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1. Introduction 

1.1 About ROVAN 

Rovan Software Solutions (P) Limited (ROVAN) is a leading software company serving 

colleges and schools since 2002. We help them to use the resources better and serve the 

students better. 

We are a member of NASSCOM, The National Association of Software and Services 

Companies in India. 

 

Vision 

 To make education administration better 

 

Mission  

 To offer quality software solutions to educational institutions  

 To offer good support to ensure smooth running of the software 

 

Solutions  

ROVAN IMS  –  Education ERP 

ROVAN EMS – Examination Management System (exclusively for Controller of   

                          Examinations' office in Autonomous Colleges) 

ROVAN LMS – Library Management System 
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Founder  

V.Muneeswaran is the founder and director. He worked in Tata Infotech (merged with Tata 

Consultancy Services later) as Systems Engineer for three years from 1999-2002. He has 

good experience in managing database driven projects. 

V.Muneeswaran is a mechanical engineer graduated from Government College of 

Technology, Coimbatore in 1999. 

 

1.2 About ROVANIMS 

ROVAN IMS is the College ERP Software / School ERP that helps to manage your 

institution better. It helps to use the resources better and serve the students better. Using it 

you can achieve efficient and stress free administration. 

ROVAN IMS is easy to learn and easy to use. It is a multi user system. You can use it as an 

intranet or internet application. 

ROVAN IMS has been built using PostgreSQL as the database and Apache as the web 

server and PHP as the scripting language. 

 

 1.3 ROVAN IMS Benefits 

 Integrates all the activities in the institution 

 Shows the pending fees instantly 

 Helps to take preventive action in student attendance 

 Quick and easy exam result analysis 

 Finds bus wise / route wise profitability 

 Controls student activities in the hostel 

 Bio-metrics based attendance control for staff 

 Better Assets / Stores / Canteen / Mess management 

 Student Login facility for each student 

 Prints TC and other Certificates 

 SMS / Email / RFID / Barcode Integration 
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The Principal / Teachers can view complete information about a student in a single 

screen. It will show the personal details, fees particulars, attendance details, mark 

details, library activities, hostel activities and transport details. 

This empowers the Principal / Teachers to face the parents with accurate data and have 

a worthy discussion about the future of the student. 

The same data can be shared with the students / parents through Student Login Module. 

This ensures a healthy flow of information. 

1.4 ROVAN IMS System Requirements 

Server 

        CPU                        :    Dual Core CPU 

        RAM                        :    4 GB RAM 

        Hard Disk                :    320 GB RAID 1 Hard Disk 

        Operating System   :    Windows 7 OS            

 

Client 

        CPU                       :    Dual Core CPU 

        RAM                       :    1 GB RAM 

        Hard Disk                :    20 GB Hard Disk 

        Operating System   :    Windows 7 / XP OS  

 

 

1.5 Contact us 

Registered Office 

Rovan Software Solutions (P) Limited 

1-154, Poolavoorani 

Sivakasi – 626124 

 

Development Centre 
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4 / 1332 Samypuram Colony 

Sivakasi – 626189 

Tamil Nadu, India 

Phone : 04562225120, 04562275120, 04562276120 

Mobile: 9943906900, 9943926900 

Email: sales@rovan.in 

Website: www.rovan.in 

1.6 Modules 

ROVAN IMS – Education ERP Software contains 15 modules. All modules are integrated 

and very effective in serving students and staff.  

The following modules have been installed in Fatima College, Maduai. So this manual 

deals with the following modules only. 

 

 Admission 

 Student 

 Fees 

 Attendance 

 Examination 

 Library 

 Hostel 

 Feedback 

 Election 

 Student Login 
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2. Administration 

Administration module helps you to manage the software effectively. 

2.1 Institution 

Institution screen is used to maintain the details about the institution. It is the first screen that 

should be filled with data while setting up the software. 
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To add a New Institution 

Click the New Button. The following screen will open. 

 

 

1. Click New Button. The above screen will be displayed. 

2. Enter the institution short name in the first field 

3. Enter the complete name of the institution in the next field. This name will appear 

in the background of the software. This will also be used in all the reports. So take 

some care while entering the name. 

 4. Select the Currency and Established Date of the institution. 

 5. Enter the Principal, Librarian, Correspondent and the Managing Trust Names. 

 6. Enter the Institution Street Address, City, State, Country, Pincode, Phone No., 

Mobile No., Fax, Email and the Website of the Institution.  

7. Press <Save> button. 

If the message is 'Institution saved successfully', you can conclude that you have created 

a new institution successfully. If any other message appears act according to it and contact 

the administrator if required. 
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To modify existing Institution 

We cannot edit the Institution code. 

1. Select the Institution you want to modify. 

2. Press Edit   image. 

3. Edit the required details. 

4. Press <Save> button.  

 

To Delete a Institution 

1. Select a institution you want to delete. 

2. Click Delete X image. 

3. Confirm your deletion process. 

  

2.2 Financial Year  

Financial year screen is used to define the various financial years which are used in your 

institution. 

 

 

To modify existing Financial Year 

We cannot edit the financial year code. 
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1. Select the financial year you want to modify. 

2. Press Edit   image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Financial Year 

1. Select a Financial Year you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Financial Year 

 

  

1. Click the New button. The above screen will be displayed. 

2. Enter financial year code. 
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3. Select from date (Starting date) and to date (End date) for financial year 

3. Select from date (Starting date) and to date (End date) for academic year 

4. Select the status of the financial year. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

 

If the message is ‘Financial Year saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears act according to it and contact the 

administrator if required. 

  

2.3 Roles  

Roles screen helps to define the functions in each role.  

 

 

To modify existing Roles 

We cannot edit the role code. 

1. Select the role you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 
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To Delete a Roles 

1. Select a role you want to delete. 

2. Click Delete X image. 

3. Confirm your deletion process. 

  

To add a New Role 

 

 

1. Press New Button. The above screen will be displayed. 

2. Enter the code and name. 

4. By default all the displayed modules and transactions are tick marked for enabled. 

If you want to disable the selected transactions leave the tick mark. 

5. Press <Save> button.  

If the message is ' Role saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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2.4 Users  

Users screen helps to manage the users.  

 

 

To modify existing User 

We cannot edit the user name. 

1. Select the user you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button.  

 

To Delete a User 

1. Select a user you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New User 

  

 

1. Press New Button. The above screen will be displayed. 

2. Enter the username and password. 

3. Select the Role you want to assign to the user. 

3. By default Active status will be displayed. 

4. By default all the displayed Institutions are tick marked for enabled. If you want to 

disable the selected institution uncheck the tick mark. 

5. Select the Default Institution. 

6. Press <Save> button.  

If the message is ' User saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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2.5 Teaching Staff Login Information  

Teaching Staff Login Information screen helps to view the user login / logout information. 

 

 

1. Select the user. 

2. Select Login date and to date. 

3. Click <Search> button. 

4. It will display Teaching Staff login information. 
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2.6 Office Staff Login Information  

Office Staff Login Information screen helps to view the login / logout information. 

 

 

1. Select the user. 

2. Select Login date and to date. 

3. Click <Search> button. 

4. It will display Office Staff login information. 
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2.7 Student Login Information  

Student Login Information screen helps to view the user login / logout information. 

 

 

1. Select the Student. 

2. Select Login date and to date. 

3. Click <Search> button. 

4. It will display Student login information. 
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2.8 General Settings 

Settings screen helps to set a unique value for the particular parameter. 

  

 

1. Click Admin   Settings. 

2. Enter the Value for the particular Parameter. 

3. Press <Save> button. 

 

If the message is ' Settings saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required.  
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2.9 SMS Settings 

SMS Settings screen helps to set a SMS Package to send SMS to both Staff and Student. 

 

1. Enter the Main URL. 

2. Set Variables name from API. 

3. Set Variable Type. 

4. Set Variable Value 

 

If the message is ' Settings saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required.  
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2.10 Send SMS 

Send SMS screen helps to send single SMS and multi SMS with use of Nature. 

 

To Send SMS 
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1. Select Nature you want 

2. Enter Mobile No. 

3. Enter Message that you want send 

4. Enter Send SMS button. 

If the message is ' Sent successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

The Type of Natures are 

1. Bulk 

 2. Student Class wise 

3. Student Batch wise 

4. Staff 

5. Parents 

6. Individual –Single 

7. Individual –Multiple 

 

2.11 Backup 

Backup screen helps to take a Backup of database. You must take backup of your data daily 

without fail. The backup file will help us to get back the data if the computer crashes. 
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When you click <Proceed>, a new database backup file will be created and stored in the 

specified location of the server. Please make another copy of the file in External Hard Disk 

and keep it safely.  

2.12 Message 

Message screen helps to display scrolling message information. 

 

To modify existing Message 

We cannot edit the message no. 

1. Select the message you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Message 

1. Select a message you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a Message 

 

1. Press New Button. 

2. Enter the Issued by and description. 

3. Select Status in Active. 

4. Press <Save> button. 

 

If the message is ' Message saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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3. Master Data 

3.1 General Master 

3.1.1 Country 

Country screen is used to define country codes. Country codes are useful to specify the 

country of origin of the students.  

 

 

 

To modify existing Country 

We cannot edit the country code. 

1. Select the country you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Country 

1. Select a Country you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Country 

  

1. Click New button. The above screen will be displayed. 

2. Enter country code. 

3. Enter country name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Country saved successfully ’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.1.2 State 

State screen is used to define state codes. State codes are useful to specify the state of 

origin of the students. 
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To modify existing State 

We cannot edit the state code. 

1. Select the state you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a State 

1. Select a State you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New State 
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1. Click New button. 

2. Enter state code. 

3. Enter state name. 

4. Select Country. 

5. Click <Save> button. 

If the message is ‘State saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

3.1.3 District 

District screen is used to define district codes. 
 

 

 

To modify existing District 

We cannot edit the district code. 

1. Select the district you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a District 

1. Select a District you want to delete. 
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2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New District 

    

1. Click New button. 

2. Enter district code. 

3. Enter district name. 

4. Select State and Country. 

5. Click <Save> button. 

 

If the message is ‘District saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.1.4 City 

City screen is used to define city codes.  
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To modify existing City 

We cannot edit the city code. 

1. Select the city you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a City 

1. Select a City you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

  

To add a New City 



 

ROVAN IMS 7.0 User Guide                      48 

    

1. Click New button. 

2. Enter city code. 

3. Enter city name. 

3. Select District, State and Country. 

4. Enter STD Code if needed. 

5. Click <Save> button. 

 

If the message is ‘City saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.1.5 Religion 

Religion screen is used to define Religion codes.  
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To modify existing Religion 

We cannot edit the religion code. 

