add, edit and delete the courses. The below screen provides a 

brief description of the Manage Courses option: 

 
Figure 8: Manage Courses 

Add New Record 

Edit 

Record 

Select Regulations 

Delete 

Record 
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Manage Branches 

The Manage Branches option allows you to add, edit and delete the Branches. The below screen 

provides a brief description of the Manage Branches option: 

 
Figure 9: Manage Branches 

Manage Semester 

The Manage Semester option allows you to add, edit and delete the Branches. The below screen 

provides a brief description of the Manage Semester option: 

 
Figure 10: Manage Semester 

Add new record 

Edit 

Record 

Delete 

Record 

Add new record 

Add new record 

Select Course 

Edit 
record 

Delete 
record 
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Manage Subject 

The Manage Subject option allows you to add, edit and delete the Subjects. In order to Add, Edit or 

Delete the Subjects, you need to select the Course, Branch and Semester first. The below screen 

provides a brief description of the Manage Subjects option: 

 
Figure 11: Manage Subjects 

Manage College 

The Manage College option allows you to add, edit and delete the Colleges from the list. The below 

screen provides a brief description of the Manage College option: 

 
Figure 12: Manage College 

Select Course 

Select Course 

Select 
Semester 

Add new record 

Add new record 

Edit record 
Delete record 

Add new record 

Add new record 

Edit record 
Delete record 



Administrator's Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  13 

Manage Branches in College 

The Manage Branches in Colleges option allows you to add to a particular Course to a particular College. 

In order to add a Subject, you need to select the Course, and College first. The below screen provides a 

brief description of the Manage Branches in College option: 

 
Figure 13: Manage Branches Present in Colleges 

Manage College Circles for Jumbling 

The Manage College Circles for Jumbling option allows you to edit and update the college circle. In order 

to update the college circle, you need to select the course first. The below screen provides a brief 

description of the Manage College Circles for Jumbling option: 

 
Figure 14: Manage College Circles for Jumbling 

Select Colleges 

Select Courses 

Branches Present 
in College 

Branches that can be 
added to Colleges 

Save 

Select Course 

College Circles 

Update 

Edit 

Export to Excel 

Add 
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Manage Users in Colleges 

The Manage Users in College option allows you to add new users to a particular college and it also allows 

you to view the passwords of all the users of different colleges.The below diagram provides a brief 

description of the Manage Users in Colleges options: 

 
Figure 15: Manage Users in College 

Manage Data Entry Operators 

The Manage Data Entry Operators option allows you to add new data entry operators to the list. You can 

also edit the data entry user details and view passwords of different data entry operators. The below 

screen provides a brief description of the Manage data Entry option: 

 
Figure 16: Manage Data Entry Operators 

Add new record Show Password 

Add new record 
Edit 

Show Password Delete 



Administrator's Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  15 

Exam Management 

You can manage exam notifications, time tables, and internal marks. The Exam Management tab allows 

you to generate hall tickets, TSheets and Marks Sheets. You can also manage recounting / missing 

marks entry and marks sheet details. 

Manage Exam Notifications 

You can manage the exam notifications such as exam fees, cost of application, last date last fee amount, 

end date and etc. In order to manage the notifications you need to select the existing notifications. The 

below screens provide a brief description of the Manage Exam Notifications: 

 

Select Existing Notification 

Regular / Supplementary Exam Fees 

Manage Memorandum of 
Marks Fee, Cost of 
Applications, Notification 
Month and Notification 
Year Manage Description 

to display in TSheet 
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Figure 17: Manage Exam Notifications 

 

You can also create a notification using the Exam Notification option. In order to create a notification, enter the 

required details and click Save as shown in the above snapshot and do not select the existing notification. 

Manage Exam Time Table 

You can manage the exam tile table for different subjects using the Manage Exam Time Table option. In 

order to manage the exam timetable you need to select the existing notification. The below screens 

provide a brief description of the Manage Exam Notifications: 

 
Figure 18: Manage Exam Time Table 

Apply Jumbling 

Set Last Date without Late Fee 

Set Late Fee1 Amount 

Set Late Fee1 End Date 

Set Late Fee2 Amount 

Set Late Fee2 End Date 

Set Late Fee3 Amount 

Set Late Fee3 End Date 

Exam Commencing Date Save Changes 

Set Late Fee4 Amount 

Select Notification 

Edit Time Table 

Export to Excel 
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View MissingInternal Marks 

You can view the data of college whose students are registered but internal marks are not found suing 

the View Internal Missing Marks option. In order to view missing internal marks, select the Notification as 

shown below: 

 
Figure 19: View Missing Internal Marks 

Generate Hall Ticket 

You can generate student's hall tickets or regenerate hall ticket using the Generate Hall Ticket option. In 

order to generate Hall Tickets, select the Notificationand click Generate. You can regenerate the hall 

ticket using the Hall Ticket number as shown below: 

 
Figure 20: Generate Hall Ticket 

Select Notification 

Export to Excel 

Select Notification 

Generate 

List of Registered students after Hall Ticket Generation 

Enter the Hall Ticket Number 
and click Clear to Re-Generate 
Individual Hall Ticket 
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Generate TSheet 

You can generate TSheets using the Generate TSheet option. Once the TSheet generated, you will not 

be able to generate another notification TSheets for an hour. In order to generate TSheets, select the 

Notification,select the Date and click Generate: 

 
Figure 21: Generate TSheet   

Recounting / Missing Marks Entry 

You can view and modify the recounting or missing marks entries using the Recounting or Missing Marks 

Entry option. In order to view the recounting or missing marks, select the Notification, enter the Hall 

Ticket number and click Get Details as shown below: 

 
Figure 22: Recounting / Missing Marks 

 

You can also modify the recounting or missing marks entries using the Modify button. In order to modify the marks, 

select the record and click Modify. 

Select Notification 

Generate 

Enter the Date 

Select Notification 

Enter the Hall Ticket Number 
and click Get Details 

Modify 
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Recounting Management 

The Recounting Management option allows you to view the paper codes for marks recounting cases. In 

order to get the paper codes, select the Notification, enter the Hall Ticket Number and Subject Code 

and click Get PaperCodes as shown in the snapshot below: 

 
Figure 23: Recounting Management 

Marks Sheet Details Entry 

You can save the marks sheet details such as Marks Sheet Description and Month/ Year data of Marks 

Sheet using the Marks Sheet Details Entry option. In order to save the Marks Sheet Details, select the 

Notification, enter Marks Sheet Description, enter Month / Date data of Marks Sheet and click Save as 

shown below: 

 
Figure 24: Marks Sheet Detail Entry 

Select Notification 

Hall Ticket Number, 

Subject Code 

Get PaperCodes 

Select Notification 

Description and 
Month / Year 

Save 
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Generate Marks Sheets 

You can generate student's marks sheets using the Generate Marks Sheets option. You will not be able 

to generate another marks sheet for an hour. In order to generate Marks Sheet, select the Notification, 

enter or select the Dateto print on Marks Sheet and click Generateas shown below: 

 
Figure 25: Generate Marks Sheet 

  

Select Notification 

Date 

Generate 
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Modifications 

The Modifications menu allows you to modify the Welcome Page updates and it allows you to make 

correction to student registrations. You can add, delete or edit the welcome page updates and you can 

change the registration of students using their Hall Ticket number. A detailed explanation about Welcome 

Page Update and Registration Correction is provide in the below sections: 

Welcome Page Updates 

The Welcome Page Update option allows you to add new update, edit or delete an existing update. You 

can also export the data to an excel file. The below screen provides a brief description of the Welcome 

Pages Updates option: 

 
Figure 26: Welcome Page Updates 

Registration Corrections 

The Registration Correction option allows you to make changes to students' registration details. In order 

to make changes to student registration details, select the Notification, enter the Hall Ticket Number, and 

click Get Detail as shown below: 

 
Figure 27: Registration Correction 

Add New Record 

Add New Record 

Edit Record 
Delete Record 

Export to Excel 

Is Visible 

Select Notification 

Enter Hall Ticket Number 
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The Registration Correction option allows you to change the details such as Exam Type, Subject Code, 

and Subject Name. The below screen provide a brief description of The Registration Correction option: 

 
Figure 28: Registration Details 

Once you click the Change Registration button, you will be prompted to confirm the action.Click Confirm 

to update the changes in the server, you can also cancel the action by clicking the Cancel button as 

shown in the snapshot below: 

 
Figure 29: Confirm 

  

Student Registration Details 

Exam Type 

Subject Code and 
Subject Name 

Change 
Registration 
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View / Download Reports 

You can view or download various types of reports using the View / Download Reports menu. The View / 

Download Reports menu allows you to view or download Exam Notifications and Exam Time Table. A 

detailed explanation about various reports are provide in the below sections: 

Exam Notification 

You can view and download Exam Notification report using the Exam Notification option. In order to view 

Exam Notification Reports, select Notification and click View as shown in the snapshot below: 

 
Figure 30: Exam Notification 

Exam Notification Report will open in a new window, to download the report click the Save button as 

shown below: 

 
Figure 31: Exam Notification Report 

Select Notification 

View 

Save 
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Exam Time Table 

You can view and download Exam Time Table using the Exam Time Table option. In order to view Exam 

Time Tables, select Notification and click View as shown in the snapshot below: 

 
Figure 32: Exam Time Table 

Exam Time Table will open in a new window, to download the Time Table click the Save button as shown 

below: 

 
Figure 33: Exam Time Table 

  

Select Notification 

View 

Save 
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Publish Data to College 

You can publish various types of notifications such as Exam Notifications and Exam Time Table using the 

Publish Data to College option. A detailed explanation about publish data is provided in the below section: 

Exam Notification 

You can publish exam notifications using the Exam Notification option. In order to publish exam 

notifications, select Notification form the list and click the Click Here link as shown below: 

 
Figure 34: Publish Exam Notification 

Exam Time Table 

You can publish exam time table using the Exam Time Table option. In order to publish exam time table, 

select Notification form the list and click the Click Here link as shown below: 

 
Figure 35: Exam Time Table 

Select Notification 

Click Here 

Upload 

Select Notification 

Click Here 

Upload 
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In order to publish exam notifications and exam time table, you need to upload the notifications and time table in an 

Excel format as shown below: 

 
Figure 36: Upload Excel File 
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College Approvals 

The College Approvals menu enables you to approve modified student details, new student details and 

Re- Registration request. A detailed explanation about the College Approvals option is provided in the 

below section: 

Approve Modified Students 

You can approve details modified by students such as Student Name, Father Name, Mother Name, 

Caste, etc. You can approve all using the Select All checkbox or you can also approve individual details 

using respective checkboxes as shown below: 

 
Figure 37: Approve Modified Student Details 

Approve 

Approve 
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Approve New Students 

You can approve new student details such as College, Course, Branch, Hall Ticket Number, etc. You can 

approve all students using the Select All checkbox or you can also approve individual student details 

using respective checkboxes as shown below: 

 
Figure 38: Approve New Students 

Student Re-Registration 

You can approve re-registered student details such as Hall Ticket Number, Student Name, and College 

Name etc. You can approve re – registered student details using the Select All checkbox or you can also 

approve individual student details using respective checkboxes as shown below: 

 
Figure 39: Student Re-Registration 

Select Notification 

Approve 

Approve 

Approve 
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Payments from Colleges 

You can view the Registration Amount from colleges using the Registration Amount option in the 

Payments from Colleges menu. You can also download the registration amount details using the Export 

to Excel or Export to Adobe options, the below screen provides a brief description of the Registration 

Amount option: 

 
Figure 40: Registration Amount from Colleges 

  

Select Notification 

Export to Excel 
Export to Adobe 
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View Discrepancies 

The View Discrepancies option allows you to view various types of discrepancies such as Lab Marks not 

Found, Labs Marks Missing 2nd Entry, HT vs PC Not Found, HT vs PC Missing 22nd Entry, PC vs Marks 

Not Found, PC vs Marks Missing 2nd.  A detailed explanation about various Discrepancies are provided 

in the below sections: 

