STAFF REGISTRATION

Staff registration is the process of registering the college staff (HOD, Lecturer, Course advisor). The
registering process is done by the Principal of Concerned Colleges. Please follow the instructions
given below:

Open the site : http://exams.keralauniversity.ac.in

And click on the “ College” tab in the home page
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Type the user name and password of the in the login window and click “Sign In”.
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Now click on the “Staff” link in the home page of the principal
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Now select “Register” submenu from “Staff” menu



Now a “ Staff Registration Form” will appear .
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There are 7 fields:

1. User Name

2. User level

3. Course

4. Email Id

5. Password

6. Confirm Password
7. Select Privilege



Be careful while registering the staff details.Type the name of the staff. The user levels are : HOD
(middle level) ,lecturer & Course Advisor(primary level).As soon as the user level is selected the
courses will be listed. Select the courses assigned to the staff. Now type the email ID, password of
the staff. Retype the password in the confirm password field. Now select the privileges you want to
assign to the staffs.
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The privileges are:

1. Verification: If verification privilege is selected then the staff will get the authority of
verifying the Semester Registration, Exam Registration, CA mark, Enrolment, Class
Attendance.

2. View Final List : This privilege if selected allow the user to view the final list of Enrolment,
Exam Registration and CA mark.

3. Exam Registration: This privilege will allow the staff to register the students for exam as a
group. The Exam Registration is the privilege assigned to the Primary level staff (Lecturer,
Course Advisor).

4. Exam Attendance

5. Mark Entry: This will allow the user to enter the CA marks. The Mark Entry is the privilege
assigned to the Primary level staff (Lecturer, Course Advisor).

l

After entering the details. Click the “Register” button at the bottom of the page



Once the registration is complete. A “Successfully Registered” window will be shown. Click
on the Back button to continue the registration of staffs
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There are two ways view the staffs registered:

1. Coursewise
2. All registered staff

To view the registered staffs coursewise, click the ” View Coursewise” sub menu from “Staff” menu
of the Principal’s home page
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Now the courses of the concerned college are listed. Click on the course to view the staffs registered
for that particular course
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The staff details window will appear. There are Four option [icon] provided :

1. View 2. Edit 3. Delete 4. Print
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1. View

Click on the view icon to view the details of the user:
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2. Edit—Click editicon to edit staff detail
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Now edit window will appear. The entered detail can be edited including the password can be
reset. To change the password click on the “Reset Password” button.
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On clicking Reset Password” button , 2 fields will appear:

Password. Here enter the new password and retype it.
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Enter the new Password, Confirm
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After editing the details ,click on the update button on the form.
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To view all the registered staffs of the college click on the “View All” sub menu from the “Staff”
menu of the Principal’s home page.
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