1. Select the religion you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Religion 

1. Select a Religion you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  

 

To add a New Religion 

    

 

1. Click New button. The above screen will be displayed. 

2. Enter religion code. 

3. Enter religion name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 



 

ROVAN IMS 7.0 User Guide                      50 

If the message is ‘Religion saved successfully ’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.1.6 Community 

Community screen is used to define Community codes.  

 

 

To modify existing Community 

We cannot edit the community code. 

1. Select the community you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Community 

1. Select a community you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  

 

To add a New Community 
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1. Click New button. The above screen will be displayed. 

2. Enter community code. 

3. Enter community name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Community saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.1.7 Application Community 

Application Community screen is used to define Community codes. (In some rare cases the 

one or more communities will be referred by common name. So the common name will be 

used at the time of applying. At the time of admission actual community code will be used. 
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To modify existing Application Community 

We cannot edit the application community code. 

1. Select the application community you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Application Community 

1. Select a application community you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  

 

 

 

To add a New Application Community 
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1. Click New button. The above screen will be displayed. 

2. Enter application community code. 

3. Enter application community name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Application Community saved successfully’, you can conclude that 

you have stored it successfully. If any other message appears, act according to it and 

contact the administrator if required. 

 

3.1.8 Caste 

Caste screen is used to define caste codes. Caste codes are useful to specify the Caste of 

the students.  
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To modify existing Caste 

We cannot edit the caste code. 

1. Select the caste you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Caste 

1. Select a caste you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  

 

To add a New Caste 
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1. Click New button. The above screen will be displayed. 

2. Enter caste code. 

3. Enter caste name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Caste saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.1.9 Language 

Language screen is used to define Language codes. 

 

To modify existing Language 

We cannot edit the language code. 

1. Select the language you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Language 

1. Select a language you want to delete. 

2. Click Delete  image. 



 

ROVAN IMS 7.0 User Guide                      56 

3. Confirm your deletion process.  

 

To add a New Language 

    

1. Click New button. The above screen will be displayed. 

2. Enter language code. 

3. Enter language name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Language saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.1.10 Occupation 

Occupation screen is used to define Occupation codes. 
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To modify existing Occupation 

We cannot edit the occupation code. 

1. Select the occupation you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Occupation 

1. Select a occupation you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  

 

To add a New Occupation 

    

1. Click New button. The above screen will be displayed. 

2. Enter occupation code. 

3. Enter occupation name. 

4. Enter remarks if needed. 

5. Click <Save> button. 
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If the message is ‘Occupation saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

3.2 Student Module Master 

3.2.1 Student Category 

Student Category screen is used to define Student Category codes. Example: GQ – 

Government Category – MGT- Management / Self Finance Category. 

 

 

To modify existing Student Category 

We cannot edit the student category code. 

1. Select the student category you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Student Category 

1. Select a student category you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  
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To add a New Student Category 

   

1. Click New button. The above screen will be displayed. 

2. Enter student category code. 

3. Enter student category name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Student Category saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.2 Group 

Group screen is used to define group codes. Group specifies the group studied by the 

candidate in Plus Two. 
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To modify existing Group 

We cannot edit the group code. 

1. Select the group you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Group 

1. Select a group you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  

 

To add a New Group 

   

1. Click New button. The above screen will be displayed. 

2. Enter group code. 

3. Enter group name. 

4. Enter remarks if needed. 

5. Click <Save> button. 
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If the message is ‘Group saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.2.3 Quota 

Quota screen is used to define quota codes 

 

To modify existing Quota 

We cannot edit the quota code. 

1. Select the quota you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Quota 

1. Select a quota you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  
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To add a New Quota

  

1. Click New button. The above screen will be displayed. 

2. Enter quota code. 

3. Enter quota name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Quota saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.2.4 Regulation 

Regulation screen is used to define regulation codes. 

 

To modify existing Regulation 

1. Select the regulation you want to modify. 

2. Press Edit image. 
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3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Regulation 

1. Select a regulation you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  

 

To add a New Regulation 

   

1. Click New button. The above screen will be displayed. 

2. Enter regulation name. 

3. Click <Save> button. 

 

If the message is ‘Regulation saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.5 Batch 

Batch screen is used to notice the batches in the institution. 
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To modify existing Batch 

We cannot edit the batch. 

 

To Delete a Batch 

1. Select a Batch you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Batch 

 

   

1. Click New button. 

2. Enter batch. 
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3. Click <Save> button. 

 

If the message is ‘Batch saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.2.6 Department 

Department screen is used to notice the departments available in the institution. 

 

 

To modify existing Department 

We cannot edit the department code. 

1. Select the department you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Department 

1. Select a Department you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Department 

 

 1. Click on New button. 

2. Enter Department Code. 

3. Enter Department Name. 

4. Enter Head of the Department Name. 

5. Enter remarks if needed. 

6. Click <Save> button. 

 

If the message is ‘Department saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.7 Programme Level 

Programme Level screen is used to define the programme levels offered in the institution. 
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To modify existing Programme Level 

We cannot edit the programme level code. 

1. Select the Course type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Programme Level 

1. Select a programme level you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Programme Level 

 

  

1. Click New button. 

2. Enter programme level code. 

3. Enter programme level name. 

3. Enter Application Prefix 

4. Enter the index. 



 

ROVAN IMS 7.0 User Guide                      68 

5. Click <Save> button. 

 

If the message is ‘Programme Level saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.8 Programme 

Programme screen is used to define the programmes offered in the institution. 

 

 

 

To modify existing Programme 

We cannot edit the programme code. 

1. Select the Programme you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Programme 

1. Select a Programme you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Programme 

  

1. Click New button. 

2. Enter progamme code. 

3. Enter programme name. 

4. Select the department. 

5. Enter the duration (in years). 

6. Select the type. 

7. Select the Index. 

8. Click <Save> button. 

 

If the message is ‘Programme saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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3.2.9 Section 

Section screen is used to define the sections available in the institution. 

 

To modify existing Section 

We cannot edit the section code. 

1. Select the Section you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Section 

1. Select a Section you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Section 
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1. Click New button. 

2. Enter Section code. 

3. Enter Section name. 

4. Enter remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Section saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.2.10 Term 

Term screen is used to define the terms / years in the institution. 

 

 

To modify existing Term 

We cannot edit the term code. 

1. Select the Term you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Term 

1. Select a Term you want to delete. 

2. Click Delete image. 
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3. Confirm your deletion process. 

 

To add a New Term 

  

1. Click New button. 

2. Enter term code. 

3. Enter term name. 

4. Select the Index. 

5. Click <Save> button. 

 

If the message is ‘Term saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.2.11 Semester 

Term screen is used to define the semesters in the institution. 
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To modify existing Semester 

We cannot edit the semester code. 

1. Select the Semester you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Semester 

1. Select a Semester you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

To add a New Semester
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 1. Click New button. 

2. Enter semester code. 

3. Enter semester name. 

4. Select the term. 

5. Select the odd/even. 

6. Select the Index. 

7. Check promotion required 

8. Select the promoted to 

9. Click <Save> button. 

 

If the message is ‘Semester saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.2.12 Batch Programme 

Batch Programme screen is used to define the programmes offered in each batch for the 

academic year in the institution. 

 

 

 

To modify existing Batch Programme 

We cannot edit the semester code. 

1. Select the batch programme you want to modify. 
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2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Batch Programme 

1. Select a batch programme you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Batch Programme 

 

 

  

1. Click New button. 

2. Select batch, programme, regulation, self/aided, mark based, interview date. 

3. Select start time, End time 

4. Select fee payment date under fee details 

5. Select main fee, other fees. 

6. Enter Sanctioned Strength, Seat to be filled. 



 

ROVAN IMS 7.0 User Guide                      76 

6. Automatically get minority seats 

7. Enter last date for application. waiting list date, start time, end time 

8. Enter Composite room, double room, single room data. 

9. In term Allotment has term and year and select term and year. 

10. Press Allot button  

11. It generate academic seat  

12. Select group in group allotment. 

13. Click <Save> button. 

 

If the message is ‘Batch Programme saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.13 Board of Examination 

Board of Examination is used to define the board of study. 

 

 

To modify existing Board of Examination 

We cannot edit the board of examination code. 

1. Select the board of examination you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Board of Examinations 
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1. Select a board of examination you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Board of Examination 

 

  z 

1. Click New button. 

2. Enter board of examination code. 

3. Enter board of examination name. 

4. Select the programme level. 

5. Click <Save> button. 

 

If the message is ‘Board of Examination saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.14 Qualifying Exam 

Qualifying Exam is used to define the examinations used as qualifying examinations for 

admission. 
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To modify existing Qualifying Exam 

We cannot edit the qualifying exam code. 

1. Select the qualifying exam you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Qualifying Exam 

1. Select a Qualifying Exam you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Qualifying Exam 
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1. Click New button. 

2. Enter qualifying exam code. 

3. Enter qualifying exam name. 

4. Select the programme level. 

5. Click <Save> button. 

 

If the message is ‘Qualifying Exam saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.15 Qualifying Subject 

Qualifying subject is used to define the subjects used at the time of admission. 

 

 

To modify existing Qualifying Subject 

We cannot edit the qualifying subject code. 

1. Select the qualifying subject you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Qualifying Subject 
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1. Select a Qualifying subject you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Qualifying Subject 

 

1. Click New button. 

2. Enter qualifying subject code. 

3. Enter qualifying subject name. 

4. Select the subject type. 

5. Click <Save> button. 

 

If the message is ‘Qualifying Subject saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.16 Academic Stream 

Academic Stream is used to define the academic stream at Plus Two level. 
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To modify existing Academic Stream 

We cannot edit the Academic Stream code. 

1. Select the Academic Stream you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Academic Stream 

1. Select a Academic Stream you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Academic Stream 
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1. Click New button. 

2. Enter Academic Stream code. 

3. Enter Academic Stream name. 

4. Select the stream type. 

5. Click <Save> button. 

 

If the message is ‘Academic Stream saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.17 Exam Board – Subject 

Exam Board is used to define the subjects according to the board. 