Lab Marks Not Found 

The Lab Marks Not Found option enables you to view the details of students registered to lab but lab 

marks are not found in first entry and second entry. In order to view the details of students registered to 

lab but lab marks are not found, select the Notification as shown below: 

 
Figure 41: Lab Marks not Found 

Lab Marks Missing 2nd Entry 

The Lab Marks Missing 2nd Entry option enables you to view the missing records in second entry but 

present in first entry. In order to view the details of student records missing in second entry, select the 

Notification as shown below: 

 
Figure 42: Lab Marks Missing 2nd Entry 

Select Notification 

Select Notification 
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HT vs PC Not Found 

The HT vs PC Not Found option enables you to view the details of the students registered to subject but 

Hall Ticket vs Paper Code Not Found in first entry and second entry. In order to view the details, select 

the Notification as shown below: 

 
Figure 43: HT vs PC Not Found 

HT vs PC Missing 2nd Entry 

The HT vs PC Missing 2nd Entry option enables you to view the missing Hall Ticket vs Paper Code in 

second entry but present in first entry. In order to view the missing details in second entry, select the 

Notification as shown below: 

 
Figure 44: HT vs PC Missing 2nd Entry 

Select Notification 

Select Notification 
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PC vs Marks Not Found 

The PC vs Marks Not Found option enables you to view the PC vs Marks Not Found in first and second 

entries (HT vs PC 1st entry present). In order to view the missing details, select the Notification as 

shown below: 

 
Figure 45: PC vs Marks Not Found 

PC vs Marks Missing 2nd Entry 

The PC vs Marks Missing 2nd Entry option enables you to view the missing records in second entry but 

present in first entry. In order to view the missing details in second entry, select the Notification as 

shown below: 

 
Figure 46: PC vs Marks Missing 2nd Entry 

Select Notification 

Select Notification 
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Resolve Discrepancies 

The Resolve Discrepancies option allows you to resolve the discrepancies in various scenarios such as 

Lab Marks, HT vs PC Not Found, HT vs PC Missing 2 Entry Delete, HT vs PC Discrepancies, PC vs 

Marks Not Found Delete, PC vs Marks Missing 2nd Entry Delete, PC vs Marks Discrepancies and Missing 

Paper Codes. A detailed description is provides below: 

Lab Marks Discrepancies 

The Lab Marks Discrepancies option allows you to resolve the discrepancies in Lab Marks. In order to 

resolve the discrepancies, select the Notification and once the required changes are done, click Save 

New Entries as shown below: 

 
Figure 47: Lab Marks Discrepancies 

HT vs PC Not Found Resolver 

The HT vs Pc Not Found Resolver option allows you to resolve the discrepancies list of students who are 

registered to subject but Hall Ticket vs Paper Code not found in first entry and second entry. You can 

update the status and click Save Changed Data to clear that Hall Ticket vs Paper Code Not Found entry 

as shown below: 

 

Select Notification 

Save New Entries 
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Figure 48: Hall Ticket vs Paper Code Not Found Resolver 

HT vs PC Missing 2nd Entry Delete 

The HT vs PC Missing 2nd Entry Delete option allows you to delete the missing records in second entry 

but present in first entry. In order to delete the missing records, select the Notification and click Delete 

as shown below: 

 
Figure 49: HT vs PC Missing 2nd Entry Delete 

Select Notification 

Save Changed Data 

Action to Take 

Select Notification 

Delete Records 
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HT vs PC Discrepancies 

The HT vs PC Discrepancies option allows you to resolves the hall ticket vs paper code discrepancies. In 

order to resolve the discrepancies, select the Notification and once the required changes are done, click 

Save New Entries as shown below: 

 
Figure 50: HT vs PC Discrepancies 

PC vs Marks Not Found Delete 

The PC vs Marks Not Found Delete option allows you todelete the records of entries present in HT vs PC 

1st Entry but PC vs Marks Not Found in both entries. In order to delete the missing records, select the 

Notification and click Delete as shown below: 

 
Figure 51: PC vs Marks Not Found Delete 

Select Notification 

Save New Entries 

Select Notification 

Delete Records 
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PC vs Marks Missing 2nd Entry Delete 

The PC vs Marks Missing 2nd Entry Delete option allows you to delete the missing records in second 

entry but present in first entry. In order to delete the missing records, select the Notification and click 

Delete as shown below: 

 
Figure 52: PC vs Marks Missing 2nd Entry 

PC vs Marks Discrepancies 

The PC vs Marks Discrepancies option allows you to resolve the Paper Code vs Marks Discrepancies. In 

order to resolve the discrepancies, select the Notification and once the required changes are done, click 

Save New Entries as shown below: 

 

Delete Records 

Select Notification 

Select Notification 

Enter First Entry Value 
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Figure 53: PC vs Marks Discrepancies 

Missing Paper Codes 

You can view the missing paper codes in notification using the Missing Paper Codes option. In order to 

view the missing paper codes, select the Notification from the list, select or enter the Subject Code as 

shown in the below snapshot: 

 
Figure 54: Missing Paper Code 

Save New Entries 

Select Notification 

Select Subject Code 
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Data Entry Operator Section 

The Data Entry Operator Section allows you update Lab Marks First entry, Lab Marks Second Entry, HT 

vs PC First Entry, HT vs PC Second Entry, PC vs Marks, PC vs Marks First Entry, PC vs Marks Second 

Entry and it also allows you to Change the Password. A detailed description is provides below: 

Lab Marks First Entry 

The Lab Marks First Entry allows you to update lab marks award list first entry for different students. In 

order to update the lab marks, select the Notification, select College Code, Branch Code and Subject 

Code, enter the Lab Marks and click Validate& Save as shown below: 

 
Figure 55: Lab Marks First Entry 

Lab Marks Second Entry 

The Lab Marks Second Entry allows you to validate and update lab marks award list second entry for 

different students. In order to validate and update the lab marks, select the Notification, select College 

Code, Branch Code and Subject Code, enter the Lab Marks and click Validate& Save as shown 

below: 

Select Notification 

Select College 
Code, Branch 
Code and 
Subject Code 

Enter Lab 
Marks and click 
Validate & 
Save 
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Figure 56: Lab Marks Second Entry 

HT vs PC (Code Slips) First Entry 

The HT vs PC First Entry allows you to validate and update Hall Ticket vs Paper Code(Code Slips) First 

Entry. In order to validate and update the details, select the Notification, select Subject Code, enter the 

Hall Ticket Number and Paper Code and click Validate& Saveto save the details and click Clear All 

Boxes to clear the details as shown below: 

 
Figure 57: HT vs PC First Entry 

Select Notification 

Select College 
Code, Branch 
Code and 
Subject Code 

Enter Lab 
Marks and click 
Validate & 
Save 

Select Notification 
Select 
Subject 
Code 

Enter Hall 
Ticket 
Number, 
Paper Code 
and click 
Validate & 
Save 
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HT vs PC (Code Slips) Second Entry 

The HT vs PC Second Entry allows you to validate and update Hall Ticket vs Paper Code(Code Slips) 

Second Entry. In order to validate and update the details, select the Notification, select Subject Code, 

enter the Hall Ticket Number and Paper Code and Validate& Saveto save the details and click Clear 

All Boxes to clear the details as shown below: 

 
Figure 58: HT Vs PC (Code Slips) Second Entry  

PC vs Marks(Award List) First Entry 

The PC vs Marks First Entry allows you to validate and update Paper Code vs Marks (Award List) First 

Entry. In order to validate and update the details, select the Notification, select Subject Code, enter the 

Paper Code, Marks and Validate& Saveto save the details and click Clear All Boxes to clear the details 

as shown below: 

 
Figure 59: PC vs Marks (Award List) First Entry 

Enter Hall Ticket 
Number, Paper 
Code and click 
Validate & Save 

Select Notification Select Subject Code 

Select Notification 
Select Subject Code 

Enter Paper 
Code, Marks 
and click 
Validate & 
Save 
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PC vs Marks (Award List) Second Entry 

The PC vs Marks Second Entry allows you to validate and update Paper Code vs Marks (Award List) 

Second Entry. In order to validate and update the details, select the Notification, select Subject Code, 

enter the Paper Code, Marks and Validate& Saveto save the details and click Clear All Boxes to clear 

the details as shown below: 

 

Figure 60: PC vs Marks (Award List) Second Entry 

Change Password 

You can change the site password using the Change Password option. In order to change the password, 

enter the Current Password, New Password, Confirm New Password and click Saveas shown below: 

 
Figure 61: Change Password 

 

Select Notification 
Select Subject Code 

Enter Paper 
Code, Marks 
and click 
Validate & 
Save 
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Preface 

Purpose and Audience 

This is auser guide for Examination Management System of Jawaharlal Nehru Technical University 

Anantapur. This document describes the optionssuch as college user selection, student exam 

registrations, upload data, view / download reports, and payments to university. The document is targeted 

at users of Examination Management System. 

Document Convention 

This section of the document describes various types of conventions used throughout the document: 

1. Note 

 

Information that is incidental to the main text flow or to an important point or tip provided in addition to 

the previous statement or instruction. 

2. Bold 

Bold text is used to designate file and folder names, dialog titles, names of buttons, icons, and 

menus, and terms that are objects of user selection. 
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Overview 

Jawaharlal Nehru Technological University, Anantapur (JNTU Anantapur) is a state university in 

Anantapur, Andhra Pradesh, India. Founded in 1946, since 1972 it has been a constituent college of 

Jawaharlal Nehru Technological University. 

The Examination Management System is a web portal that allows the users to perform tasks such as user 

section management, view / download reports, upload data, and make payments.You can access 

Examination Management Portal using the hyperlink http://sarasems.cloudapp.net/cems/WebLogin.aspx 

as shown below. 

 
Figure 1: Login Screen 

Features and Functionalities 

The features and functionalities of Examination Management System admin portal are listed below:  

1. College User Section 

2. Student Exam Registration 

3. Upload Data 

4. View / Download Reports 

5. Payments to University 

  

http://sarasems.cloudapp.net/cems/WebLogin.aspx
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Getting Started 

In order to get started, you need to first login to web portal. To login to Exam Management System, enter 

the User Name and Password and click Login as shown below: 

 
Figure 2: Login Screen 

After logging into the admin portal, the home page will appear on your computer screen with updates 

given by admin as shown below:   

 
Figure 3:Home Page 
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College User Section 

The College User Section allows you to add student to college, edit student details, view students in 

college, view internal marks, view missing internal marks and change password the site password. The 

various option of College Use Section is explained in detail in the following sections: 

Add Student to Your College 

You can add students to your college using the Add Student to Your College option. In order to add a 

student to your college, you need to enter the mandatory student details like halt ticket number, student 

name, father's name, gender, date of birth, reason for addition and you would also require to upload a 

photograph of the student. 

The below screen provides a brief description of the Add Student to Your College option: 

 
Figure 4: Add Student to Your College 

Enter the Halt Ticket 

Number, Student Name, 

Father's Name and 

Mother's Name 

Specify the Gender, 

Date of Birth, Caste and 

Specify if Physically 

Handicapped 

Upload 

Student's Photo 

Enter the Reason 

for Addition and 

click Save 
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Edit Student Details 

You can edit the student's details using the Edit Student Details option. If you edit the student details 

more than once, the latest modifications will be updated in the college database. In order to edit the 

student details, you need to enter the halt ticket number first. The below screen provides a brief 

description of the Edit Student Details option: 

 

 
Figure 5: Edit Student Details 

 

Enter the halt 

ticket number and 

click Get Details 

Edit Student 

Details as 

per your 

requirement 

and Click 

Save 
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View Students in College 

The View Students in College option allows you to view the list of students in colleges. You can filter the 

list by course, by branch and by year. The below screen provides a brief description of the View Students 

in College option:  

 
Figure 6: View Students in College 

View Internal Marks 

You can view the internal marks of different students using the View Internal Marks option. In order to 

view the internal marks of the students, you need to select the course, branch, batch year and semester. 

