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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” 

 
d) Login using the Username and Password  

 

https://www.pondiuni.edu.in/
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2. Academic Settings 

a) Proceed “Academic” 

 

b) In the left side of the screen, click “Academic Settings” 

 

c) Click settings icon against the “Academic Year” below “Action” column 

d) Click “Add Academic Year” in the top right hand side 

e) Fill the details and save the Academic Year 

 

 

 



5 
 

 

 

f) Click settings icon against the “Academic Session” below “Action” column 

g) Click “Add Academic Session” 

h) Fill the details and Save the session 
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3. Batches and Sections 

a) Launch “BATCHES & SECTIONS” 

b) Click “Add Academic Batches & Sections” 

c) Fill details and save 
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4. Import Students 

a) Click eye button of the section 

b) Click “Add Students” in the Students Tab 

c) Select students and click “Add Student” 
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5. Fee Settings 

a) Launch “FEE” 

b) Launch “Settings” 

c) Click settings icon against the “Fee Categories” 

d) Click “Add Fee Category” 

e) Fill details and click “Add” 
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6. Enable Tuition Fee 

a) Launch “STUDENTS” 

b) Launch “STUDENT-PROGRAMME” 

c) Select Students and Assign Fee Category 

d) Launch “FEE” 

e) Launch “Student Academic Session Fee and Due” 

f) Select Academic Year Session 

g) Launch “Programmes” 

h) Click “Add New” 

i) Fill details and Save 
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7. Course Master 

a) Launch “PROGRAMME” 

b) Click “Settings” in the left side of the screen 

c) Click settings icon below the “Action” column against the “Courses” 

d) Click “Add Course” 

e) Fill details and save 

f) Select Course and Publish 
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8. Course Structure 

a) Click “Programme” in the left side of the screen 

b) Click settings icon of the individual programme 

c) Click settings icon in the Action column against the Course Structure Rules 

d) Click “Add Course(s) Group 

e) Select requisite semester and Add Group 

f) Fill details and Create 

g) Click “Add Courses to group” 

h) Select courses and Save 
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9. Evaluation Components 

a) Go to Courses Master 

b) Select the course by clicking the eye icon 

c) Click “Add Components” 

d) Fill details and save 
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10. Enable Course Registration 

a) Launch “PROGRAMME” 

b) Go to Programme Settings in the left side of the screen 

c) Click “Programme Re-Registration Settings Session Wise” 

d) Click Academic Year of the session 

e) Click Add, Fill details and Save 
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11. Student Feedback Settings 

a) Launch “STUDENTS” 

b) Launch “STUDENT FEEDBACK” 

c) Click “Setting” in the left side of the screen 

d) Click settings below “Action” column against “Templates” 

e) Click “Add Template” 

f) Fill details and Add 
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12. Exam Fee Settings 

a) Launch “EXAMINATION” 

b) Click “Settings” in the left side of the screen 

c) Click settings icon below the “Action” against the “Programme examination fee” 

d) Click “Add Exam Fee” 

e) Select Programme and click “Add Programme Fee” 

f) Fill details and Save 
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13. Enable Exam Form Submission 

a) Click “Session” in the left side of the screen 

b) Click “Add Examination Session" 

c) Fill details and save  
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14. Admit Card 

a) Go to Examination settings 

b) Click settings icon against the “Examination Admit Card Templates” below column 

“Action” 

c) Click “Add Examination Admit Card Templete” 

d) Fill details and save 
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15. Term Configuration and Detention Rule 

a) Go to Examination settings 

b) Click settings icon against the “Programme Term Configuration” below column 

“Action” 

c) Filter Programme with Term  and Add Configuration 

d) Go to Examination Settings 

e) Click settings icon against the “Programme Detention Rules” below column “Action” 



25 
 

f) Fill details and save 
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16. Process Result 

a) Select Exam Session 

b) Launch “PROCESS RESULT” 

c) Click process icon against the programme below the “Term Results” 

d) Click “Process Term Report” 
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17. Grade Card 

a) Select Exam Session 

b) Launch “GRADE CARD RELEASE” 

c) Select all programmes and Click “Change ABC Options” 

d) Select value as “Yes” and save 

e) Select the programme  

f) Click “Release Grade Card on Student and College Portals” 

g) Fill details and save changes 
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18. Upload Data to NAD 

a) Select Exam Session 

b) Launch “PROCESS RESULT” 

c) Click upload icon against the programme below the “Upload data to NAD” 

d) Select students and push ABC to NAD 
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