 

To modify existing Exam Board – Subject 

1. Select the Board of Examination you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Exam Board – Subject 

1. Select a Board of Examination you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Exam Board – Subject 

 

 

1. Click New button. 

2. Select Board of Examination. 

3. Select the Stream. 

4. Select the list of subjects. 

5. Click <Save> button. 

 

If the message is ‘Exam Board – Subject saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.18 Student Grade 

Student Grade is used to define the grades candidates specify at the time of admission. 
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To modify existing Student Grade 

1. Select the student grade you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Exam Student Grade 

1. Select a student grade you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

  

To add a New Student Grade 

  

1. Click New button. 

2. Enter grade. 

3. Enter Mark From. 
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4. Enter Mark to. 

5. Click <Save> button. 

 

If the message is ‘Student Grade saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.2.19 Certificates 

Certificates is used to define the various certificates offered by the institution. 

 

To modify existing Certificates 

1 Select the certificate you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete Certificates 

1. Select a certificate you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Certificates 

   

1. Click New button. 

2. Enter certificate code. 

3. Enter certificate name 

4. Enter certificate prefix 

5. Select index. 

7. Select type. 

8. Click <Save> button. 

 

If the message is ‘Certificate saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.2.20 Bus Stop 

Bus Stop is used as the boarding point of the day scholars who are availing the transport 

facility offered by the institution.  
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To modify existing Bus Stop 

1. Select the bus stop you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Bus Stop 

1. Select a bus stop you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Bus Stop 
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1. Click New button. 

2. Enter bus stop code. 

3. Enter bus stop name 

4. Enter Annual Amount 

5. Enter half Year Amount 

6. Click <Save> button. 

 

If the message is ‘Bus Stop saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.2.21 Bus Route 

Bus Route is used to define the routes for the transport. 
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To modify existing Bus Route 

1. Select the bus route you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Bus Route 

1. Select a bus route you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Bus Route 
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1. Click New button. 

2. Enter bus route code. 

3. Enter bus route name 

4. Enter Vehicle No. 

5. Select bus Stop 

6. Click <Save> button. 

 

If the message is ‘Bus Route saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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3.2 Fees Module Master 

3.3.1 Receipt Type 

An institution may have multiple types of Receipt Books. One for Tuition fees, one for hostel 

fees and one for transport fees. This type is called as Receipt Type. This screen helps you to 

define the receipt types. 

 

 

To modify existing Receipt Type 

1. Select the Receipt Type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Receipt Type 

1. Select a Receipt Type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Receipt Type 
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1. Click New button. 

2. Enter receipt type code. 

3. Enter receipt type name 

4. Select Fees type 

5. Enter Bank acc No. 

6. Select index. 

7. Click <Save> button. 

 

If the message is ‘Receipt Type saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.3.2 Fee Payment Type 

Multiple Fee Payment Types like Cash, Cheque exist. This screen is used to define them. 
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To modify Fee Payment Type 

1. Select the fee payment type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Fee Payment Type 

1. Select a payment type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Fee Payment Type 
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1. Click New button. 

2. Enter Fee Payment Type code. 

3. Enter Fee Payment Type name 

4. Click <Save> button. 

 

If the message is ‘Fee Payment Type saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.3.3 Fee 

Fee screen is used to define the fee codes in the institution. 

 

 

To Modify Fee 

1. Select the fee you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Fee 

1. Select a fee you want to delete. 
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2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Fee  

 

 

 

1. Click New button. 

2. Enter Fee code. 

3. Enter Fee name 

4. Enter display name 

5. Select receipt type 

6. Check fee what you want 

7. If late fee means, select late fee and late fee amount 

8. Select fee index. 

9. Click <Save> button. 

 

If the message is ‘Fee saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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3.3.4 Sub Fees 

If one fee has multiple components, each component is a sub fee. Sub Fees Codes are 

created in this screen. 

 

 

To Modify Sub Fees 

1. Select the sub fees you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Sub Fees 

1. Select a sub fees you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Sub Fees 
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1. Click New button. 

2. Enter sub fees code. 

3. Enter sub fees name 

4. Select fee name.  

5. Select fees index 

4. Click <Save> button. 

 

If the message is ‘Sub Fees saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.3.5 Fee Structure 

Fee structure is used to define the fees payable by a particular class in a semester or year. 
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To Modify Fee Structure 

1. Select the fee structure you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Fee Structure 

1. Select a Fee Structure you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Fee Structure 

 

1. Click New button. 

2. Enter Batch. 

3. Enter Programme 

4. Enter Term.  

5. Select list of fee. 

6. Select category, admn type, semester, FG, fees, Frequency, amount. 

4. Click <Save> button. 
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If the message is ‘Fee Structure saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.3.6 Scholarship 

Scholarships offered to the students are created in this screen.  

 

To Modify Scholarship 

1. Select the Scholarship you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Scholarship 

1. Select a Scholarship you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Scholarship 

 



 

ROVAN IMS 7.0 User Guide                      100 

    

1. Click New button. 

2. Enter scholarship code. 

3. Enter scholarship name. 

4. Enter offered by. 

5. Enter Remarks. 

6. Click <Save> button. 

 

If the message is ‘Scholarship saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.3.7 Concession Type 

Fee concession can be offered to the students for multiple reasons. Concession Types are 

created in this screen. 
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To Modify Concession Type 

1. Select the Concession Type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Concession Type 

1. Select a Concession Type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Concession Type 

   

1. Click New button. 

2. Enter concession code. 

3. Enter concession name. 

4. Click <Save> button. 

 

If the message is ‘Concession Type saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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3.4 Attendance Module Master 

3.4.1 Team 

Team is the sub division applied within a class. Students will be assigned in teams when the 

class is divided as multiple units and sent to different labs at the same time.  

 

To Modify Team 

1. Select the team you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Team 

1. Select a team you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Team 
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1. Click New button. 

2. Enter team code. 

3. Enter team name. 

4. Click <Save> button. 

 

If the message is ‘Team saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.4.2 Session 

Session codes are created in this screen. 

 

To Modify Session 

1. Select the session you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 
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To Delete Session 

1. Select a session you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Session 

   

1. Click New button. 

2. Enter session code. 

3. Enter session name. 

4. Enter duration. 

5. Select session usage. 

4. Click <Save> button. 

 

If the message is ‘Session saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.4.3 Period 

Period codes (Class Hours) are defined in this screen.  
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To Modify Period 

1. Select the period you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Period 

1. Select a period you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

  

To add a New Period 
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1. Click New button. 

2. Enter Period no 

3. Enter Period Description 

4. Select session. 

5. Enter start time. 

6. Enter End time 

7. Use Is Extra, if you needed 

8. Click <Save> button. 

 

If the message is ‘Period saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.4.4 Day 

This screen is used to create the Days used in Day Order for the Time Table. 

 

To Modify Day 

1. Select the day you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 
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To Delete Day 

1. Select a day you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Day 

    

1. Click New button. 

2. Enter day no. 

3. Enter day name. 

4. Click <Save> button. 

 

If the message is ‘Day saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears act according to it and contact the administrator 

if required. 

 

3.4.5 Holiday 

This screen is used to define list of holidays. 
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To Modify Holiday 

1. Select the holiday you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete Holiday 

1. Select a holiday you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Holiday 

    

1. Click New button. 

2. Enter holiday date. 



 

ROVAN IMS 7.0 User Guide                      109 

3. Enter holiday description. 

4. Click <Save> button. 

 

If the message is ‘Holiday saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

3.5 Exam Module Master 

3.5.1 Grade 

Grade is used to classify the exam result. Grade codes are created in this screen. 

 

 

To Modify Grade 

1. Select the grade you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Grade 

1. Select a grade you want to delete. 
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2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Grade 

   

1. Click New button. 

2. Select Regulation. 

3. Enter grade code 

4. Enter grade description. 

5. Enter Total marks. 

6. Select status. 

7. Enter grade point. 

8. Click <Save> button. 

 

If the message is ‘Grade saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.5.2 Organizer 
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Organizer is used to specify who conducts the end semester examination. If university 

conducts end semester examination, an Organizer code should be created for the university. 

If the college conducts the end semester examination, the college name can be created as 

an Organizer. 

 

 

To Modify Organizer 

1. Select the organizer you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Organizer 

1. Select a organizer you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Organizer 
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1. Click New button. 

2. Enter organizer code 

3. Enter organizer description. 

4. Click <Save> button. 

If the message is ‘Organizer saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.5.3 Exam Type 

Exam Type is used to classify an exam whether it is internal exam or external (end semester 

examination). 

 

 

To Modify Exam Type 

1. Select the exam type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Exam Type 

1. Select a exam type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Exam Type 
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1. Click New button. 

2. Enter exam type code 

3. Enter exam type name. 

4. Select consider for internal mark assessment. 

4. Click <Save> button. 

 

If the message is ‘Exam Type saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.5.4 Internal Activity 

Internal Activity means the component used for internal assessment. 

 

 

To Modify Internal Activity 

1. Select the internal activity you want to modify. 



 

ROVAN IMS 7.0 User Guide                      114 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Internal Activity 

1. Select a internal activity you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Internal Activity 

    

1. Click New button. 

2. Enter activity code 

3. Enter activity name. 

4. Select activity index. 

4. Click <Save> button. 

 

If the message is ‘Internal Activity saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 



 

ROVAN IMS 7.0 User Guide                      115 

3.5.5 Course 

Course screen is used to maintain the details about subjects. 

 

 

To Modify Course 

1. Select the course you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Course 

1. Select a course you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Course 
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1. Click New button. 

2. Enter course code 

3. Enter course name. 

4. Enter course short name. 

5. Select course type. 

6. Select part, course credit, course nature, internal marks, external marks. 

7. Enter internal pass mark, internal max mark, external pass mark, external max 

mark, total pass mark, total max mark, internal test pass mark, internal test max 

mark. 

8. Select internal pattern, Index, is objectives. 

9. Enter the remarks. 

10. Click <Save> button. 

 



 

ROVAN IMS 7.0 User Guide                      117 

If the message is ‘Course saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

3.6 Library Module Master Data 

3.6.1 Member Group 

Library members can be classified in to different member groups based on the permissions 

given to them. For example Under Graduate students may be grouped as a Member Group 

with the permission to borrow upto 5 books from the library. Similarly Post Graduate 

students can be put in another group with the permission to borrow up to 10 books. 

 

To modify existing Member Group 

1. Select the member group you want to modify. 

2. Press Edit   image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Member Group 

We cannot edit the member group name.  

1. Select a member group you want to delete. 

2. Click Delete   image. 

3. Confirm your deletion process. 
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To add a New Member Group 

 

1. Click on New button. 

2. Enter member group Name. 

3. General: 

1. Enter the no. of resources for general resources that the member belonging to 

that member group can hold. 