The below figure provides a brief description of the View Internal Marks option: 

 
Figure 7: View Internal Marks 

Apply Filter 

List of Students in College 

Export to 

Excel 

Select Course, 

Branches, 

Batch Year, 

Semester and 

click Get Marks 

Export to Excel 
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View Missing Internal Marks 

The View Missing Internal Marks option allows you to view the missing and zero internal marks of the 

students. In order to view the missing internal marks, you need to select the Notification first. The below 

screen provides a brief description of the View Missing Internal Marks option: 

 
Figure 8: View Missing Internal Marks of Students 

Change Password 

You can change the password using the Change Password option. In order to change the password, 

enter the Current Password, New Password, Confirm New Password and click Save as shown below: 

 
Figure 9: Change Password 

Select 

Notification, 

Course and 

Semester 
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Student Exam Registration 

The Student Exam Registration screen allows you to Add Exam Registration, View Registered Students, 

and Delete Registration. Various options of Student Exam Registration is explained in the below sections: 

Add Exam Registration 

You can register to exam notification using the Add Exam Registration option. You can register to 

notifications any number of times. However, the recent registration will be considered by the system. 

Below screen provides a brief description of Add Exam Registration: 

 
Figure 10: Add Exam Registration 

 

Select Notification 

Register 

Enter Hall Ticket 

Number 

Select Notification 
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View Registered Students 

You can view the list of the students registered for the selected notifications. In order to view the list of 

students registered for notifications, select the type of notification from the list. The below screen provides 

a brief description of View Registered Students option: 

 
Figure 11: View Registered Students  

Delete Registration 

A Student registration can be removed from a Notification if student has already registered for it. You can 

remove a student from the registered list using the Delete Registration option. The below screen provides 

a brief description of the Delete Registration option: 

 
Figure 12: Delete Registration 

Select Notification 

Export to Excel 

Select Notification 

Enter Hall Ticket 

Number 

Delete Registration 



User Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  13 

Upload Data 

You upload various types of data into Exam Management System using the Upload Data option. The 

Upload Data option allows you to upload Student Photo, Student Details, Detained List Records, Internal 

Marks Data, D-Form and MP Details. Each of these options are explained in the below section: 

Student Photo 

You can upload student's photo using the Student Photo option. You can only upload a relevant zip file 

which contains student images. The maximum file size should be 5MB, you can upload bulk images using 

the Student Photo option as shown below: 

 
Figure 13: Upload Student Photo 

Student Details 

You can upload student details using the Student Details option. You can only upload anExcel file which 

contains student data. The Student Details option allows you to download the templates for uploading 

student details,you also can upload student details in bulk using the Student Details option as shown 

below: 
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Figure 14: Upload Student Details 

Detained List Records 

The Detained List Records option allows you to add or remove students from detained students list. In 

order to add or delete students from the detained students list, select the Course, Enter the Halt Ticket 

Numberand click Add As Detained to add a student and click the Delete  a student from the detained 

students list as shown below: 

 
Figure 15: Upload Detained Students Data 

Internal Marks Data 

You can upload internal marks of the students using the Internal Marks Data option. You can download 

exam notification from exam section and enter the data to the excel file, in order to upload internal marks 

of the students select Notification from the list, browse the file and click Upload as shown below: 

 

Add to List 

Delete Student 
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Figure 16: Upload Internal Marks 

Upload D – Form 

You can upload the D – Form using the Upload D – Form option. You can upload the D – Form for a 

subject only an hour after exam start date and exam end date. The below screen provides a brief 

description of the Upload D – Form option: 

 
Figure 17: Upload D – Form 

Upload MP (Malpractice) Details 

You can upload the MP Details using the Upload MP Details option. You can upload the MP Details for a 

subject only an hour after exam start date and exam end date. The below screen provides a brief 

description of the Upload MP Details option:  

 
Figure 18: Upload Malpractice 
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View or Download Reports 

You can view or download various types of reports using the View / Download option. The View / 

Download option allows you to view or download exam notifications, time table, student references, hall 

tickets, individual hall tickets, TSheets, internal marks template, D – Form, MP details and students 

writings in your college. A detailed explanation of various types of reports are provided in the below 

sections: 

Exam Notification 

You can download exam notifications using the Exam Notifications option. In order to download an exam 

notification, select the Notification from the list and click Downloadto download the notification as shown 

below:  

 
Figure 19: Download Exam Notifications 

Exam Time Table 

You can download exam time table using the Exam Time Table option. In order to download an exam 

time table, select the Notification from the list and click Downloadto save the time table as shown below:  

 
Figure 20: Exam Time Table 
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Student Reference 

The Student Reference option allows you to view thefinalized list of student data in the server which will 

be used to generate hall tickets. You can also download the finalized student data using the Student 

reference option as shown below: 

 
Figure 21: Student Reference 

Download Hall Tickets 

You can download exam hall tickets using the Download Hall Tickets option. In order to download an 

exam hall tickets, select the Notification from the list and click Download as shown below: 

 
Figure 22: Download Hall Tickets 

Download Individual Hall Tickets 

You can download individual exam hall tickets using the Download Individual Hall Tickets option. Hall 

Ticket is available for download only if the student has registered after Hall Tickets are generated. In 
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order to download an individual exam hall tickets, select the Notificationfrom the list, enterHall Ticket 

Number and click Download as shown below: 

 
Figure 23: Download Individual Hall Ticket 

Download TSheet 

You can download TSheet using the Download TSheet option. In order to download a TSheet, select the 

Notification from the list and click Download as shown below: 

 
Figure 24: Download TSheet 
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Internal Marks Template 

You can download Internal Marks Templates using the Internal Marks Template option. In order to 

download a template, select the Notification from the list and click Download as shown below: 

 
Figure 25: Internal Marks Template 

Students Writing in Your College 

You can view and download students writing for a particular date using the Student Writing in Your 

College option. In order to download Students Writing, select the Notification, select Examination Date 

and Exam Type from the list and click Download as shown below: 

 
Figure 26: Students Writing In Your College 
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Download D – Form Report 

You can view and download D – Form Report using the D - Form option. Download the D-Form Report 

only after uploadingthe details of Absent Students andone D- Form is enough for one Notification. In 

order to view and download D - Form Reports, select the Notification from the list, select Exam Date and 

click Download as shown below: 

 
Figure 27: Download D – Form Report 

Malpractice Details 

You can view and download MalpracticeDetails using the Malpractice Details option. In order to view and 

download Malpractice Details, select the Notification from the list, select Exam Date and click 

Download as shown below: 

 
Figure 28: Download Malpractice Report 
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Payments to University 

You can view the payments details such as registration amount using the Payments to University option. 

To view the Registration Amount, click Payments to University and then click Registration Amountas 

shown below: 

 
Figure 29: Registration Amount to Pay to University  

 

You can download the Registration Amount details using the Export to Excel or Export to PDF. 
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Preface 

Purpose and Audience 

This is an administrator guide for Examination Management System of Jawaharlal Nehru Technical 

University Anantapur. This document describes tasks such as data administration, exam management, 

site modifications, reports, data publishing, college approvals, payment details, discrepancies and data 

entry. The document is targeted at admin users of Examination Management System. 

Document Convention 

This section of the document describes various types of conventions used throughout the document: 

1. Note 

 

Information that is incidental to the main text flow or to an important point or tip provided in addition to 

the previous statement or instruction. 

2. Bold 

Bold text is used to designate file and folder names, dialog titles, names of buttons, icons, and 

menus, and terms that are objects of user selection. 
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Overview 

Jawaharlal Nehru Technological University, Anantapur (JNTU Anantapur) is a state university in 

Anantapur, Andhra Pradesh, India. Founded in 1946, since 1972 it has been a constituent college of 

Jawaharlal Nehru Technological University. 

The Examination Management System is a web portal that allows the admin users to perform website 

administration tasks.You can access Examination Management Portal using the hyperlink 

http://sarasems.cloudapp.net/aems/WebLogin.aspx as shown below. 

 
Figure 1: Login Screen 

Features and Functionalities 

The features and functionalities of Examination Management System admin portal are listed below:  

1. Data Administration 

2. Exam Management 

3. Modifications 

4. Reports 

5. Publish Data to College 

6. College Approvals 

7. Payments 

8. View and Resolve Discrepancies 

http://sarasems.cloudapp.net/aems/WebLogin.aspx
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9. Data Entry Operations 

Getting Started 

In order to get started with the administration work, you need to login to the admin portal of Examination 

Management System. Enter the User Name and Password and click Login to login to admin portal as 

shown below: 

 
Figure 2: Login Screen 

After logging into the admin portal, the home page will appear on your computer screen as shown below:   

 
Figure 3:Home Page 
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Data Administration 

The Data Administration menu allows you to manage colleges, branches, semesters, subjects, courses, 

branches in college, users in college and data entry operators in college. The admin portal also allows 

you to add, edit and delete Courses, Branches, Semesters, Subjects and College Users.  

Operations 

Add, Edit and Delete operation will be similar throughout the portal. A detailed explanation of Add, Edit 

and Delete operations are provided below: 

Add New Record 

You can add new Courses, Branches, Semesters, Subjects and College Users to the list using the Add 

New Record option. To add a new Course or Branch or Semesters or Subjector College User to the list 

follow the steps listed below: 

1. Click Manage Coursesfrom the list and select Regulation as shown below: 

 
Figure 4: Select Regulation 

 

The select regulations option is applicable only while adding a new Course to the list. Different options has to be 

selected to add different services and users.  



Administrator's Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  9 

2. Click Add New Record, enter the Course Code and Course Name, and click Insert  as shown 

below: 

 
Figure 5: Add New Record 

Edit Records 

You can edit the list of Courses, Branches, Semesters, Subjects and College Usersusing the edit option. 

To edit the list click the Edit  button and to save the changes click Update  as shown below: 

 
Figure 6: Edit Records 
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Delete Records 

You can delete the list of Courses, Branches, Semesters, Subjects and College Users using the delete 

option. To delete Course or Branch or Semesters or Subjector College User, click the Delete  button 

and click OK as shown below: 

 
Figure 7: Delete Record 

Manage Courses 

The Manage Course option allows you to add, edit and delete the courses. The below screen provides a 

brief description of the Manage Courses option: 

 
Figure 8: Manage Courses 

Add New Record 

Edit 

Record 

Select Regulations 

Delete 

Record 
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Manage Branches 

The Manage Branches option allows you to add, edit and delete the Branches. The below screen 

provides a brief description of the Manage Branches option: 

 
Figure 9: Manage Branches 

Manage Semester 

The Manage Semester option allows you to add, edit and delete the Branches. The below screen 

provides a brief description of the Manage Semester option: 

 
Figure 10: Manage Semester 

Add new record 

Edit 

Record 

Delete 

Record 

Add new record 

Add new record 

Select Course 

Edit 
record 

Delete 
record 
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Manage Subject 

The Manage Subject option allows you to add, edit and delete the Subjects. In order to Add, Edit or 

Delete the Subjects, you need to select the Course, Branch and Semester first. The below screen 

provides a brief description of the Manage Subjects option: 

 
Figure 11: Manage Subjects 

Manage College 

The Manage College option allows you to add, edit and delete the Colleges from the list. The below 

screen provides a brief description of the Manage College option: 

 
Figure 12: Manage College 

Select Course 

Select Course 

Select 
Semester 
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Manage Branches in College 

The Manage Branches in Colleges option allows you to add to a particular Course to a particular College. 

In order to add a Subject, you need to select the Course, and College first. The below screen provides a 

brief description of the Manage Branches in College option: 

 
Figure 13: Manage Branches Present in Colleges 

Manage College Circles for Jumbling 

The Manage College Circles for Jumbling option allows you to edit and update the college circle. In order 

to update the college circle, you need to select the course first. The below screen provides a brief 

description of the Manage College Circles for Jumbling option: 

 
Figure 14: Manage College Circles for Jumbling 
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Manage Users in Colleges 

The Manage Users in College option allows you to add new users to a particular college and it also allows 

you to view the passwords of all the users of different colleges.The below diagram provides a brief 

description of the Manage Users in Colleges options: 

 
Figure 15: Manage Users in College 

Manage Data Entry Operators 

The Manage Data Entry Operators option allows you to add new data entry operators to the list. You can 

also edit the data entry user details and view passwords of different data entry operators. The below 

screen provides a brief description of the Manage data Entry option: 

 
Figure 16: Manage Data Entry Operators 

Add new record Show Password 

Add new record 
Edit 

Show Password Delete 



Administrator's Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  15 

Exam Management 

You can manage exam notifications, time tables, and internal marks. The Exam Management tab allows 

you to generate hall tickets, TSheets and Marks Sheets. You can also manage recounting / missing 

marks entry and marks sheet details. 

