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Sl.No. Activity Pg.No. 

1 Workflow 2 
2 Login 3 
3 Programme: Course Structure Verification 4 
4 Time-Table: Create Class 5 
5 Time-Table: Mapping Faculty 6 
6 Time-Table: Enrol Students 7 
7 Time-Table: Create Time Set and Slot 8 
8 Time-Table: Create Time Table 11 
9 Examination: Students Verification 12 

10 Examination: Allocate Evaluator to Student Course 14 
11 Examination: Result Sheet 15 

12 Fee 17 
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Academic Workflow 
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1. Login  

a) Visit https://www.pondiuni.edu.in/ 
 

 
b) Click “SAMARTH”  

 
c) Click “Staff Login” 

 
a) Login using the Username and Password  
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2. Programme: Course Structure Verification 
a) Proceed “Academic” 
b) Launch “PROGRAMME” 
c) Click settings icon below the Action column against the programme 
d) Click settings icon below the Action column against the Course Structure 
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3. Time-Table: Create Class 
a) LAUNCH “BATCHES & SECTIONS” 
b) Click the eye icon, against the section 
c) In TIME TABLE, click “Class”  
d) Create Class (ex. “2024JULY-IIISem-CSCE711-DIRECTED STUDY”) 
e) Fill details and save 
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4. Time-Table: Mapping Faculty to Class 
a) Click the Plus “+” icon, below the column Teacher 
b) Add by searching and selecting the faculty 
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5. Time-Table: Enrol Students 
a) Click the Enrol Student(s), below the column Action 
b) Click the button Enrol Students 
c) Select Students and Add Student 
d) Select and Publish records 
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6. Time-Table: Create Time Set and Slot 
a) Go to TIME TABLE, click “Time Sets” 
b) Click “Create Time Table Set” (Ex. “9.30 a.m. to 5.30 p.m.”) 
c) Fill detail and Save 
d) Click “Create/View Slots” below the Status column 
e) Add Slot 
f) Fill Details and Save 

Guidelines: 
1. Provide name as I-hour, II-hour, etc. 
2. Follow 24 hr time format to fill the start time and end time (Ex. 13.30 for 

01:30 p.m.)  
g) Select slot and publish 
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7. Time-Table: Create Time Table 
a) Go to TIME TABLE, click “Create Timetable” 
b) Choose Time Set and click “Show” 
c) Click the plus (“+”) icon against the day and below the hour 
d) Fill details and assign 
e) Click “Publish All” 
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8. Examination: Students Verification 
a) Proceed to Academics 
b) Launch “EXAMINATION” 
c) Click the Exam Session 
d) Launch “STUDENTS” 
e) Launch “PROGRAMME WISE” 
f) Click “Course Verification” under Bulk Operations column of a programme 
g) Click “VERIFIED” check box for the students to whom Hall Ticket to be 

distributed and click “SUBMIT” 
h) Launch “STUDENTS” and “ALL APPLICATIONS” to view the students 

registered for examination 
i) Click “Admit Card” to view students admit card 
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9. Examination: Allocate Evaluator to Student Course 
a) Launch “ALLOCATE EVALUATOR TO STUDENT-COURSE” 
b) Select Course and Submit 
c) Select Students and Assign Evaluator 
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10. Examination: Result Sheet 
a) Proceed to Academics 
b) Launch “EXAMINATION” 
c) Click the Exam Session 
d) Launch “Evaluation” 
e) Launch “PROGRAMME EVALUATORS” 
f) Click the eye icon below the Evaluators column against the programme 
g) Click the eye icon below the Manage Carry Forward column against the course 
h) Launch “IMPORTED MARKS LIST” 
i) Click “Single Row View” 
j) Download Result Sheet by selecting either “Result Sheet” and “Result Sheet with 

Grades” 
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11. Fee 
a) Proceed to Academics 
b) Launch “FEE” 
c) Launch “Student Academic Session Fee And Due” 
d) Select Academic Year of a session 
e) Launch “STUDENTS” 
f) View the list of fees paid by the Students 
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