2. Enter the no. of renewals for general resources that the member can. 

3. Enter the period (In days) for general resources that the member can hold a 

resources on each time. 

4. Enter the overnight resources period (In days) for general resources that the 

member can hold a resource on each time. 

5. Enter the penalty can fall on the member belonging to that member group for 

general resources. 

6. Enter the amount of penalty per day (In Rupees) for general resources. 

4. Book Bank: 

1. Enter the no. of resources for book bank resources that the member belonging 

to that member group can hold. 

2. Enter the no. of renewals for book bank resources that the member can. 

3. Enter the period (In days) for book bank resources that the member can hold a 

resources on each time. 
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4. Enter the penalty can fall on the member belonging to that member group for 

book bank resources. 

5. Enter the amount of penalty per day (In Rupees) for book bank resources. 

6. Enter Remarks if needed. 

7. Click button. 

If the message is ‘Member Group saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.2 Budget 

Budget screen is used to define the budgets used in the library. 

 

To modify existing Budget 

We cannot edit the budget code.  

1. Select the budget you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Budget 

1. Select a budget you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Budget 
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1. Click New button. 

2. Enter budget code. 

3. Enter budget name. 

4. Enter the remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Budget saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.3 Currency 

Currency screen is used to define currency codes. 

 

To modify existing Currenncy 

We cannot edit the currency code.  

1. Select the currency you want to modify. 

2. Press Edit  image. 
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3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Currency 

1. Select a currency you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Currency 
 

 

1. Click New button. 

2. Enter currency code. 

3. Enter currency name. 

4. Enter the multiplier. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

If the message is ‘Currency saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required.  

3.6.4 Resource Type 

Resource Type screen is used to define the different resource types stocked in the library. 

Example: Books, CDs etc. 
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To modify existing Resource type 

We cannot edit the resource type code.  

1. Select the resource type you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Resource type 

1. Select a resource type you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Resource Type 
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1. Click New button. 

2. Enter resource type code. 

3. Enter resource type description. 

4. Specify whether it can be issued or not. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

 

If the message is ‘Resource Type saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.5 Main Subject 

Main Subject screen is used to create codes for the major subjects under which books are 

classified. Example: Mathematics. 

 

To modify existing Main Subject 

We cannot edit the Main subject code.  

1. Select the Main subject you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Main Subject 

1. Select a Main subject you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Main Subject 

 
1. Click New button. 

2. Enter main subject code. 

3. Enter main subject name. 

4. Enter the remarks if needed. 

5. Click <Save> button. 

If the message is ‘Main Subject saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.6 Sub Subject 

Sub Subject is a minor division under a major subject. Example: Algebra is a sub subject 
under the major subject Mathematics. 
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To modify existing Sub Subject 

We cannot edit the sub subject code.  

1. Select the sub subject you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Sub Subject 

1. Select a sub subject you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Sub Subject 

 
1. Click New button. 

2. Enter sub subject code. 

3. Enter sub subject name. 

4. Enter main subject. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

If the message is ‘Sub Subject saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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3.6.7 Language 

 
Language screen is used to define codes for the languages. 

 

To modify existing Language 

We cannot edit the language code.  

1. Select the language you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Language 

1. Select a language you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Language 
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1. Click New button. 

2. Enter language code. 

3. Enter language name. 

4. Enter the remarks if needed. 

5. Click <Save> button. 

If the message is ‘Language saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.8 Author 

Author screen is used to create the master data about the Authors. 

 

 

To modify existing Author 

We cannot edit the Author name.  

1. Select the author you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Author 



 

ROVAN IMS 7.0 User Guide                      128 

1. Select a author you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Author 

 

1. Click New button. 

2. Enter author name. 

3. Enter city name and other details. 

4. Enter the remarks if needed. 

5. Click <Save> button. 

If the message is ‘Author saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.9 Rack 

Rack screen is used to define the codes for the Racks available in the library. 
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To modify existing Rack 

We cannot edit the rack code.  

1. Select the rack you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

To Delete a Rack 

1. Select a rack you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Rack 
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1. Click New button. 

2. Enter rack code. 

3. Enter rack name. 

4. Enter the remarks if needed. 

5. Click <Save> button. 

If the message is ‘Rack saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.10 Series 

Series screen is used to define Book Series Information. 

For example: Encyclopedia, Dictionary etc, 

 

 

To modify existing Series 

We cannot edit the series name.  

1. Select the series you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Series 

1. Select a series you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Series 

 

 

1. Click New button.. 

2. Enter the Series Name, Statement of Responsibility, Part Statement, ISSN, 

Volume/Part No, Pages, Title of Volume and the Statement of Responsibility. 

3. Select the Type of Binding. 

4. Enter the remarks if needed. 

5. Click <Save> button. 

If the message is ‘Series saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.11 Mode of Acquisition 

Mode of Acquisition screen is used to define the various methods of purchasing the books 

and other resources for the Library. For example By order (or) By Gift. 
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To modify existing Mode of Acquisition 

We cannot edit the mode of acquisition code.  

1. Select the mode of acquisition you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Mode of Acquisition 

1. Select a mode of acquisition you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Mode of Acquisition 

 

1. Click New button. 

2. Enter Acquisitions code. 

3. Enter the Description of Acquisitions. 

4. Enter the remarks if needed. 

5. Click <Save> button. 
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If the message is ‘Mode Of Acquisitions saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.12  Publisher 

Publisher screen is used to define the publishers who publishes the books. 

 

To modify existing Publisher 

1. Select the publisher you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Publisher 

1. Select a publisher you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Publisher 
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1. Click New button. 

2. Enter publisher code. 

3. Enter publisher name. 

4. Enter the contact person, city, address and other details. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

 

If the message is ‘Publisher saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.13 Supplier 

Supplier screen is used to define the suppliers from whom the books are purchased for the 

library. 
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To modify existing Supplier 

We cannot edit the supplier name.  

1. Select the supplier you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Supplier 

1. Select a supplier you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Supplier 
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1. Click New button. 

2. Enter supplier code. 

3. Enter supplier name. 

4. Enter the contact person, city, address and other details. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

 

If the message is ‘Supplier saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.14 Binding Type 

Binding Type screen is used to define the binding types used in the Library. 

 

 

To modify existing Binding type 

We cannot edit the binding type code.  

1. Select the binding type you want to modify. 
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2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Binding type 

1. Select a binding type you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Binding type 

 

1. Click New button. 

2. Enter Binding code. 

3. Enter the Description of Binding. 

4. Enter the remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Binding Type saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.15 Frequency 

Frequency screen is used to define the frequencies in which journals / magazines are 

subscribed. 
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To modify existing Frequency 

We cannot edit the frequency code.  

1. Select the frequency you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Frequency 

1. Select a frequency you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Frequency 
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1. Click New button. 

2. Enter Frequency code. 

3. Enter Frequency name. 

4. Enter the remarks if needed. 

5. Click <Save> button. 

 

If the message is ‘Frequency saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.16 Delivery Mode 

Delivery mode screen is used to define the various delivery modes used to receive the 

journals / magazines from the publisher. 

 

 

 

To modify existing Delivery Mode 

We cannot edit the delivery mode code.  

1. Select the delivery mode you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Delivery Mode 

1. Select a delivery mode you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 



 

ROVAN IMS 7.0 User Guide                      140 

To add a New Delivery Mode 

 

1. Click New button. 

2. Enter Delivery Mode. 

3. Enter remarks if needed. 

4. Click <Save> button. 

 

If the message is ‘Delivery Mode saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.17 Newspaper 

Newspaper screen is used to note down the Newspapers subscribed for the library. 

 

 

To modify existing Newspaper 
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We cannot edit the newspaper code.  

1. Select the newspaper you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Newspaper 

1. Select a newspaper you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Newspaper 

 

1. Click New button. 

2. Enter newspaper ID. 

3. Enter newspaper description. 

4. Enter newspaper editor. 

5. Select the publisher, language of the newspaper. 

6. Enter the remarks if needed. 

7. Click <Save> button. 
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If the message is ‘Newspaper saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.18 Serial 

Serial screen is used to define the journals / magazines subscribed by the library. 

 

To modify existing Serial 

We cannot edit the serial language.  

1. Select the serial you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Serial 

1. Select a serial you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Serial 

 

1. Click New button. 

2. Select the Category and Enter Serial code. 

3. Enter Serial title and parallel title. 

4. Enter ISSN Number, subscription number, from date, to date, amount, editor and 

other details. 

5. Select the Serial type, periodicity, date of purchasing, language, main subject, 

supplier, sub subject and other details. 

6. Enter the remarks if needed. 

7. Click <Save> button. 

 

If the message is ‘Serial saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.19 Loss Type 

Loss Type is used to define various methods of loss under which books lost are recorded. 

Example: Theft. 
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To modify existing Loss type 

We cannot edit the loss type code.  

1. Select the loss type you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Loss type 

1. Select a loss type you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Loss type 

 

1. Click New button. 

2. Enter loss code. 

3. Enter Description. 

4. Enter the remarks if needed. 

5. Click <Save> button. 



 

ROVAN IMS 7.0 User Guide                      145 

If the message is ‘Loss Type saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.6.20 Binder 

Binder screen is used to define the various companies employed by the library for binding 

the books.  

 

To modify existing Binders 

We cannot edit the binders code.  

1. Select the binders you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Binder 

1. Select a binders you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Binder 
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1. Click New button. 

2. Enter binder code. 

3. Enter binder name. 

4. Enter the contact person, city, address and other details. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

 

If the message is ‘Binder saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.6.21 ILL – Library 

ILL screen is used to define the names of other libraries who will borrow from our library 

under Inter Library Loan arrangement.  

 

 

To modify existing ILL - Library 
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We cannot edit the inter library code.  

1. Select the inter library you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a ILL - Library 

1. Select a binders you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New ILL - Library 

 

1. Click New button. 

2. Enter ILL code. 

3. Enter Inter Library name. 

4. Enter the contact person, city, address and other details. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

 

If the message is ‘ILL - Library saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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3.6.22  Fine Code  

Fine Code screen is used to define the Fine Name levied by the library. 

 

To modify existing Fine code 

We cannot edit the fine code.  

1. Select the fine you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Fine code 

1. Select a fine you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Fine code 

 

1. Click New button. 

2. Enter Fine code. 
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3. Enter Inter Fine name. 

4. Enter the contact person, city, address and other details. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

 

If the message is ‘Fine code saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.7 Hostel Module Master 

3.7.1 Block 

Block screen is used to define the buildings available in the hostel. 