Manage Exam Notifications 

You can manage the exam notifications such as exam fees, cost of application, last date last fee amount, 

end date and etc. In order to manage the notifications you need to select the existing notifications. The 

below screens provide a brief description of the Manage Exam Notifications: 

 

Select Existing Notification 

Regular / Supplementary Exam Fees 

Manage Memorandum of 
Marks Fee, Cost of 
Applications, Notification 
Month and Notification 
Year Manage Description 

to display in TSheet 
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Figure 17: Manage Exam Notifications 

 

You can also create a notification using the Exam Notification option. In order to create a notification, enter the 

required details and click Save as shown in the above snapshot and do not select the existing notification. 

Manage Exam Time Table 

You can manage the exam tile table for different subjects using the Manage Exam Time Table option. In 

order to manage the exam timetable you need to select the existing notification. The below screens 

provide a brief description of the Manage Exam Notifications: 

 
Figure 18: Manage Exam Time Table 

Apply Jumbling 

Set Last Date without Late Fee 

Set Late Fee1 Amount 

Set Late Fee1 End Date 

Set Late Fee2 Amount 

Set Late Fee2 End Date 

Set Late Fee3 Amount 

Set Late Fee3 End Date 

Exam Commencing Date Save Changes 

Set Late Fee4 Amount 

Select Notification 

Edit Time Table 

Export to Excel 
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View MissingInternal Marks 

You can view the data of college whose students are registered but internal marks are not found suing 

the View Internal Missing Marks option. In order to view missing internal marks, select the Notification as 

shown below: 

 
Figure 19: View Missing Internal Marks 

Generate Hall Ticket 

You can generate student's hall tickets or regenerate hall ticket using the Generate Hall Ticket option. In 

order to generate Hall Tickets, select the Notificationand click Generate. You can regenerate the hall 

ticket using the Hall Ticket number as shown below: 

 
Figure 20: Generate Hall Ticket 

Select Notification 

Export to Excel 

Select Notification 

Generate 

List of Registered students after Hall Ticket Generation 

Enter the Hall Ticket Number 
and click Clear to Re-Generate 
Individual Hall Ticket 
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Generate TSheet 

You can generate TSheets using the Generate TSheet option. Once the TSheet generated, you will not 

be able to generate another notification TSheets for an hour. In order to generate TSheets, select the 

Notification,select the Date and click Generate: 

 
Figure 21: Generate TSheet   

Recounting / Missing Marks Entry 

You can view and modify the recounting or missing marks entries using the Recounting or Missing Marks 

Entry option. In order to view the recounting or missing marks, select the Notification, enter the Hall 

Ticket number and click Get Details as shown below: 

 
Figure 22: Recounting / Missing Marks 

 

You can also modify the recounting or missing marks entries using the Modify button. In order to modify the marks, 

select the record and click Modify. 

Select Notification 

Generate 

Enter the Date 

Select Notification 

Enter the Hall Ticket Number 
and click Get Details 

Modify 
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Recounting Management 

The Recounting Management option allows you to view the paper codes for marks recounting cases. In 

order to get the paper codes, select the Notification, enter the Hall Ticket Number and Subject Code 

and click Get PaperCodes as shown in the snapshot below: 

 
Figure 23: Recounting Management 

Marks Sheet Details Entry 

You can save the marks sheet details such as Marks Sheet Description and Month/ Year data of Marks 

Sheet using the Marks Sheet Details Entry option. In order to save the Marks Sheet Details, select the 

Notification, enter Marks Sheet Description, enter Month / Date data of Marks Sheet and click Save as 

shown below: 

 
Figure 24: Marks Sheet Detail Entry 
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Generate Marks Sheets 

You can generate student's marks sheets using the Generate Marks Sheets option. You will not be able 

to generate another marks sheet for an hour. In order to generate Marks Sheet, select the Notification, 

enter or select the Dateto print on Marks Sheet and click Generateas shown below: 

 
Figure 25: Generate Marks Sheet 

  

Select Notification 

Date 

Generate 



Administrator's Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  21 

Modifications 

The Modifications menu allows you to modify the Welcome Page updates and it allows you to make 

correction to student registrations. You can add, delete or edit the welcome page updates and you can 

change the registration of students using their Hall Ticket number. A detailed explanation about Welcome 

Page Update and Registration Correction is provide in the below sections: 

Welcome Page Updates 

The Welcome Page Update option allows you to add new update, edit or delete an existing update. You 

can also export the data to an excel file. The below screen provides a brief description of the Welcome 

Pages Updates option: 

 
Figure 26: Welcome Page Updates 

Registration Corrections 

The Registration Correction option allows you to make changes to students' registration details. In order 

to make changes to student registration details, select the Notification, enter the Hall Ticket Number, and 

click Get Detail as shown below: 

 
Figure 27: Registration Correction 

Add New Record 

Add New Record 

Edit Record 
Delete Record 

Export to Excel 

Is Visible 

Select Notification 

Enter Hall Ticket Number 



Administrator's Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  22 

The Registration Correction option allows you to change the details such as Exam Type, Subject Code, 

and Subject Name. The below screen provide a brief description of The Registration Correction option: 

 
Figure 28: Registration Details 

Once you click the Change Registration button, you will be prompted to confirm the action.Click Confirm 

to update the changes in the server, you can also cancel the action by clicking the Cancel button as 

shown in the snapshot below: 

 
Figure 29: Confirm 
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View / Download Reports 

You can view or download various types of reports using the View / Download Reports menu. The View / 

Download Reports menu allows you to view or download Exam Notifications and Exam Time Table. A 

detailed explanation about various reports are provide in the below sections: 

Exam Notification 

You can view and download Exam Notification report using the Exam Notification option. In order to view 

Exam Notification Reports, select Notification and click View as shown in the snapshot below: 

 
Figure 30: Exam Notification 

Exam Notification Report will open in a new window, to download the report click the Save button as 

shown below: 

 
Figure 31: Exam Notification Report 
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Exam Time Table 

You can view and download Exam Time Table using the Exam Time Table option. In order to view Exam 

Time Tables, select Notification and click View as shown in the snapshot below: 

 
Figure 32: Exam Time Table 

Exam Time Table will open in a new window, to download the Time Table click the Save button as shown 

below: 

 
Figure 33: Exam Time Table 
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Publish Data to College 

You can publish various types of notifications such as Exam Notifications and Exam Time Table using the 

Publish Data to College option. A detailed explanation about publish data is provided in the below section: 

Exam Notification 

You can publish exam notifications using the Exam Notification option. In order to publish exam 

notifications, select Notification form the list and click the Click Here link as shown below: 

 
Figure 34: Publish Exam Notification 

Exam Time Table 

You can publish exam time table using the Exam Time Table option. In order to publish exam time table, 

select Notification form the list and click the Click Here link as shown below: 

 
Figure 35: Exam Time Table 
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In order to publish exam notifications and exam time table, you need to upload the notifications and time table in an 

Excel format as shown below: 

 
Figure 36: Upload Excel File 
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College Approvals 

The College Approvals menu enables you to approve modified student details, new student details and 

Re- Registration request. A detailed explanation about the College Approvals option is provided in the 

below section: 

Approve Modified Students 

You can approve details modified by students such as Student Name, Father Name, Mother Name, 

Caste, etc. You can approve all using the Select All checkbox or you can also approve individual details 

using respective checkboxes as shown below: 

 
Figure 37: Approve Modified Student Details 

Approve 

Approve 
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Approve New Students 

You can approve new student details such as College, Course, Branch, Hall Ticket Number, etc. You can 

approve all students using the Select All checkbox or you can also approve individual student details 

using respective checkboxes as shown below: 

 
Figure 38: Approve New Students 

Student Re-Registration 

You can approve re-registered student details such as Hall Ticket Number, Student Name, and College 

Name etc. You can approve re – registered student details using the Select All checkbox or you can also 

approve individual student details using respective checkboxes as shown below: 

 
Figure 39: Student Re-Registration 
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Payments from Colleges 

You can view the Registration Amount from colleges using the Registration Amount option in the 

Payments from Colleges menu. You can also download the registration amount details using the Export 

to Excel or Export to Adobe options, the below screen provides a brief description of the Registration 

Amount option: 

 
Figure 40: Registration Amount from Colleges 
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View Discrepancies 

The View Discrepancies option allows you to view various types of discrepancies such as Lab Marks not 

Found, Labs Marks Missing 2nd Entry, HT vs PC Not Found, HT vs PC Missing 22nd Entry, PC vs Marks 

Not Found, PC vs Marks Missing 2nd.  A detailed explanation about various Discrepancies are provided 

in the below sections: 

Lab Marks Not Found 

The Lab Marks Not Found option enables you to view the details of students registered to lab but lab 

marks are not found in first entry and second entry. In order to view the details of students registered to 

lab but lab marks are not found, select the Notification as shown below: 

 
Figure 41: Lab Marks not Found 

Lab Marks Missing 2nd Entry 

The Lab Marks Missing 2nd Entry option enables you to view the missing records in second entry but 

present in first entry. In order to view the details of student records missing in second entry, select the 

Notification as shown below: 

 
Figure 42: Lab Marks Missing 2nd Entry 
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HT vs PC Not Found 

The HT vs PC Not Found option enables you to view the details of the students registered to subject but 

Hall Ticket vs Paper Code Not Found in first entry and second entry. In order to view the details, select 

the Notification as shown below: 

 
Figure 43: HT vs PC Not Found 

HT vs PC Missing 2nd Entry 

The HT vs PC Missing 2nd Entry option enables you to view the missing Hall Ticket vs Paper Code in 

second entry but present in first entry. In order to view the missing details in second entry, select the 

Notification as shown below: 

 
Figure 44: HT vs PC Missing 2nd Entry 

Select Notification 

Select Notification 
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PC vs Marks Not Found 

The PC vs Marks Not Found option enables you to view the PC vs Marks Not Found in first and second 

entries (HT vs PC 1st entry present). In order to view the missing details, select the Notification as 

shown below: 

 
Figure 45: PC vs Marks Not Found 

PC vs Marks Missing 2nd Entry 

The PC vs Marks Missing 2nd Entry option enables you to view the missing records in second entry but 

present in first entry. In order to view the missing details in second entry, select the Notification as 

shown below: 

 
Figure 46: PC vs Marks Missing 2nd Entry 

Select Notification 

Select Notification 
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Resolve Discrepancies 

The Resolve Discrepancies option allows you to resolve the discrepancies in various scenarios such as 

Lab Marks, HT vs PC Not Found, HT vs PC Missing 2 Entry Delete, HT vs PC Discrepancies, PC vs 

Marks Not Found Delete, PC vs Marks Missing 2nd Entry Delete, PC vs Marks Discrepancies and Missing 

Paper Codes. A detailed description is provides below: 

Lab Marks Discrepancies 

The Lab Marks Discrepancies option allows you to resolve the discrepancies in Lab Marks. In order to 

resolve the discrepancies, select the Notification and once the required changes are done, click Save 

New Entries as shown below: 

 
Figure 47: Lab Marks Discrepancies 

HT vs PC Not Found Resolver 

The HT vs Pc Not Found Resolver option allows you to resolve the discrepancies list of students who are 

registered to subject but Hall Ticket vs Paper Code not found in first entry and second entry. You can 

update the status and click Save Changed Data to clear that Hall Ticket vs Paper Code Not Found entry 

as shown below: 

 

