
 

 

 

 

 

User Manual  

For  

Department, IQAC & Auditor  

 

 

 

 

 

 

 

 

 

 

 

 



 

Step - 1 ( IQAC user creation) 

 

 

 

 IQAC users can register by clicking on the IQAC Sign-up button. 

 Now go to the log-in screen. 

 Then click on IQAC sign-up button. 

 

 

 

 



Step - 2( IQAC sign-up) 

 

 

 Now IQAC registration form is on the display. 

 

 Now enter valid credentials for IQAC registration.  Then Click on submit. 

 Now IQAC user is successfully registered, but it requires one-time approval from the OSHEC for 

activation. Then OSHEC can verify the registered IQAC user and then approve the IQAC user, 

after that IQAC user can login. 

 

 

 

 



 

Step - 3( Department user creation) 

 

 

 

 

 

 

 Department users can register by clicking on the department Sign-up button. 

 Now go to the log-in screen. 

 Then click on the department sign-up button. 

 

 

 

 



 

 Now Department user registration form is displayed. 

 

 

 

 Now enter valid credentials for department user registration.  Then Click on submit. 

 Now Department user is successfully registered, but it requires one-time approval from the 

IQAC for activation. 

 

 

 

 

 

 



Step - 4( Department user approval) 

 Now login as an institution IQAC user. 

 Then click on the “institute department” menu. 

 

 
 

 

 Now the department user list page is showing, after that IQAC can verify the registered 

department user and approve the pending user by clicking on the pending button. 

 

 
 

 

 Now the department user is approved. 

 The department users can able to log in with their credentials. 

 

 

 

 

 



Step - 5 (Department user login for data submission) 

 

 Login as a department user. 

 Now the department audit form is displayed. 

 

 

 

 Now fill up the valid data in the required field, then click on submit button. 

 After submitting the department audit form, the page is redirected to the department details 

page, where the department user can see all the questions and submit answers or the user can 

go to the department details page by clicking on the “department details” menu. 

 

 

 

 



 Now the department user can see the question of students, faculty, infrastructure development, 

and activity. 

 Now click on the data entry template button. 

 

 

 

 After clicking on the data entry template button user can see the question-related forms where 

the department user can fill up the valid data. 

 Now the data entry form is on the display. 

 

 

 

 Now user can fill the data in the required field, then click on the “save as draft” button, 

thereafter fill out all the questions as per the data entry template, then the user can click on the 

final submit button. 



 

 

 After final submission, the user can click on the “institution assessment sheet” menu.] 

 

 

 

 

 Now department users can see the final score. 

 

 

 



 

Step - 6 (Verification for department user data by IQAC) 

 Now login as an IQAC user. 

 Then click on the “institution question list” menu where IQAC can see the entire assigned 

questions with the maximum Score. 

 

 

 Now click on department status details. 

 

 Now department status data are on display, where IQAC can see the department-wise question 

view, and the result view. 



 

 

 Now IQAC users can click on the question view icon to verify and approve the data entry 

template. 

 Then IQAC users can see the department result by clicking on the result view icon.  

 Now click on the “institution assessment sheet” menu. 

 

 

 

 

 Now choose one academic year and click on submit to see the department’s median score. 

 Now the department scoreboard is displayed. 



 

 

 

 

 

 

Step - 7 (IQAC Report) 

 Now click on the “IQAC Report” menu. 

 

 

 



 Now IQAC report form is on the display. 

 

 

 Now IQAC users can fill up the valid data in the required field and then click on submit button. 

 

 

 

Step - 8 (Auditors) 

 

 Go to the application login page, and then select “Auditor” in the user type field. 

 Then put your username and password and valid captcha, and then click on the sign-in button. 

 Now Auditor is successfully logged in. 

 Now click on the “assign institution” menu. 



 

 

 Now auditor assign institution page is displayed, where the auditor can see the institution name 

with the IQAC report and department data. 

 

 

 

 Now the auditor can view the IQAC report and department data by clicking on the view icon. 

 Now click on the “Auditor observation form” icon. 

  

 

 



 Now Auditor observation form is showing where the auditor can give their feedback to a 

particular institute. 

 

 

 
 Now the auditor can fill up the data in the required field and then click on submit button. 

 

 