 

 

To Modify Block 

1. Select the block you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Block 

1. Select a block you want to delete. 

2. Click Delete image. 
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3. Confirm your deletion process. 

 

To add a New Block 

 

1. Click New button. 

2. Enter block code 

3. Enter block name. 

4. Select type of Block 

5. Enter no of rooms 

5. Enter capacity. 

4. Enter facility and remarks. 

5. Click <Save> button. 

 

If the message is ‘Block saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.7.2 Room 

Each room in the block should be numbered for easy maintenance. This screen in used for 

that. 
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To Modify Room 

1. Select the room you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Room 

1. Select a room you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Room 
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1. Click New button. 

2. Enter room code 

3. Enter room name. 

4. Select Block 

5. Enter capacity. 

4. Enter facility and remarks. 

5. Click <Save> button. 

 

If the message is ‘Room saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.8 Transport Module Master 

3.8.1 Vehicle Type 

Vehicle Type is used to define the type of transportation available in the college. 
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To Modify Vehicle Type 

1. Select the vehicle type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Vehicle Type 

1. Select a vehicle type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Vehicle Type 

 

1. Click New button. 

2. Enter vehicle type code 

3. Enter vehicle type name. 

4. Click <Save> button. 
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If the message is ‘Vehicle Type saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.8.2 Vehicle  

Vehicle is used to define the no. of vehicle available in the college. 

 

 

To Modify Vehicle 

1. Select the vehicle you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Vehicle  

1. Select a vehicle you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Vehicle 

 

1. Click New button. 

2. Enter vehicle code 

3. Enter vehicle name. 

4. Select Vehicle type. 

5. Select institution. 

6. Click <Save> button. 

 

If the message is ‘Vehicle saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

3.9 Election Module Master 

3.9.1 Post 

Post is used to define the various posts for which election will be conducted.  
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To Modify Post 

1. Select the post you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Post 

1. Select a post you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Post 
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1. Click New button. 

2. Enter post code 

3. Enter post name. 

4. Select programme level, type, priority, status. 

5. Click <Save> button. 

 

If the message is ‘Post saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.9.2 Election 

Election screen used to create new election. 
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To Modify Election 

1. Select the post you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Election 

1. Select a post you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Election 

    

1. Click New button. 

2. Select academic year. 

3. Enter election name. 

4. Enter election officer. 

5. Enter election date. 
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6. Enter election result date. 

7. Select Status. 

8. Click <Save> button. 

 

If the message is ‘Election saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

3.10 Feedback Module Master 

3.10.1 Question Type 

Question Type is used to specify whether particular question used to get the feedback about 

staff or subject.  

 

 

To Modify Question Type 

1. Select the question type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Question Type 

1. Select a question type you want to delete. 

2. Click Delete image. 
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3. Confirm your deletion process. 

 

To add a New Question Type 

    

1. Click New button. 

2. Enter question type code 

3. Enter question type name. 

4. Click <Save> button. 

 

If the message is ‘Question Type saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.10.2 Question 

In this screen Questions used for feedback are defined. 
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To Modify Question 

1. Select the question you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Question 

1. Select a question you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Question 
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1. Click New button. 

2. Enter question code. 

3. Enter question description 

4. Enter question type. 

5. Enter answer type 

6. Select status. 

7. Select question index 

8. Click <Save> button. 

 

If the message is ‘Question saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.11 Staff Module Master 

3.11.1 Activity Level 

Activity Level is used to specify level of achievement.  
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To Modify Activity Level 

1. Select the activity level you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Activity Level 

1. Select a question type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Activity Level 

    

1. Click New button. 

2. Enter activity level code 

3. Enter activity level name. 

4. Click <Save> button. 
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If the message is ‘Activity Level saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.11.2 Activity Type 

Activity Type is used to specify level of achievement.  

 

 

To Modify Activity Type 

1. Select the Activity Type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Activity Type 

1. Select a Activity Type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Activity Type 



 

ROVAN IMS 7.0 User Guide                      165 

 

1. Click New button. 

2. Enter activity type code. 

3. Enter activity type name 

4. Click <Save> button. 

 

If the message is ‘Activity type saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.11.3 Activity 

Activity is used to specify competition name.  

 

 

To Modify Activity 

1. Select the Activity you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 
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To Delete Activity 

1. Select a Activity you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Activity 

 

1. Click New button. 

2. Enter activity code. 

3. Enter activity name 

4. Click <Save> button. 

 

If the message is ‘Activity saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.11.4 Message Group 

Message group is used to send a sms to a particular group of staff or admin.  
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To Modify Message Group 

1. Select the message group you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Message Group 

1. Select a message group you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Message Group 

 

1. Click New button. 

2. Enter message group code. 
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3. Enter message group name 

4. Click <Save> button. 

 

If the message is ‘Message group saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.11.5 Shift 

Shift is used to specifies the time for regarding shift.  

 

 

To Modify Shift 

1. Select the shift you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Shift 

1. Select a shift you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Shift 
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1. Click New button. 

2. Enter shift code. 

3. Enter shift name 

4. Enter shift start time and end time. 

5. Enter Lunch break and Lunch End. 

6. Click <Save> button. 

 

If the message is ‘Shift saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

3.11.6 Employee Type 

Employee Type is used to specifies type of staff.  
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To Modify Employee Type 

1. Select the Employee Type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Employee Type 

1. Select a Employee Type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Employee Type 

 

1. Click New button. 
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2. Enter Employee Type code. 

3. Enter Employee Type name 

4. Click <Save> button. 

 

If the message is ‘Employee Type saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.11.7 Designation 

Designation is used to define the role of staff.  

 

 

To Modify Designation 

1. Select the Designation you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Designation 

1. Select a Designation you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Designation 

 

1. Click New button. 

2. Enter Designation code. 

3. Enter Designation name 

4. Enter qualification, experience required and skills. 

5. Click <Save> button. 

 

If the message is ‘Designation saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.11.8 Leave Type 

Leave Type is used to define specifies the type of leave.  
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To Modify Leave Type 

1. Select the Leave Type you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Leave Type 

1. Select a Leave Type you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Leave Type 
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1. Click New button. 

2. Enter Leave Type code. 

3. Enter Leave Type name 

4. Check whether salary offered or deducted salary.  

5. Click <Save> button. 

 

If the message is ‘Leave Type saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

3.11.9 Deduction 

Deduction is used to define salary deduction.  

 

 

To Modify Deduction 

1. Select the Deduction you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Deduction 

1. Select a Deduction you want to delete. 
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2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Deduction 

 

1. Click New button. 

2. Enter Deduction code. 

3. Enter Deduction name 

4. Check whether salary offered or deducted salary.  

5. Click <Save> button. 

 

If the message is ‘Deduction saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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4. Student 

Student module maintains the basic details about the student. A facility is provided to view 

the data about a student in a single screen. This helps in getting 360 degree view of the 

student. All student related Certificates are created in this module. 

4.1 Student Screen 

Student screen is used to create a new student. Further all the data related to a particular 

student can be viewed in this screen.  

 

To modify / view existing Student 

We cannot edit the roll no. 

1. Select the student you want to modify. 

2. Here two edit buttons are available. 

3. If you click the first edit button, a screen will open and show the data for Transfer 

Certificate of the student. 

4. If you click the second edit button, a screen that shows all the data of the student 

will be opened. 

5. Press Edit image. 

6. Edit the required details. 

7. Press <Save> button. 
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Fees details, attendance, examination, library and hostel details of the student can be 

viewed here. Except the student’s personal details other information can only be viewed; not 

be modified. 

To Delete a Student 

1. Select a student you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Student 

 

 

1. Click on New button or Press F2 key. The above screen will be displayed 

2. Enter application no. 

3. Select Self Finance / Aided 

4. Enter Admission No., Admission date, admission type, category, year joined, 

semester, register no, student name.  

5. Enter Tc name. 

6. Enter Roll No. 

7. Enter batch, programme, section, 1st language, name in tamil. 

8. Choose photo to upload. 

9. Status will be displayed automatically.  
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There are multiple tabs available in this screen. Let us see about them. 

Personal 

 

 

  Select gender, date of birth, marital status, community, caste, native place. 

  Select the residential type and religion, quota. 

 

Address 
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Enter address, city, state, country, phone, mobile, email and pin code. 

Enter remarks if needed. 

 

Others: 

 

  

Please Enter mark details for SSLC, HSC, Diploma, UG and PG. 

 

Certificate Details 

 

 

Please select certificates submitted by the student at the time of joining. 

9. Click <Save> button. 
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If the message is ‘Student saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

4.2 Originals Return 

This screen is used to record when the Original Certificated are Returned to the student. 

 

 

To Modify Originals Return 

We cannot edit the roll no. 

1. Select the original return you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Originals Return 

1. Select a original return you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Originals Return 

   

  

 

 

1. Click New button. The screen will be displayed. 

2. Select the student roll no and it related fields are filled automatically like batch, 

programme.  

3. Return No. generated automatically. 

4. Enter date, issued to, Remarks. 

5. Click <Save> button. 

 

If the message is ‘Originals Return saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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4.3 Certificate Issue 

This screen is used to generate various certificates that can be issued to the students. 

 

 

To Modify Certificate Issue 

We cannot edit the roll no. 

1. Select the certificate you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete Certificate Issue 

1. Select a certificate you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

To add a New Certificate Issue 
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1. Click New button. The screen will be displayed. 

2. Issue No. generated automatically. 

3. Select Issue date. 

4. Select certificate. 

5. Certificate no generated automatically. 

6. Select certificate purpose, batch, programme. 

7. Select roll no. 

8. Enter Conduct, Issued to, Remarks. 

9. Click <Save> button. 
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If the message is ‘Certificate Issue saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears act according to it and contact the 

administrator if required. The certificate will open as below and you can print it. 

 

 

 

4.4 Transfer Certificate 

This screen is used to generate Transfer Certificates to students. 
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To Modify Transfer Certificate 

We cannot edit the roll no. 

1. Select the certificate you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Transfer Certificates 

1. Select a certificate you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Transfer Certificate

 

 

 

1. Click New button. The screen will be displayed. 

2. TC No. generated automatically. 

3. Select date of leaving. 

4. Select date of application. 
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5. Select batch, progamme, roll no, year of leaving. 