Select Notification 

Save New Entries 
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Figure 48: Hall Ticket vs Paper Code Not Found Resolver 

HT vs PC Missing 2nd Entry Delete 

The HT vs PC Missing 2nd Entry Delete option allows you to delete the missing records in second entry 

but present in first entry. In order to delete the missing records, select the Notification and click Delete 

as shown below: 

 
Figure 49: HT vs PC Missing 2nd Entry Delete 
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HT vs PC Discrepancies 

The HT vs PC Discrepancies option allows you to resolves the hall ticket vs paper code discrepancies. In 

order to resolve the discrepancies, select the Notification and once the required changes are done, click 

Save New Entries as shown below: 

 
Figure 50: HT vs PC Discrepancies 

PC vs Marks Not Found Delete 

The PC vs Marks Not Found Delete option allows you todelete the records of entries present in HT vs PC 

1st Entry but PC vs Marks Not Found in both entries. In order to delete the missing records, select the 

Notification and click Delete as shown below: 

 
Figure 51: PC vs Marks Not Found Delete 
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PC vs Marks Missing 2nd Entry Delete 

The PC vs Marks Missing 2nd Entry Delete option allows you to delete the missing records in second 

entry but present in first entry. In order to delete the missing records, select the Notification and click 

Delete as shown below: 

 
Figure 52: PC vs Marks Missing 2nd Entry 

PC vs Marks Discrepancies 

The PC vs Marks Discrepancies option allows you to resolve the Paper Code vs Marks Discrepancies. In 

order to resolve the discrepancies, select the Notification and once the required changes are done, click 

Save New Entries as shown below: 
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Figure 53: PC vs Marks Discrepancies 

Missing Paper Codes 

You can view the missing paper codes in notification using the Missing Paper Codes option. In order to 

view the missing paper codes, select the Notification from the list, select or enter the Subject Code as 

shown in the below snapshot: 

 
Figure 54: Missing Paper Code 
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Data Entry Operator Section 

The Data Entry Operator Section allows you update Lab Marks First entry, Lab Marks Second Entry, HT 

vs PC First Entry, HT vs PC Second Entry, PC vs Marks, PC vs Marks First Entry, PC vs Marks Second 

Entry and it also allows you to Change the Password. A detailed description is provides below: 

Lab Marks First Entry 

The Lab Marks First Entry allows you to update lab marks award list first entry for different students. In 

order to update the lab marks, select the Notification, select College Code, Branch Code and Subject 

Code, enter the Lab Marks and click Validate& Save as shown below: 

 
Figure 55: Lab Marks First Entry 

Lab Marks Second Entry 

The Lab Marks Second Entry allows you to validate and update lab marks award list second entry for 

different students. In order to validate and update the lab marks, select the Notification, select College 

Code, Branch Code and Subject Code, enter the Lab Marks and click Validate& Save as shown 

below: 
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Figure 56: Lab Marks Second Entry 

HT vs PC (Code Slips) First Entry 

The HT vs PC First Entry allows you to validate and update Hall Ticket vs Paper Code(Code Slips) First 

Entry. In order to validate and update the details, select the Notification, select Subject Code, enter the 

Hall Ticket Number and Paper Code and click Validate& Saveto save the details and click Clear All 

Boxes to clear the details as shown below: 

 
Figure 57: HT vs PC First Entry 
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HT vs PC (Code Slips) Second Entry 

The HT vs PC Second Entry allows you to validate and update Hall Ticket vs Paper Code(Code Slips) 

Second Entry. In order to validate and update the details, select the Notification, select Subject Code, 

enter the Hall Ticket Number and Paper Code and Validate& Saveto save the details and click Clear 

All Boxes to clear the details as shown below: 

 
Figure 58: HT Vs PC (Code Slips) Second Entry  

PC vs Marks(Award List) First Entry 

The PC vs Marks First Entry allows you to validate and update Paper Code vs Marks (Award List) First 

Entry. In order to validate and update the details, select the Notification, select Subject Code, enter the 

Paper Code, Marks and Validate& Saveto save the details and click Clear All Boxes to clear the details 

as shown below: 

 
Figure 59: PC vs Marks (Award List) First Entry 
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PC vs Marks (Award List) Second Entry 

The PC vs Marks Second Entry allows you to validate and update Paper Code vs Marks (Award List) 

Second Entry. In order to validate and update the details, select the Notification, select Subject Code, 

enter the Paper Code, Marks and Validate& Saveto save the details and click Clear All Boxes to clear 

the details as shown below: 

 

Figure 60: PC vs Marks (Award List) Second Entry 

Change Password 

You can change the site password using the Change Password option. In order to change the password, 

enter the Current Password, New Password, Confirm New Password and click Saveas shown below: 

 
Figure 61: Change Password 
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Preface 

Purpose and Audience 

This is auser guide for Examination Management System of Jawaharlal Nehru Technical University 

Anantapur. This document describes the optionssuch as college user selection, student exam 

registrations, upload data, view / download reports, and payments to university. The document is targeted 

at users of Examination Management System. 

Document Convention 

This section of the document describes various types of conventions used throughout the document: 

1. Note 

 

Information that is incidental to the main text flow or to an important point or tip provided in addition to 

the previous statement or instruction. 

2. Bold 

Bold text is used to designate file and folder names, dialog titles, names of buttons, icons, and 

menus, and terms that are objects of user selection. 
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Overview 

Jawaharlal Nehru Technological University, Anantapur (JNTU Anantapur) is a state university in 

Anantapur, Andhra Pradesh, India. Founded in 1946, since 1972 it has been a constituent college of 

Jawaharlal Nehru Technological University. 

The Examination Management System is a web portal that allows the users to perform tasks such as user 

section management, view / download reports, upload data, and make payments.You can access 

Examination Management Portal using the hyperlink http://sarasems.cloudapp.net/cems/WebLogin.aspx 

as shown below. 

 
Figure 1: Login Screen 

Features and Functionalities 

The features and functionalities of Examination Management System admin portal are listed below:  

1. College User Section 

2. Student Exam Registration 

3. Upload Data 

4. View / Download Reports 

5. Payments to University 

  

http://sarasems.cloudapp.net/cems/WebLogin.aspx
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Getting Started 

In order to get started, you need to first login to web portal. To login to Exam Management System, enter 

the User Name and Password and click Login as shown below: 

 
Figure 2: Login Screen 

After logging into the admin portal, the home page will appear on your computer screen with updates 

given by admin as shown below:   

 
Figure 3:Home Page 
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College User Section 

The College User Section allows you to add student to college, edit student details, view students in 

college, view internal marks, view missing internal marks and change password the site password. The 

various option of College Use Section is explained in detail in the following sections: 

Add Student to Your College 

You can add students to your college using the Add Student to Your College option. In order to add a 

student to your college, you need to enter the mandatory student details like halt ticket number, student 

name, father's name, gender, date of birth, reason for addition and you would also require to upload a 

photograph of the student. 

The below screen provides a brief description of the Add Student to Your College option: 

 
Figure 4: Add Student to Your College 
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Edit Student Details 

You can edit the student's details using the Edit Student Details option. If you edit the student details 

more than once, the latest modifications will be updated in the college database. In order to edit the 

student details, you need to enter the halt ticket number first. The below screen provides a brief 

description of the Edit Student Details option: 

 

 
Figure 5: Edit Student Details 
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View Students in College 

The View Students in College option allows you to view the list of students in colleges. You can filter the 

list by course, by branch and by year. The below screen provides a brief description of the View Students 

in College option:  

 
Figure 6: View Students in College 

View Internal Marks 

You can view the internal marks of different students using the View Internal Marks option. In order to 

view the internal marks of the students, you need to select the course, branch, batch year and semester. 

The below figure provides a brief description of the View Internal Marks option: 

 
Figure 7: View Internal Marks 
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View Missing Internal Marks 

The View Missing Internal Marks option allows you to view the missing and zero internal marks of the 

students. In order to view the missing internal marks, you need to select the Notification first. The below 

screen provides a brief description of the View Missing Internal Marks option: 

 
Figure 8: View Missing Internal Marks of Students 

Change Password 

You can change the password using the Change Password option. In order to change the password, 

enter the Current Password, New Password, Confirm New Password and click Save as shown below: 

 
Figure 9: Change Password 
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Student Exam Registration 

The Student Exam Registration screen allows you to Add Exam Registration, View Registered Students, 

and Delete Registration. Various options of Student Exam Registration is explained in the below sections: 

Add Exam Registration 

You can register to exam notification using the Add Exam Registration option. You can register to 

notifications any number of times. However, the recent registration will be considered by the system. 

Below screen provides a brief description of Add Exam Registration: 

 
Figure 10: Add Exam Registration 
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View Registered Students 

You can view the list of the students registered for the selected notifications. In order to view the list of 

students registered for notifications, select the type of notification from the list. The below screen provides 

a brief description of View Registered Students option: 

 
Figure 11: View Registered Students  

Delete Registration 

A Student registration can be removed from a Notification if student has already registered for it. You can 

remove a student from the registered list using the Delete Registration option. The below screen provides 

a brief description of the Delete Registration option: 

 
Figure 12: Delete Registration 
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Upload Data 

You upload various types of data into Exam Management System using the Upload Data option. The 

Upload Data option allows you to upload Student Photo, Student Details, Detained List Records, Internal 

Marks Data, D-Form and MP Details. Each of these options are explained in the below section: 

Student Photo 

You can upload student's photo using the Student Photo option. You can only upload a relevant zip file 

which contains student images. The maximum file size should be 5MB, you can upload bulk images using 

the Student Photo option as shown below: 

 
Figure 13: Upload Student Photo 

Student Details 

You can upload student details using the Student Details option. You can only upload anExcel file which 

contains student data. The Student Details option allows you to download the templates for uploading 

student details,you also can upload student details in bulk using the Student Details option as shown 

below: 
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Figure 14: Upload Student Details 

Detained List Records 

The Detained List Records option allows you to add or remove students from detained students list. In 

order to add or delete students from the detained students list, select the Course, Enter the Halt Ticket 

Numberand click Add As Detained to add a student and click the Delete  a student from the detained 

students list as shown below: 

 
Figure 15: Upload Detained Students Data 

Internal Marks Data 

You can upload internal marks of the students using the Internal Marks Data option. You can download 

exam notification from exam section and enter the data to the excel file, in order to upload internal marks 

of the students select Notification from the list, browse the file and click Upload as shown below: 

 

Add to List 

Delete Student 
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Figure 16: Upload Internal Marks 

Upload D – Form 

You can upload the D – Form using the Upload D – Form option. You can upload the D – Form for a 

subject only an hour after exam start date and exam end date. The below screen provides a brief 

description of the Upload D – Form option: 

 
Figure 17: Upload D – Form 

Upload MP (Malpractice) Details 

You can upload the MP Details using the Upload MP Details option. You can upload the MP Details for a 

subject only an hour after exam start date and exam end date. The below screen provides a brief 

description of the Upload MP Details option:  

 
Figure 18: Upload Malpractice 
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View or Download Reports 

You can view or download various types of reports using the View / Download option. The View / 

Download option allows you to view or download exam notifications, time table, student references, hall 

tickets, individual hall tickets, TSheets, internal marks template, D – Form, MP details and students 

writings in your college. A detailed explanation of various types of reports are provided in the below 

sections: 

Exam Notification 

You can download exam notifications using the Exam Notifications option. In order to download an exam 

notification, select the Notification from the list and click Downloadto download the notification as shown 

below:  

 
Figure 19: Download Exam Notifications 

Exam Time Table 

You can download exam time table using the Exam Time Table option. In order to download an exam 

time table, select the Notification from the list and click Downloadto save the time table as shown below:  

 
Figure 20: Exam Time Table 
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Student Reference 

The Student Reference option allows you to view thefinalized list of student data in the server which will 

be used to generate hall tickets. You can also download the finalized student data using the Student 

reference option as shown below: 

 
Figure 21: Student Reference 

Download Hall Tickets 

You can download exam hall tickets using the Download Hall Tickets option. In order to download an 

exam hall tickets, select the Notification from the list and click Download as shown below: 

 
Figure 22: Download Hall Tickets 

Download Individual Hall Tickets 

You can download individual exam hall tickets using the Download Individual Hall Tickets option. Hall 

Ticket is available for download only if the student has registered after Hall Tickets are generated. In 
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order to download an individual exam hall tickets, select the Notificationfrom the list, enterHall Ticket 

Number and click Download as shown below: 

 
Figure 23: Download Individual Hall Ticket 

Download TSheet 

You can download TSheet using the Download TSheet option. In order to download a TSheet, select the 

Notification from the list and click Download as shown below: 

 
Figure 24: Download TSheet 
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Internal Marks Template 

You can download Internal Marks Templates using the Internal Marks Template option. In order to 

download a template, select the Notification from the list and click Download as shown below: 

 
Figure 25: Internal Marks Template 

Students Writing in Your College 

You can view and download students writing for a particular date using the Student Writing in Your 

College option. In order to download Students Writing, select the Notification, select Examination Date 

and Exam Type from the list and click Download as shown below: 

 
Figure 26: Students Writing In Your College 
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Download D – Form Report 

You can view and download D – Form Report using the D - Form option. Download the D-Form Report 

only after uploadingthe details of Absent Students andone D- Form is enough for one Notification. In 

order to view and download D - Form Reports, select the Notification from the list, select Exam Date and 

click Download as shown below: 

 
Figure 27: Download D – Form Report 

Malpractice Details 

You can view and download MalpracticeDetails using the Malpractice Details option. In order to view and 

download Malpractice Details, select the Notification from the list, select Exam Date and click 

Download as shown below: 

 
Figure 28: Download Malpractice Report 
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Payments to University 

You can view the payments details such as registration amount using the Payments to University option. 