6. Enter medical inspection. 

7. Promoted or discontinued. 

8. Enter conduct, received by, remarks, reason for leaving. 

9. Click <Save> button. 

 

If the message is ‘Transfer Certificate saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. Transfer Certificate will open as below and you can print it. 
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4.5 Dropout 

When a student is absent for the classes for a long time he will be marked as Dropout. Once 

marked as Dropout he can join the classes again after getting the permission from the 

principal.   

 

 

To Modify Dropout 

We cannot edit the roll no. 

1. Select the dropout you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Dropout 

1. Select a dropout you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Dropout

 

 

 

1. Click New button. The screen will be displayed. 

2. Drop No. generated automatically. 

3. Select student and its fetch batch, programme automatically. 

4. Select date of application. 

5. Select batch, progamme, roll no, year of leaving. 

8. Enter conduct, remarks. 

9. Click <Save> button. 

 

If the message is ‘Dropout saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

4.6 Reactive Student 

This screen is used to reactive Dropout students.. 

To add a Reactive Student 
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1. Click New button. The screen will be displayed. 

2. Select batch, programme, student and its fetch section, semester, dropout date 

automatically. 

3. Select date of reactive. 

4. Enter reactive reason. 

5. Click <Save> button. 

 

If the message is Reactive Student saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

4.7 Programme Transfer 

Programme Transfer is used transfer the student from one programme to the other within the 

institution. 
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1. Click New button. The screen will be displayed. 

2. Select student and its fetch batch, programme, automatically. 

3. Select transfer batch, transfer programme. 

4. Enter reason. 

5. Click <Transfer> button. 

 

If the message is ‘Programme Transfer saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

4.8 Roll No. Allocation 

Roll No. Allocation screen helps to allot the roll no for the students. 
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1. Select the batch students belonging to the selected batch but not allotted to any 

section will appear. 

2. Enter the Roll No you want to allot for the students. 

3. For automatic generation give new roll no of the first student and then click 

<Generate> button. 

4. If you want to allot the roll no to all the displayed student click select all and all the 

displayed student are selected. 

    If you want to allot the Roll No only to a few student then remove the tick mark 

from those who do not belong to the 

    particular class. 

5. Click <Save> button. 

6. Confirm the allotment process. 

If the message is ‘Roll No. Allotment saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

4.9 Reg No. Allocation 

Reg No. Allocation screen helps to allot the registration number for the students. 
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1. Select the batch students belonging to the selected batch but not allotted to any 

section will appear. 

2. Enter the Reg No you want to allot for the students. 

3. For automatic generation give new reg no of the first student and then click 

<Generate> button. 

4. If you want to allot the reg no to all the displayed student click select all and all the 

displayed student are selected. 

If you want to allot the Reg No only to a few student then remove the tick mark from 

those who do not belong to the particular class. 

5. Click <Save> button. 

6. Confirm the allotment process. 

If the message is ‘Reg No. Allotment saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

4.10 Promotion 

Promotion screen helps to promote the students from one semester to the next 

corresponding semester. 
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1. Select the batch, programme and current semester. 

2. Automatically fetch promoted to 

3. Then click <view > button 

4. It will fetch the particular students of that batch, progamme. 

5. Click <Save> button. 

 

If the message is Promotion saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

4.11 Section Allotment 

Section allotment screen helps to allot the section for the students. 
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1. Select the batch students belonging to the selected batch but not allotted to any 

section will appear. 

2. Select the section you want to allot for the students. 

3. If you want to allot the section to all the displayed students click select all and all 

the displayed students are selected. 

If you want to allot the section only to a few students then remove the tick mark from 

those who do not belong to the particular section. 

4. Click <Save> button. 

5. Confirm the allotment process. 

If the message is ‘Section Allotment saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

4.12 Team Allotment 

Team is the sub division applied within a class. Students will be assigned in teams when the 

class is divided as multiple units and sent to different labs at the same time.  Team allotment 

screen helps to allot the team for the students. 
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1. Select the batch students belonging to the selected batch but not allotted to any 

team will appear. 

2. Select the team you want to allot for the students. 

3. If you want to allot the team to all the displayed students click select all and all the 

displayed students are selected. 

If you want to allot the section only to a few students then remove the tick mark from 

those who do not belong to the particular team. 

4. Click <Save> button. 

5. Confirm the allotment process. 

If the message is ‘Team Allotment saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

4.13 Import Student List 

Import Student List screen helps to import students from spread sheets. 

 

 

 

1. Prepare the data in excel. 

2. Save that excel in particular directory. 

3. Click <upload> button 
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4. Its fetch the data from excel. 

5. Click <Save> button. 

6. Confirm the allotment process. 

 

If the message is ‘Student Data Imported successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

4.14 Achievement 

Achievement screen is used to maintain the details of the achievements of the students.  

 

 

To Modify Achievement 

We cannot edit the activity no. 

1. Select the activity you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Achievement 

1. Select a activity you want to delete. 
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2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Achievement 

 

 

 

1. Click New button. The screen will be displayed. 

2. Ref No. generated automatically. 

3. Select activity, activity level, participate nature, organizer 

4. Select student, submit date, activity type 

5. Select from date, to date, wining level. 

7. Upload photo 

8. Click <Save> button. 

 

If the message is ‘Achievement saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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4.15 Discipline 

Discipline is used to keep the records about disciplinary actions taken against the students. 

 

 

To Modify Discipline 

We cannot edit the discipline no. 

1. Select the discipline you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Discipline 

1. Select a discipline you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Disciplinary Activity 

 

 

1. Click New button. The screen will be displayed. 

2. Discipline No. generated automatically. 

3. Select discipline date, student, discipline, action taken, remarks 

4. Click <Save> button. 

 

If the message is ‘Discipline saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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4.16 Student Grievance 

Student Grievance is used to maintain the details about the grievances raised by the 

students.   

 

 

To Modify Student Grievance 

We cannot edit the grievance. 

1. Select the grievance you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

4.17 Assign Mentor 

Assign Mentor is used to allot the students to the mentors. 
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To Modify Mentor 

We cannot edit the mentor, designation department, batch, programme. 

1. Select the mentor you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Mentor 

1. Select a mentor you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Assign Mentor 

 

 

 

1. Click New button. The screen will be displayed. 
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2. Select mentor and its fetch designation, department. 

3. Select batch, programme, section. 

4. its fetch student details Automatically. 

5. Click <Save> button. 

 

If the message is ‘Mentor saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

REPORTS 

4.18 Admission Register  

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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4.19 Student Strength  

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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4.20 Certificate Received Register  

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 



 

ROVAN IMS 7.0 User Guide                      205 

 

 

 

 

4.21 Original Returns Register  

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 



 

ROVAN IMS 7.0 User Guide                      206 

 

4.22 Certificate Issue Register  

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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4.23 TC (Transfer Certificate) Register  

The parameter screen will open as shown in below. 

    

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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4.24 Dropout Register  

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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4.25 Student List  

The parameter screen will open as shown in below.

 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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Students’ data can be exported to spread sheets. Select the parameters you want fom the 

left side and select the fields you want from the right side section, then click Export button. 

Required data will be exported to the spread sheet. 
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5. Fees 

Fees module helps you manage fee collection activities in the institution. 

5.1. Fee Definition 

Fee definition screen is used to define fees for students. 

 

 

To modify existing Fee Definition 

We cannot edit the roll number, student name, batch, programme, term. 

1. Select the record you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Fee Definition 

1. Select the record you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Fee Definition  - Individual   

 

1. Press Individual Button. The above screen will be displayed. 

2. Enter the Roll number. 

3. Name, Batch, Programme and student photo are displayed  automatically. 

4. Select the Term, Due date. 

5. Select the Semester, Fee and enter the Fee Amount in the grid. 

6. If you want to remove the fee in the grid Press <Delete> image. 

7. Enter the remarks. 

8. Press <Save> button.  

 

If the message is ' Fee Definition saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

Fees can also be defined in bulk using Class wise Fee Definition facility. 
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To add a New Fee Definition - Class wise  

Fee can be defined to the whole class using the following screen. When we select the 

students and click Save button, the fees we have mentioned in the Fee Structure will be 

applied to all the students. 

 

 

5.2. Receipt 

Receipt screen is used to collect fees from the student and issue receipt for that. 
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To modify existing Receipt 

We cannot edit the Receipt Type, Receipt No, Roll No, Batch, Programme, Payment 

Type. 

1. Select the record you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Receipt 

1. Select the record you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Receipt 
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1. Press New Button. The above screen will be displayed. 

2. Select the Receipt type. Receipt No is automatically generated. 

3. Select the Date. 

4. Enter the Roll number. 

5. Batch, Programme and student photo are displayed automatically. 

6. Fee details are filled automatically in the grid. 

7. Select the Payment type and enter the Received Amount. 

8. If you want to remove the fee in the grid Press <Delete> image. 

9. Enter the remarks. 

          10. Press <Save> button.  

 

If the message is ' Receipt saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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5.3. Misc. Receipt 

Misc. Receipt screen helps to collect miscellaneous fees. Miscellaneous fees are not defined 

in advance. They will be collected when the need arises.  

 

 

To modify existing Misc. Receipt 

We cannot edit the Receipt No, Type, Roll No, Name, Batch, Programme, Payment 

Type. 

1. Select the Receipt No you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Misc. Receipt 

1. Select the Receipt No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Misc. Receipt 

 

1. Press New Button. The above screen will be displayed. 

2. Receipt No is automatically generated. 

3. Select the Date, Type and enter the Roll No. 

3. Name, Batch, Programme and student photo are displayed automatically. 

4. Select the Payment type. 

5. Select the Fees, Amount in the grid. 

6. If you want to remove the fee in the grid Press <Delete> image. 

7. Enter the remarks. 

8. Press <Save> button.  

 

If the message is ' Misc. Receipt  saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

5.4.  Application Sales 

Application Sales screen helps to collect the application fees from the candidates. 
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To modify existing Application Sales 

We cannot edit the Sales No, Batch, Payment Type. 

1. Select the Sales No you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Application Sales 

1. Select the Sales No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

 

 

 

 



 

ROVAN IMS 7.0 User Guide                      219 

To add a New Application Sales Receipt 

 

1. Press New Button. The above screen will be displayed. 

2. Sales No is automatically generated. 

3. Select the Date, Admission Type, Self finance / Aided, Programme Level, Batch, 

Programme, Payment type. 

4. Enter the Name, Appln No. 

5. Select the Payment type. 

6. Select the Fees, Amount in the grid. 

7. If you want to remove the fee in the grid Press <Delete> image. 

8. Enter the remarks. 

9. Press <Save> button.  

 

If the message is ' Application Sales saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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5.5. Advance Receipt 

When a student pays fee when the fee amount has not been defined it is treated as 

advance. A receipt can be made for that. Advance amount can be adjusted with the fees to 

be paid in a later date. 

 

 

To modify existing Advance Receipt 

We cannot edit the Receipt No, Roll No, Name, Batch, Programme, Payment Type. 

1. Select the Receipt No you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Advance Receipt 

1. Select the Receipt No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Advance Receipt 

 

1. Press New Button. The above screen will be displayed. 

2. Receipt No is automatically generated. 

3. Select the Date and enter the Roll No. 

3. Name, Batch, Programme and student photo are displayed  automatically.  

4. Select the Payment type. 

5. Enter the Received Amount. 

6. Enter the remarks. 

7. Press <Save> button.  

 

If the message is ' Advance Receipt  saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required.  

 

5.6. Refund Application 

Refund Application screen helps to record the Refunds requested by the students. 
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To modify existing Refund Application 

We cannot edit the Refund Appln No, Roll No, Name, Batch, Programme, Term. 

1. Select the Refund Appln No you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Refund Application 

1. Select the Refund Appln No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process.  
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To add a New Refund Application 

 

1. Press New Button. The above screen will be displayed. 

2. Refund Appln No is automatically generated. 

3. Select the Date and enter the Roll No. 

3. Name, Batch, Programme and student photo are displayed  automatically.  

4. Select the Term, Semester. 

5. Enter the Refund Amount. 

6. Enter the remarks. 

7. Press <Save> button.  

 

If the message is ' Refund Application saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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5.7 Advance Refund 

Advance Refund screen helps to refund the advance amount. 

 

 

To modify existing Advance Refund  

We cannot edit the Refund No, Refund Appln No, Roll No, Name, Batch, 

Programme, Term, Refund Type, Advance  In Hand, Refund Appln Amount. 

1. Select the Refund No you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Advance Refund  

1. Select the Refund No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Advance Refund 

 

 

1. Press New Button. The above screen will be displayed. 

2. Refund No is automatically generated. 

3. Select the Date and Refund Appln No. 

4. Name, Batch, Programme, Term, Roll No, Advance In Hand, Refund Appln 

Amount and student photo are displayed automatically.  

5. Enter the Advance Refund Amount. 

6. Enter the Remarks. 

7. Press <Save> button.  

 

If the message is ' Advance Refund saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears act according to it and contact the 

administrator if required. 

 

5.8. Fee Refund 

Fee Refund screen helps to refund the fees amount. 



 

ROVAN IMS 7.0 User Guide                      226 

 

 

To modify existing Fee Refund  

We cannot edit the Refund No,Refund Appln No, Roll No, Name, Batch, Programme, 

Term, Refund Type, Semester, Refund Appln Amount . 

1. Select the Refund No you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Fee Refund  

1. Select the Refund No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Fee Refund 

 

 

1. Press New Button. The above screen will be displayed. 

2. Refund No is automatically generated. 

3. Select the Date and Refund Appln No. 

4. Name, Batch, Programme, Term, Roll No, Semester, Refund Appln Amount and 

student photo are displayed automatically.  

5. Fees, Fee Amount are filled automatically in the grid. 

6. Enter the Deduction, Refund Amount, Remarks. 

7. Enter the Remarks. 

8. Press <Save> button.  

 

If the message is ' Fee Refund saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

5.9 Scholarship Definition 

Scholarship Definition screen helps to define the scholarship amount for students. 
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To modify existing Scholarship Definition 

We cannot edit the Scholarship No, Batch, Programme . 

1. Select the Scholarship No you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Scholarship Definition 

1. Select the Scholarship No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Scholarship Definition 

 

1. Press New Button. The above screen will be displayed. 

2. Scholarship No is automatically generated. 

3. Select the Date, Batch, Programme, Term, Scholarship. 

4. Select the Student and Enter the Amount in the grid. 

5. Press <Save> button.  

 

If the message is ' Scholarship Definition saved successfully ', you can conclude that 

you have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

5.10 Scholarship Payment 

Scholarship Payment screen helps to give the scholarship amount to the students. 
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To modify existing Scholarship Payment  

We cannot edit the Payment No, Appln No., Batch, Programme, Term, Roll No, 

Name, Payment type, Scholarship In Hand, Payment Appln Amount. 

1. Select the Payment  No you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Scholarship Payment 

1. Select the Payment No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Scholarship Payment 

 

 

1. Press New Button. The above screen will be displayed. 

2. Payment No is automatically generated. 

3. Select the Date and Appln No. 

4. Name, Batch, Programme, Term, Roll No, Scholarship In Hand, Payment  Appln 

Amount and student photo are displayed  automatically.  

5. Select the Scholarship, Payment type and Enter the Scholarship Payment Amount. 

6. Enter the Remarks. 

7. Press <Save> button.  

 

If the message is ' Scholarship Payment saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

5.11. Fees Challan 

Fees Challan screen helps to create new fees challan. Student can make the fees payment 

in the bank using the challan. 
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Edit facility is not provided for this screen. If there is any problem in the challan, delete it and 

create a new one.   

 

To Delete a Fees Challan  

1. Select the Challan No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

To add a New Fees Challan 
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1. Press New Button. The above screen will be displayed. 

2. Select the Challan Date and Roll No. 

3. Batch, Programme, Semester and student photo are displayed  automatically.  

4. Click <View> button. 

5. Fee Details are filled automatically in the grid. 

6. Enter the Remarks. 

7. Press <Save& Print> button.  

 

If the message is ' Fees Challan saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

  

5.12. Hostel Challan 

Hostel Challan screen helps to create new hostel fees challan. Student can make the hostel 

fees payment in the bank using the challan. 

 

 

Edit facility is not provided for this screen. If there is any problem in the challan, delete it and 

create a new one. 
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To Delete a Hostel Challan  

1. Select the Challan No you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 

To add a New Hostel Challan 

 

1. Press New Button. The above screen will be displayed. 

2. Select the Challan Date and Roll No. 

3. Batch, Programme, Semester and student photo are displayed  automatically.  

4. Click <View> button. 

5. Fee Details are filled automatically in the grid. 

6. Enter the Remarks. 

7. Press <Save& Print> button.  

 

If the message is ' Hostel Challan saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required.  
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5.13. Fee Posting 

Fee Posting screen helps to post the fees collection data to accounts section. 

 

 

1. Select Date. 

2. Press <Post> button.  

 

If the message is ' Fee Posting saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

REPORTS 

5.14 Fees Collection Register  

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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5.15 Term Fee Register  

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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5.16 Advance Receipt Register  

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

5.17 Misc. Receipt Register  

The parameter screen will open as shown in below. 



 

ROVAN IMS 7.0 User Guide                      239 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

5.18 Application Sales Register  

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

5.19 Scholarship Register  

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

5.20 Fee Statement  

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

5.21 Paid List 

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

5.22 Pending List 
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The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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5.23 Class Wise Statement 

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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5.24 Year Wise Summary 

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

 

5.25 No Due Certificate 

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

5.26 Fee Refund Register 

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

5.27 Advance Refund Register 

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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5.28 Scholarship Payment Register 

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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5.29 Refundable Amount 

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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5.30 Advance Status 

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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5.31 Scholarship Status 

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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6. Attendance 

Attendance module helps to maintain the students’ attendance. 

6.1 Attendance Fine 

Attendance fine is used define fine amount collected from the student if his attendance 

percentage falls below the required percentage of attendance. 

  

To Add a New Attendance Fine 

1. Enter from perc and to Perc 

2. Enter amount. 

3. If you want to remove the fine in the grid Press <Delete> image. 

4. Press <Save> button. 

 
6.2 Faculty 

Faculty screen is used to assign the course and staff for each class. 
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To modify existing Faculty 

We cannot edit the batch, programme, section, semester. 

1. Select the batch, programme you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Faculty 

1. Select a batch, programme you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Faculty 
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1. Click New button. 

2. Select batch, programme, section, semester, class adviser. 

3. Select head of department, no of period per day. 

4. Select semester start. 

5. Select semester end date. 

6. Enter shift, min perc. 

7. Enter course, staff, no period, course paper. Course paper is an integer which 

denotes the order in which the courses should be ordered in a report. 

8. Total Period will be fetched automatically. 

6. If you want to remove the course in the grid Press <Delete> image. 

10. Click <Save> button. 

 

If the message is ‘Faculty saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

6.3 Course Choice 

Course Choice is used to notice the elective courses of the students. 



 

ROVAN IMS 7.0 User Guide                      257 

 

 

To modify existing Course Choice 

We cannot edit the batch, programme, section, semester. 

1. Select the batch, programme you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Course Choice 

1. Select a batch, programme you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

  

To add a New Course Choice 
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1. Click New button. 

2. Select batch, programme, section, semester, course. 

3. Select team, staff. 

4. Enter the students who have opted for this course. 

5. If you want to remove the student in the grid Press <Delete> image. 

6. Click <Save> button. 

 

If the message is ‘Course Choice saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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6.4 Non Major Elective 

Non Major Elective is an elective course offered by a department. The students from other 

departments alone will be allowed to study the course. It is also called as Open Course. This 

screen is used to register the students for a particular open course. 

 

 

 

To modify existing Non Major Elective 

We cannot edit the batch, course, semester. 

1. Select the batch, course you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Non Major Elective 

1. Select a batch, course you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  
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To add a New Non Major Elective 

 

 

  

In this screen data Is exported from the spread sheet into the system. 

1. Click New button. 

2. Select batch, semester, course, offer department 

3. Select team, staff. 

4. Click <Show Path> Button. 

5. Its Fetch csv file path 

6. Click <Upload> Button 

7. You can get student data from excel 

8. If you want to remove the student in the grid Press <Delete> image. 

9. Click <Save> button. 

 

If the message is ‘Non Major Elective saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 



 

ROVAN IMS 7.0 User Guide                      261 

6.5 Schedule 

Schedule is used to open a particular date for attendance entry. Attendance can be marked 

for a day only if the schedule has been prepared for that day.  

 

 

 

To modify existing Schedule 

We cannot edit the schedule date, batch, progamme, semester, section,  

1. Select the batch, course you want to modify. 

2. Press <Remove> Button. 

3. Remove the programme, if you not required. 

4. Press <Save> button. 

 

To Delete a Schedule 

1. Select a date you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Schedule 

 

 

  

1. Click New button. 

2. Select schedule date 

3. Its Fetch batch, programme, section, semester. 

4. If you want to remove the batch, progamme, section, semester in the grid Press  

< Remove > image. 