To view the Registration Amount, click Payments to University and then click Registration Amountas 

shown below: 

 
Figure 29: Registration Amount to Pay to University  

 

You can download the Registration Amount details using the Export to Excel or Export to PDF. 
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Preface 

Purpose and Audience 

This is an administrator guide for Examination Management System of Jawaharlal Nehru Technical 

University Anantapur. This document describes tasks such as data administration, exam management, 

site modifications, reports, data publishing, college approvals, payment details, discrepancies and data 

entry. The document is targeted at admin users of Examination Management System. 

Document Convention 

This section of the document describes various types of conventions used throughout the document: 

1. Note 

 

Information that is incidental to the main text flow or to an important point or tip provided in addition to 

the previous statement or instruction. 

2. Bold 

Bold text is used to designate file and folder names, dialog titles, names of buttons, icons, and 

menus, and terms that are objects of user selection. 
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Overview 

Jawaharlal Nehru Technological University, Anantapur (JNTU Anantapur) is a state university in 

Anantapur, Andhra Pradesh, India. Founded in 1946, since 1972 it has been a constituent college of 

Jawaharlal Nehru Technological University. 

The Examination Management System is a web portal that allows the admin users to perform website 

administration tasks.You can access Examination Management Portal using the hyperlink 

http://sarasems.cloudapp.net/aems/WebLogin.aspx as shown below. 

 
Figure 1: Login Screen 

Features and Functionalities 

The features and functionalities of Examination Management System admin portal are listed below:  

1. Data Administration 

2. Exam Management 

3. Modifications 

4. Reports 

5. Publish Data to College 

6. College Approvals 

7. Payments 

8. View and Resolve Discrepancies 

http://sarasems.cloudapp.net/aems/WebLogin.aspx
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9. Data Entry Operations 

Getting Started 

In order to get started with the administration work, you need to login to the admin portal of Examination 

Management System. Enter the User Name and Password and click Login to login to admin portal as 

shown below: 

 
Figure 2: Login Screen 

After logging into the admin portal, the home page will appear on your computer screen as shown below:   

 
Figure 3:Home Page 
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Data Administration 

The Data Administration menu allows you to manage colleges, branches, semesters, subjects, courses, 

branches in college, users in college and data entry operators in college. The admin portal also allows 

you to add, edit and delete Courses, Branches, Semesters, Subjects and College Users.  

Operations 

Add, Edit and Delete operation will be similar throughout the portal. A detailed explanation of Add, Edit 

and Delete operations are provided below: 

Add New Record 

You can add new Courses, Branches, Semesters, Subjects and College Users to the list using the Add 

New Record option. To add a new Course or Branch or Semesters or Subjector College User to the list 

follow the steps listed below: 

1. Click Manage Coursesfrom the list and select Regulation as shown below: 

 
Figure 4: Select Regulation 

 

The select regulations option is applicable only while adding a new Course to the list. Different options has to be 

selected to add different services and users.  
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2. Click Add New Record, enter the Course Code and Course Name, and click Insert  as shown 

below: 

 
Figure 5: Add New Record 

Edit Records 

You can edit the list of Courses, Branches, Semesters, Subjects and College Usersusing the edit option. 

To edit the list click the Edit  button and to save the changes click Update  as shown below: 

 
Figure 6: Edit Records 
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Delete Records 

You can delete the list of Courses, Branches, Semesters, Subjects and College Users using the delete 

option. To delete Course or Branch or Semesters or Subjector College User, click the Delete  button 

and click OK as shown below: 

 
Figure 7: Delete Record 

Manage Courses 

The Manage Course option allows you to add, edit and delete the courses. The below screen provides a 

brief description of the Manage Courses option: 

 
Figure 8: Manage Courses 

Add New Record 

Edit 

Record 

Select Regulations 

Delete 

Record 
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Manage Branches 

The Manage Branches option allows you to add, edit and delete the Branches. The below screen 

provides a brief description of the Manage Branches option: 

 
Figure 9: Manage Branches 

Manage Semester 

The Manage Semester option allows you to add, edit and delete the Branches. The below screen 

provides a brief description of the Manage Semester option: 

 
Figure 10: Manage Semester 

Add new record 

Edit 

Record 

Delete 

Record 

Add new record 

Add new record 

Select Course 

Edit 
record 

Delete 
record 
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Manage Subject 

The Manage Subject option allows you to add, edit and delete the Subjects. In order to Add, Edit or 

Delete the Subjects, you need to select the Course, Branch and Semester first. The below screen 

provides a brief description of the Manage Subjects option: 

 
Figure 11: Manage Subjects 

Manage College 

The Manage College option allows you to add, edit and delete the Colleges from the list. The below 

screen provides a brief description of the Manage College option: 

 
Figure 12: Manage College 

Select Course 

Select Course 

Select 
Semester 

Add new record 

Add new record 

Edit record 
Delete record 

Add new record 

Add new record 

Edit record 
Delete record 
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Manage Branches in College 

The Manage Branches in Colleges option allows you to add to a particular Course to a particular College. 

In order to add a Subject, you need to select the Course, and College first. The below screen provides a 

brief description of the Manage Branches in College option: 

 
Figure 13: Manage Branches Present in Colleges 

Manage College Circles for Jumbling 

The Manage College Circles for Jumbling option allows you to edit and update the college circle. In order 

to update the college circle, you need to select the course first. The below screen provides a brief 

description of the Manage College Circles for Jumbling option: 

 
Figure 14: Manage College Circles for Jumbling 

Select Colleges 

Select Courses 

Branches Present 
in College 

Branches that can be 
added to Colleges 

Save 

Select Course 

College Circles 

Update 

Edit 

Export to Excel 

Add 
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Manage Users in Colleges 

The Manage Users in College option allows you to add new users to a particular college and it also allows 

you to view the passwords of all the users of different colleges.The below diagram provides a brief 

description of the Manage Users in Colleges options: 

 
Figure 15: Manage Users in College 

Manage Data Entry Operators 

The Manage Data Entry Operators option allows you to add new data entry operators to the list. You can 

also edit the data entry user details and view passwords of different data entry operators. The below 

screen provides a brief description of the Manage data Entry option: 

 
Figure 16: Manage Data Entry Operators 

Add new record Show Password 

Add new record 
Edit 

Show Password Delete 
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Exam Management 

You can manage exam notifications, time tables, and internal marks. The Exam Management tab allows 

you to generate hall tickets, TSheets and Marks Sheets. You can also manage recounting / missing 

marks entry and marks sheet details. 

Manage Exam Notifications 

You can manage the exam notifications such as exam fees, cost of application, last date last fee amount, 

end date and etc. In order to manage the notifications you need to select the existing notifications. The 

below screens provide a brief description of the Manage Exam Notifications: 

 

Select Existing Notification 

Regular / Supplementary Exam Fees 

Manage Memorandum of 
Marks Fee, Cost of 
Applications, Notification 
Month and Notification 
Year Manage Description 

to display in TSheet 
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Figure 17: Manage Exam Notifications 

 

You can also create a notification using the Exam Notification option. In order to create a notification, enter the 

required details and click Save as shown in the above snapshot and do not select the existing notification. 

Manage Exam Time Table 

You can manage the exam tile table for different subjects using the Manage Exam Time Table option. In 

order to manage the exam timetable you need to select the existing notification. The below screens 

provide a brief description of the Manage Exam Notifications: 

 
Figure 18: Manage Exam Time Table 

Apply Jumbling 

Set Last Date without Late Fee 

Set Late Fee1 Amount 

Set Late Fee1 End Date 

Set Late Fee2 Amount 

Set Late Fee2 End Date 

Set Late Fee3 Amount 

Set Late Fee3 End Date 

Exam Commencing Date Save Changes 

Set Late Fee4 Amount 

Select Notification 

Edit Time Table 

Export to Excel 
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View MissingInternal Marks 

You can view the data of college whose students are registered but internal marks are not found suing 

the View Internal Missing Marks option. In order to view missing internal marks, select the Notification as 

shown below: 

 
Figure 19: View Missing Internal Marks 

Generate Hall Ticket 

You can generate student's hall tickets or regenerate hall ticket using the Generate Hall Ticket option. In 

order to generate Hall Tickets, select the Notificationand click Generate. You can regenerate the hall 

ticket using the Hall Ticket number as shown below: 

 
Figure 20: Generate Hall Ticket 

Select Notification 

Export to Excel 

Select Notification 

Generate 

List of Registered students after Hall Ticket Generation 

Enter the Hall Ticket Number 
and click Clear to Re-Generate 
Individual Hall Ticket 
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Generate TSheet 

You can generate TSheets using the Generate TSheet option. Once the TSheet generated, you will not 

be able to generate another notification TSheets for an hour. In order to generate TSheets, select the 

Notification,select the Date and click Generate: 

 
Figure 21: Generate TSheet   

Recounting / Missing Marks Entry 

You can view and modify the recounting or missing marks entries using the Recounting or Missing Marks 

Entry option. In order to view the recounting or missing marks, select the Notification, enter the Hall 

Ticket number and click Get Details as shown below: 

 
Figure 22: Recounting / Missing Marks 

 

You can also modify the recounting or missing marks entries using the Modify button. In order to modify the marks, 

select the record and click Modify. 

Select Notification 

Generate 

Enter the Date 

Select Notification 

Enter the Hall Ticket Number 
and click Get Details 

Modify 
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Recounting Management 

The Recounting Management option allows you to view the paper codes for marks recounting cases. In 

order to get the paper codes, select the Notification, enter the Hall Ticket Number and Subject Code 

and click Get PaperCodes as shown in the snapshot below: 

 
Figure 23: Recounting Management 

Marks Sheet Details Entry 

You can save the marks sheet details such as Marks Sheet Description and Month/ Year data of Marks 

Sheet using the Marks Sheet Details Entry option. In order to save the Marks Sheet Details, select the 

Notification, enter Marks Sheet Description, enter Month / Date data of Marks Sheet and click Save as 

shown below: 

 
Figure 24: Marks Sheet Detail Entry 

Select Notification 

Hall Ticket Number, 

Subject Code 

Get PaperCodes 

Select Notification 

Description and 
Month / Year 

Save 
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Generate Marks Sheets 

You can generate student's marks sheets using the Generate Marks Sheets option. You will not be able 

to generate another marks sheet for an hour. In order to generate Marks Sheet, select the Notification, 

enter or select the Dateto print on Marks Sheet and click Generateas shown below: 

 
Figure 25: Generate Marks Sheet 

  

Select Notification 

Date 

Generate 
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Modifications 

The Modifications menu allows you to modify the Welcome Page updates and it allows you to make 

correction to student registrations. You can add, delete or edit the welcome page updates and you can 

change the registration of students using their Hall Ticket number. A detailed explanation about Welcome 

Page Update and Registration Correction is provide in the below sections: 

Welcome Page Updates 

The Welcome Page Update option allows you to add new update, edit or delete an existing update. You 

can also export the data to an excel file. The below screen provides a brief description of the Welcome 

Pages Updates option: 

 
Figure 26: Welcome Page Updates 

Registration Corrections 

The Registration Correction option allows you to make changes to students' registration details. In order 

to make changes to student registration details, select the Notification, enter the Hall Ticket Number, and 

click Get Detail as shown below: 

 
Figure 27: Registration Correction 

Add New Record 

Add New Record 

Edit Record 
Delete Record 

Export to Excel 

Is Visible 

Select Notification 

Enter Hall Ticket Number 
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The Registration Correction option allows you to change the details such as Exam Type, Subject Code, 

and Subject Name. The below screen provide a brief description of The Registration Correction option: 

 
Figure 28: Registration Details 

Once you click the Change Registration button, you will be prompted to confirm the action.Click Confirm 

to update the changes in the server, you can also cancel the action by clicking the Cancel button as 

shown in the snapshot below: 

 
Figure 29: Confirm 

  

Student Registration Details 

Exam Type 

Subject Code and 
Subject Name 

Change 
Registration 



Administrator's Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  23 

View / Download Reports 

You can view or download various types of reports using the View / Download Reports menu. The View / 

Download Reports menu allows you to view or download Exam Notifications and Exam Time Table. A 

detailed explanation about various reports are provide in the below sections: 

Exam Notification 

You can view and download Exam Notification report using the Exam Notification option. In order to view 

Exam Notification Reports, select Notification and click View as shown in the snapshot below: 

 
Figure 30: Exam Notification 

Exam Notification Report will open in a new window, to download the report click the Save button as 

shown below: 

 
Figure 31: Exam Notification Report 

Select Notification 

View 

Save 



Administrator's Guide 

Copyright © 2014 JNTUAEMS. All Rights Reserved  24 

Exam Time Table 

You can view and download Exam Time Table using the Exam Time Table option. In order to view Exam 

Time Tables, select Notification and click View as shown in the snapshot below: 

 
Figure 32: Exam Time Table 

Exam Time Table will open in a new window, to download the Time Table click the Save button as shown 

below: 

 
Figure 33: Exam Time Table 

  

Select Notification 

View 

Save 
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Publish Data to College 

You can publish various types of notifications such as Exam Notifications and Exam Time Table using the 

Publish Data to College option. A detailed explanation about publish data is provided in the below section: 

Exam Notification 

You can publish exam notifications using the Exam Notification option. In order to publish exam 

notifications, select Notification form the list and click the Click Here link as shown below: 

 
Figure 34: Publish Exam Notification 

Exam Time Table 

You can publish exam time table using the Exam Time Table option. In order to publish exam time table, 

select Notification form the list and click the Click Here link as shown below: 

 
Figure 35: Exam Time Table 

Select Notification 

Click Here 

Upload 

Select Notification 

Click Here 

Upload 
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In order to publish exam notifications and exam time table, you need to upload the notifications and time table in an 

Excel format as shown below: 

 
Figure 36: Upload Excel File 
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College Approvals 

The College Approvals menu enables you to approve modified student details, new student details and 

Re- Registration request. A detailed explanation about the College Approvals option is provided in the 

below section: 

Approve Modified Students 

You can approve details modified by students such as Student Name, Father Name, Mother Name, 

Caste, etc. You can approve all using the Select All checkbox or you can also approve individual details 

using respective checkboxes as shown below: 

 
Figure 37: Approve Modified Student Details 

Approve 

Approve 
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Approve New Students 

You can approve new student details such as College, Course, Branch, Hall Ticket Number, etc. You can 

approve all students using the Select All checkbox or you can also approve individual student details 

using respective checkboxes as shown below: 

 
Figure 38: Approve New Students 

Student Re-Registration 

You can approve re-registered student details such as Hall Ticket Number, Student Name, and College 

Name etc. You can approve re – registered student details using the Select All checkbox or you can also 

approve individual student details using respective checkboxes as shown below: 

 
Figure 39: Student Re-Registration 

Select Notification 

Approve 

Approve 

Approve 
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Payments from Colleges 

You can view the Registration Amount from colleges using the Registration Amount option in the 

Payments from Colleges menu. You can also download the registration amount details using the Export 

to Excel or Export to Adobe options, the below screen provides a brief description of the Registration 

Amount option: 

 
Figure 40: Registration Amount from Colleges 

  

Select Notification 

Export to Excel 
Export to Adobe 
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View Discrepancies 

The View Discrepancies option allows you to view various types of discrepancies such as Lab Marks not 

Found, Labs Marks Missing 2nd Entry, HT vs PC Not Found, HT vs PC Missing 22nd Entry, PC vs Marks 

Not Found, PC vs Marks Missing 2nd.  A detailed explanation about various Discrepancies are provided 

in the below sections: 

Lab Marks Not Found 

The Lab Marks Not Found option enables you to view the details of students registered to lab but lab 

marks are not found in first entry and second entry. In order to view the details of students registered to 

lab but lab marks are not found, select the Notification as shown below: 

 
Figure 41: Lab Marks not Found 

Lab Marks Missing 2nd Entry 

The Lab Marks Missing 2nd Entry option enables you to view the missing records in second entry but 

present in first entry. In order to view the details of student records missing in second entry, select the 

Notification as shown below: 

 
Figure 42: Lab Marks Missing 2nd Entry 

Select Notification 

Select Notification 
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HT vs PC Not Found 

The HT vs PC Not Found option enables you to view the details of the students registered to subject but 

Hall Ticket vs Paper Code Not Found in first entry and second entry. In order to view the details, select 

the Notification as shown below: 

 
Figure 43: HT vs PC Not Found 

HT vs PC Missing 2nd Entry 

The HT vs PC Missing 2nd Entry option enables you to view the missing Hall Ticket vs Paper Code in 

second entry but present in first entry. In order to view the missing details in second entry, select the 

Notification as shown below: 

 
Figure 44: HT vs PC Missing 2nd Entry 

Select Notification 

Select Notification 
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PC vs Marks Not Found 

The PC vs Marks Not Found option enables you to view the PC vs Marks Not Found in first and second 

entries (HT vs PC 1st entry present). In order to view the missing details, select the Notification as 

shown below: 

 
Figure 45: PC vs Marks Not Found 

PC vs Marks Missing 2nd Entry 

The PC vs Marks Missing 2nd Entry option enables you to view the missing records in second entry but 

present in first entry. In order to view the missing details in second entry, select the Notification as 

shown below: 

 
Figure 46: PC vs Marks Missing 2nd Entry 

Select Notification 

Select Notification 
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Resolve Discrepancies 

The Resolve Discrepancies option allows you to resolve the discrepancies in various scenarios such as 

Lab Marks, HT vs PC Not Found, HT vs PC Missing 2 Entry Delete, HT vs PC Discrepancies, PC vs 

Marks Not Found Delete, PC vs Marks Missing 2nd Entry Delete, PC vs Marks Discrepancies and Missing 

Paper Codes. A detailed description is provides below: 

Lab Marks Discrepancies 

The Lab Marks Discrepancies option allows you to resolve the discrepancies in Lab Marks. In order to 

resolve the discrepancies, select the Notification and once the required changes are done, click Save 

New Entries as shown below: 

 
Figure 47: Lab Marks Discrepancies 

HT vs PC Not Found Resolver 

The HT vs Pc Not Found Resolver option allows you to resolve the discrepancies list of students who are 

registered to subject but Hall Ticket vs Paper Code not found in first entry and second entry. You can 

update the status and click Save Changed Data to clear that Hall Ticket vs Paper Code Not Found entry 

as shown below: 

 

Select Notification 

Save New Entries 
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Figure 48: Hall Ticket vs Paper Code Not Found Resolver 

HT vs PC Missing 2nd Entry Delete 

The HT vs PC Missing 2nd Entry Delete option allows you to delete the missing records in second entry 

but present in first entry. In order to delete the missing records, select the Notification and click Delete 

as shown below: 

 
Figure 49: HT vs PC Missing 2nd Entry Delete 

Select Notification 

Save Changed Data 

Action to Take 

Select Notification 

Delete Records 
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HT vs PC Discrepancies 

The HT vs PC Discrepancies option allows you to resolves the hall ticket vs paper code discrepancies. In 

order to resolve the discrepancies, select the Notification and once the required changes are done, click 

Save New Entries as shown below: 

 
Figure 50: HT vs PC Discrepancies 

PC vs Marks Not Found Delete 

The PC vs Marks Not Found Delete option allows you todelete the records of entries present in HT vs PC 

1st Entry but PC vs Marks Not Found in both entries. In order to delete the missing records, select the 

Notification and click Delete as shown below: 

 
Figure 51: PC vs Marks Not Found Delete 

Select Notification 

Save New Entries 

Select Notification 

Delete Records 
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PC vs Marks Missing 2nd Entry Delete 

The PC vs Marks Missing 2nd Entry Delete option allows you to delete the missing records in second 

entry but present in first entry. In order to delete the missing records, select the Notification and click 

Delete as shown below: 

 
Figure 52: PC vs Marks Missing 2nd Entry 

PC vs Marks Discrepancies 

The PC vs Marks Discrepancies option allows you to resolve the Paper Code vs Marks Discrepancies. In 

order to resolve the discrepancies, select the Notification and once the required changes are done, click 

Save New Entries as shown below: 

 

Delete Records 

Select Notification 

Select Notification 

Enter First Entry Value 
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Figure 53: PC vs Marks Discrepancies 

Missing Paper Codes 

You can view the missing paper codes in notification using the Missing Paper Codes option. In order to 

view the missing paper codes, select the Notification from the list, select or enter the Subject Code as 

shown in the below snapshot: 

 
Figure 54: Missing Paper Code 

Save New Entries 

Select Notification 

Select Subject Code 
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Data Entry Operator Section 

The Data Entry Operator Section allows you update Lab Marks First entry, Lab Marks Second Entry, HT 

vs PC First Entry, HT vs PC Second Entry, PC vs Marks, PC vs Marks First Entry, PC vs Marks Second 

Entry and it also allows you to Change the Password. A detailed description is provides below: 

Lab Marks First Entry 

The Lab Marks First Entry allows you to update lab marks award list first entry for different students. In 

order to update the lab marks, select the Notification, select College Code, Branch Code and Subject 

Code, enter the Lab Marks and click Validate& Save as shown below: 

 
Figure 55: Lab Marks First Entry 

Lab Marks Second Entry 

The Lab Marks Second Entry allows you to validate and update lab marks award list second entry for 

different students. In order to validate and update the lab marks, select the Notification, select College 

Code, Branch Code and Subject Code, enter the Lab Marks and click Validate& Save as shown 

below: 

Select Notification 

Select College 
Code, Branch 
Code and 
Subject Code 

Enter Lab 
Marks and click 
Validate & 
Save 
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Figure 56: Lab Marks Second Entry 

HT vs PC (Code Slips) First Entry 

The HT vs PC First Entry allows you to validate and update Hall Ticket vs Paper Code(Code Slips) First 

Entry. In order to validate and update the details, select the Notification, select Subject Code, enter the 

Hall Ticket Number and Paper Code and click Validate& Saveto save the details and click Clear All 

Boxes to clear the details as shown below: 

 
Figure 57: HT vs PC First Entry 

Select Notification 

Select College 
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Code and 
Subject Code 

Enter Lab 
Marks and click 
Validate & 
Save 

Select Notification 
Select 
Subject 
Code 

Enter Hall 
Ticket 
Number, 
Paper Code 
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Validate & 
Save 
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HT vs PC (Code Slips) Second Entry 

The HT vs PC Second Entry allows you to validate and update Hall Ticket vs Paper Code(Code Slips) 

Second Entry. In order to validate and update the details, select the Notification, select Subject Code, 

enter the Hall Ticket Number and Paper Code and Validate& Saveto save the details and click Clear 

All Boxes to clear the details as shown below: 

 
Figure 58: HT Vs PC (Code Slips) Second Entry  

PC vs Marks(Award List) First Entry 

The PC vs Marks First Entry allows you to validate and update Paper Code vs Marks (Award List) First 

Entry. In order to validate and update the details, select the Notification, select Subject Code, enter the 

Paper Code, Marks and Validate& Saveto save the details and click Clear All Boxes to clear the details 

as shown below: 

 
Figure 59: PC vs Marks (Award List) First Entry 

Enter Hall Ticket 
Number, Paper 
Code and click 
Validate & Save 

Select Notification Select Subject Code 

Select Notification 
Select Subject Code 

Enter Paper 
Code, Marks 
and click 
Validate & 
Save 
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PC vs Marks (Award List) Second Entry 

The PC vs Marks Second Entry allows you to validate and update Paper Code vs Marks (Award List) 

Second Entry. In order to validate and update the details, select the Notification, select Subject Code, 

enter the Paper Code, Marks and Validate& Saveto save the details and click Clear All Boxes to clear 

the details as shown below: 

 

Figure 60: PC vs Marks (Award List) Second Entry 

Change Password 

You can change the site password using the Change Password option. In order to change the password, 

enter the Current Password, New Password, Confirm New Password and click Saveas shown below: 

 
Figure 61: Change Password 

 

Select Notification 
Select Subject Code 

Enter Paper 
Code, Marks 
and click 
Validate & 
Save 
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Preface 

Purpose and Audience 

This is auser guide for Examination Management System of Jawaharlal Nehru Technical University 

Anantapur. This document describes the optionssuch as college user selection, student exam 

registrations, upload data, view / download reports, and payments to university. The document is targeted 

at users of Examination Management System. 

Document Convention 

This section of the document describes various types of conventions used throughout the document: 

1. Note 

 

Information that is incidental to the main text flow or to an important point or tip provided in addition to 

the previous statement or instruction. 

2. Bold 

Bold text is used to designate file and folder names, dialog titles, names of buttons, icons, and 

menus, and terms that are objects of user selection. 
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Overview 

Jawaharlal Nehru Technological University, Anantapur (JNTU Anantapur) is a state university in 

Anantapur, Andhra Pradesh, India. Founded in 1946, since 1972 it has been a constituent college of 

Jawaharlal Nehru Technological University. 

The Examination Management System is a web portal that allows the users to perform tasks such as user 

section management, view / download reports, upload data, and make payments.You can access 

Examination Management Portal using the hyperlink http://sarasems.cloudapp.net/cems/WebLogin.aspx 

as shown below. 

 
Figure 1: Login Screen 

Features and Functionalities 

The features and functionalities of Examination Management System admin portal are listed below:  

1. College User Section 

2. Student Exam Registration 

3. Upload Data 

4. View / Download Reports 

5. Payments to University 

  

http://sarasems.cloudapp.net/cems/WebLogin.aspx
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Getting Started 

In order to get started, you need to first login to web portal. To login to Exam Management System, enter 

the User Name and Password and click Login as shown below: 

 
Figure 2: Login Screen 

After logging into the admin portal, the home page will appear on your computer screen with updates 

given by admin as shown below:   

 
Figure 3:Home Page 
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College User Section 

The College User Section allows you to add student to college, edit student details, view students in 

college, view internal marks, view missing internal marks and change password the site password. The 

various option of College Use Section is explained in detail in the following sections: 

Add Student to Your College 

You can add students to your college using the Add Student to Your College option. In order to add a 

student to your college, you need to enter the mandatory student details like halt ticket number, student 

name, father's name, gender, date of birth, reason for addition and you would also require to upload a 

photograph of the student. 

The below screen provides a brief description of the Add Student to Your College option: 

 
Figure 4: Add Student to Your College 

Enter the Halt Ticket 

Number, Student Name, 

Father's Name and 

Mother's Name 

Specify the Gender, 

Date of Birth, Caste and 

Specify if Physically 

Handicapped 

Upload 

Student's Photo 

Enter the Reason 

for Addition and 

click Save 
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Edit Student Details 

You can edit the student's details using the Edit Student Details option. If you edit the student details 

more than once, the latest modifications will be updated in the college database. In order to edit the 

student details, you need to enter the halt ticket number first. The below screen provides a brief 

description of the Edit Student Details option: 

 

 
Figure 5: Edit Student Details 

 

Enter the halt 

ticket number and 

click Get Details 

Edit Student 

Details as 

per your 

requirement 

and Click 

Save 
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View Students in College 

The View Students in College option allows you to view the list of students in colleges. You can filter the 

list by course, by branch and by year. The below screen provides a brief description of the View Students 

in College option:  

 
Figure 6: View Students in College 

View Internal Marks 

You can view the internal marks of different students using the View Internal Marks option. In order to 

view the internal marks of the students, you need to select the course, branch, batch year and semester. 

The below figure provides a brief description of the View Internal Marks option: 

 
Figure 7: View Internal Marks 

Apply Filter 

List of Students in College 

Export to 

Excel 

Select Course, 

Branches, 

Batch Year, 

Semester and 

click Get Marks 

Export to Excel 
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View Missing Internal Marks 

The View Missing Internal Marks option allows you to view the missing and zero internal marks of the 

students. In order to view the missing internal marks, you need to select the Notification first. The below 

screen provides a brief description of the View Missing Internal Marks option: 

 
Figure 8: View Missing Internal Marks of Students 

Change Password 

You can change the password using the Change Password option. In order to change the password, 

enter the Current Password, New Password, Confirm New Password and click Save as shown below: 

 
Figure 9: Change Password 

Select 

Notification, 

Course and 

Semester 
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Student Exam Registration 

The Student Exam Registration screen allows you to Add Exam Registration, View Registered Students, 

and Delete Registration. Various options of Student Exam Registration is explained in the below sections: 

Add Exam Registration 

You can register to exam notification using the Add Exam Registration option. You can register to 

notifications any number of times. However, the recent registration will be considered by the system. 

Below screen provides a brief description of Add Exam Registration: 

 
Figure 10: Add Exam Registration 

 

Select Notification 

Register 

Enter Hall Ticket 

Number 

Select Notification 
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View Registered Students 

You can view the list of the students registered for the selected notifications. In order to view the list of 

students registered for notifications, select the type of notification from the list. The below screen provides 

a brief description of View Registered Students option: 

 
Figure 11: View Registered Students  

Delete Registration 

A Student registration can be removed from a Notification if student has already registered for it. You can 

remove a student from the registered list using the Delete Registration option. The below screen provides 

a brief description of the Delete Registration option: 

 
Figure 12: Delete Registration 

Select Notification 

Export to Excel 

Select Notification 

Enter Hall Ticket 

Number 

Delete Registration 
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Upload Data 

You upload various types of data into Exam Management System using the Upload Data option. The 

Upload Data option allows you to upload Student Photo, Student Details, Detained List Records, Internal 

Marks Data, D-Form and MP Details. Each of these options are explained in the below section: 

Student Photo 

You can upload student's photo using the Student Photo option. You can only upload a relevant zip file 

which contains student images. The maximum file size should be 5MB, you can upload bulk images using 

the Student Photo option as shown below: 

 
Figure 13: Upload Student Photo 

Student Details 

You can upload student details using the Student Details option. You can only upload anExcel file which 

contains student data. The Student Details option allows you to download the templates for uploading 

student details,you also can upload student details in bulk using the Student Details option as shown 

below: 
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Figure 14: Upload Student Details 

Detained List Records 

The Detained List Records option allows you to add or remove students from detained students list. In 

order to add or delete students from the detained students list, select the Course, Enter the Halt Ticket 

Numberand click Add As Detained to add a student and click the Delete  a student from the detained 

students list as shown below: 

 
Figure 15: Upload Detained Students Data 

Internal Marks Data 

You can upload internal marks of the students using the Internal Marks Data option. You can download 

exam notification from exam section and enter the data to the excel file, in order to upload internal marks 

of the students select Notification from the list, browse the file and click Upload as shown below: 

 

Add to List 

Delete Student 
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Figure 16: Upload Internal Marks 

Upload D – Form 

You can upload the D – Form using the Upload D – Form option. You can upload the D – Form for a 

subject only an hour after exam start date and exam end date. The below screen provides a brief 

description of the Upload D – Form option: 

 
Figure 17: Upload D – Form 

Upload MP (Malpractice) Details 

You can upload the MP Details using the Upload MP Details option. You can upload the MP Details for a 

subject only an hour after exam start date and exam end date. The below screen provides a brief 

description of the Upload MP Details option:  

 
Figure 18: Upload Malpractice 
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View or Download Reports 

You can view or download various types of reports using the View / Download option. The View / 

Download option allows you to view or download exam notifications, time table, student references, hall 

tickets, individual hall tickets, TSheets, internal marks template, D – Form, MP details and students 

writings in your college. A detailed explanation of various types of reports are provided in the below 

sections: 

Exam Notification 

You can download exam notifications using the Exam Notifications option. In order to download an exam 

notification, select the Notification from the list and click Downloadto download the notification as shown 

below:  

 
Figure 19: Download Exam Notifications 

Exam Time Table 

You can download exam time table using the Exam Time Table option. In order to download an exam 

time table, select the Notification from the list and click Downloadto save the time table as shown below:  

 
Figure 20: Exam Time Table 
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Student Reference 

The Student Reference option allows you to view thefinalized list of student data in the server which will 

be used to generate hall tickets. You can also download the finalized student data using the Student 

reference option as shown below: 

 
Figure 21: Student Reference 

Download Hall Tickets 

You can download exam hall tickets using the Download Hall Tickets option. In order to download an 

exam hall tickets, select the Notification from the list and click Download as shown below: 

 
Figure 22: Download Hall Tickets 

Download Individual Hall Tickets 

You can download individual exam hall tickets using the Download Individual Hall Tickets option. Hall 

Ticket is available for download only if the student has registered after Hall Tickets are generated. In 
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order to download an individual exam hall tickets, select the Notificationfrom the list, enterHall Ticket 

Number and click Download as shown below: 

 
Figure 23: Download Individual Hall Ticket 

Download TSheet 

You can download TSheet using the Download TSheet option. In order to download a TSheet, select the 

Notification from the list and click Download as shown below: 

 
Figure 24: Download TSheet 
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Internal Marks Template 

You can download Internal Marks Templates using the Internal Marks Template option. In order to 

download a template, select the Notification from the list and click Download as shown below: 

 
Figure 25: Internal Marks Template 

Students Writing in Your College 

You can view and download students writing for a particular date using the Student Writing in Your 

College option. In order to download Students Writing, select the Notification, select Examination Date 

and Exam Type from the list and click Download as shown below: 

 
Figure 26: Students Writing In Your College 
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Download D – Form Report 

You can view and download D – Form Report using the D - Form option. Download the D-Form Report 

only after uploadingthe details of Absent Students andone D- Form is enough for one Notification. In 

order to view and download D - Form Reports, select the Notification from the list, select Exam Date and 

click Download as shown below: 

 
Figure 27: Download D – Form Report 

Malpractice Details 

You can view and download MalpracticeDetails using the Malpractice Details option. In order to view and 

download Malpractice Details, select the Notification from the list, select Exam Date and click 

Download as shown below: 

 
Figure 28: Download Malpractice Report 
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Payments to University 

You can view the payments details such as registration amount using the Payments to University option. 

To view the Registration Amount, click Payments to University and then click Registration Amountas 

shown below: 

 
Figure 29: Registration Amount to Pay to University  

 

You can download the Registration Amount details using the Export to Excel or Export to PDF. 
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