If a particular department or class has been declared holiday on that date, it can be 

removed from the schedule. 

5. Click <Save> button. 

 

If the message is ‘Schedule saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required.  

 

6.6 Attendance Entry 

Attendance Entry is used to mark the attendance of the students.  
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To modify existing Attendance Entry 

We cannot edit the date, batch, progamme, semester, section,  

1. Select the batch, course you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Attendance Entry 

1. Select a date you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process.  
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To add a New Attendance Entry

 

 

  

1. Click New button. 

2. Select attendance date 

3. Its Fetch batch, programme, section, semester. 

(By default the system assumes that every student is present. So the teacher has to 

uncheck the students who are absent.) 

4.Uncheck the students who are absent.  

 5. Click <Save> button. 

 

If the message is ‘Attendance Entry saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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6.7 On Duty 

This screen is used to record the On Duty details of the students. When a student is not 

present in the class, the teacher has to mark Absent for the student. If the student was On 

Duty during the particular class hour and he has got the relevant certificates for the same, 

On Duty can be marked for the student. If On Duty is marked attendance will be offered to 

the student for the particular hour. 

 

 

 

To modify existing On Duty 

We cannot edit the OD no.  

1. Select the OD you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a On Duty 

1. Select a OD you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New On Duty 

 

 

1. Click New button. 

2. Select OD date 

3. OD no automatically generated 

3. Select OD category, from date, to date and session. 

4. Enter No. of days. 

5. Select type. 

6. Enter OD reason. 

7. Enter the students for the OD 

8. If you want to remove the student in the grid Press  

< Remove > image. 

9. Click <Save> button. 

 

If the message is ‘On Duty saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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6.8 Leave letter 

Leave Letter is used to maintain leave letters of students. 

 

 

 

To modify existing Leave letter 

We cannot edit the letter no.  

1. Select the leave letter you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Leave letter 

1. Select a leave letter you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Leave letter 

 

 

 1. Click New button. 

2. Select date 

3. Letter no automatically generated 

3. Enter from date, to date and session. 

4. Enter No of days. 

5. Select type. 

6. Enter leave reason. 

7. Select student 

8. Click <Save> button. 

 

If the message is ‘Leave letter saved successfully’, you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 
6.9 Attendance Lock 

If a teacher has not entered the attendance before the deadline, his attendance entry option 

for that particular day can be locked. He should approach the Head of the Department to 

Unlock the entry option. 
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To add a New Attendance Lock 

1. Click New button. 

2. Select attendance date 

9. Click <Lock> button. 

 

If the message is ‘Attendance Lock saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

6.10 Attendance Unlock 

Attendance Unlock is used to Unlock the attendance date. 

 

    

To add a New Attendance Unlock 

1. Click New button. 
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2. Select attendance date 

9. Click < Unlock> button. 

 

If the message is ‘Attendance Unlock saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

REPORTS 

6.11 incomplete Entry  

The parameter screen will open as shown in below. 

  

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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6.12 Absentees List  

The parameter screen will open as shown in below. 

  

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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6.13 Register Monthwise  

The parameter screen will open as shown in below. 

 

 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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6.14 Summary Monthwise  

The parameter screen will open as shown in below. 

 

 

3. Select or type the parameters you want to provide and click View. Report will open.  

4. You can take the print out with the help of the toolbar on top of the report. 
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6.15 Leave Letter Register  

The parameter screen will open as shown in below. 

   

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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6.16 On Duty Register  

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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6.17 Attendance Shortage  

The parameter screen will open as shown in below.

 

 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report.  
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6.18 Fine List  

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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6.19 Attendance History 

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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6.20 Send SMS -Attendance 

The parameter screen will open as shown in below. 

 

 

1. Select or type the parameters you want to provide and click View. SMS will be sent to 

the parents of the students who were absent.  

2. You can check the SMS delivery status with the help of the sms package provider. 
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7. Exam 

Exam module helps to manage the Continuous Internal Assessment and End Semester 

Assessment of the students.  

7.1 Course Coordinator 

Course Coordinator screen is used to assign course to corresponding staff. A course may be 

taught by multiple professors. But course coordinator is the one responsible for maintain the 

records related to evaluation and marks for the particular course. 

 

 

To modify existing Course Coordinator 

 

We cannot edit the batch, programme, section, semester, class adviser.  
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1. Select the batch, progamme you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button 

 

7.2 Internal Activity Setting 

Internal Activity setting is used to assign an internal activity (example: written test) to a  

course. If an activity has not been assigned with a course, it can not be used for evaluation. 

 

 

 

To modify existing Internal Activity Setting 

We cannot edit the batch, programme level, odd/even , academic year, pattern 

1. Select the batch, progamme you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button 

 

To Delete a Internal Activity Setting 

1. Select a batch, programme you want to delete. 

2. Click Delete image. 
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3. Confirm your deletion process. 

 

 

To add a New Internal Activity Settings 

 

 

 

1. Click New button. 

2. Select academic year, odd/even, programme level, batch, type, activity, pattern, 

mark entry starting dt, mark entry end dt 

3. Click <View> button 

4. Program, semester and course for this academic year will be fetched. 

5. Enter conduct mark, pass mark, converted mark. 

6. Click <Assign> button 

7. Click <Save> button. 

 

If the message is ‘Internal Activity Setting saved successfully’, you can conclude that 

you have stored it successfully. If any other message appears, act according to it and 

contact the administrator if required. 

 



 

ROVAN IMS 7.0 User Guide                      283 

7.3 Create Activity Records 

This screen is used to create the new records for mark entry for the particular activity for a 

particular course. This action will create empty records for the students for this particular 

course and activity. Later teachers will fill the marks in the records.  

 

 

 

To modify existing Create Activity Records 

We cannot edit the batch, programme level, academic year, odd/even, pattern.  

1. Select the batch, progamme you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button 
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To add a New Create Activity Records 

 

 

 

1. Click New button. 

2. Select academic year, odd/even, programme level, batch, type, activity, pattern 

3. The progamme, semester, course and mark details will be fetched automatically. 

4. If you want to remove the course, progamme, section, semester in the grid Press  

< Delete > image 

5. Click <Create Activity Record> button. 

 

If the message is ‘Create Activity Record saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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7.4 Create NME Activity Records 

This screen is used to create activity records for NME courses (Open Courses).  

 

 

 

To modify existing Create NME Activity Records 

We cannot edit the batch, programme level, academic year, odd/even, pattern.  

1. Select the batch, team you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button 

 

To add a New Create NME Activity Records 

 

 

1. Click New button. 
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2. Select academic year, odd/even, programme level, batch, type, activity, pattern 

3. Semester, Course, Team and Mark details will be fetched automatically. 

4.. If you want to remove the course, team, semester in the grid Press  

< Delete > image 

5. Click <Create NME Activity Record> button. 

 

If the message is ‘Create NME Activity Record saved successfully’, you can conclude 

that you have stored it successfully. If any other message appears, act according to it and 

contact the administrator if required. 

 

7.5 Activity Mark Entry 

This screen is used to enter the marks of the students in a particular activity. 
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To enter Activity Mark 

 

 

We cannot edit the batch, programme, section, semester, course coordinator, max 

mark, converted mark. 

1. Select the batch, programme you want to modify. 

2. Press Edit image. 

3. Student details will be fetched 

4. Enter mark for corresponding student. 

5. If the student is absent for the activity, please uncheck the check box. 

6. Press <Save> button 

 

If the message is ‘Activity Mark saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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7.6 Elective Activity Mark 

This screen is used to enter the mark for the elective courses for a particular activity. 

 

 

To enter the Elective Activity Mark 

 

We cannot edit the batch, team, semester, course coordinator, max mark, converted 

mark. 

1. Select the batch, team you want to modify. 

2. Press Edit image. 

3. Student details will be fetched automatically. 

4. Enter mark for corresponding student. 

5. If a student is absent, please uncheck the check box. 

6. Press <Save> button 
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If the message is ‘Elective Activity Mark saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

7.7 Retest Mark 

A retest for an activity can be taken by the student if he was absent for the activity or if he 

wants to improve the performance. Retest Mark is screen to enter the retest mark of the 

student. 

 

 

 

 

1. Select Academic year. 

2. Select odd/even, programme level, activity 

3. Select student, course 
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4. Max mark, pass mark, converted mark, old mark will be fetched automatically. 

5. Enter new obtained mark, new converted mark. 

6. Click <Save> button. 

 

7.8 Internal Mark 

Internal Mark screen is used to derive the Internal Assessment Marks of the students at the 

end of the semester. 

 

 

To derive Internal Mark 
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We cannot edit the batch, programme, section, semester. 

1. Select the batch, progamme you want to process. 

2. Press Edit image. 

3. Course details will be fetched automatically. The Mark Entry Status of the 

corresponding activities will be shown. Before you click the Process button, ensure 

that all activity marks have been entered into the system. 

4. Click <Process> button. 

5.  Status will change after processing, then the report will be displayed. 

6. If you want to Undo the process, Click <undo > button. You can cick the Process 

button again to process again. 

  

7.9 Elective Internal Mark 

Elective Internal Mark screen is used to derive the Internal Assessment Marks of the 

students at the end of the semester for elective courses. 

 

 

 

1. Select Academic year. 

2. Select odd/even, programme level, batch 

3. Press <view> button. 

4. Course details will be fetched automatically. 
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5. Click <Process> button. 

5.  Status will change after processing, then the report will be displayed. 

6. If you want to Undo the process, Click <undo > button. You can cick the Process 

button again to process again. 

 

7.10 Import Exam Data 

Import Exam Data is used to upload external mark data from spread sheets into ROVAN 

IMS. 

 

1. Select exam. 

2. Select programme, semester, programme level, regulation. 

3. Press <Show Path> button. 

4. It will fetch csv file path 

5. Press <Upload> button. 

6. Students End Semester Marks or Grades will be fetched in to the Grid. 

7. Click <save> button. 

If the message is ‘End Semester Data Imported successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required 
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REPORTS 

7.11 Incomplete Activity Report  

This report will show the courses in which the marks has not been entered into the system. 

The parameter screen will open as shown in below. 

 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 
 

 

 

 

 

7.12 Complete Activity Report  

The parameter screen will open as shown in below. 



 

ROVAN IMS 7.0 User Guide                      294 

 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

 

 

 

 

7.13 Mark List Report  

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 
 

 

7.14 Retest List  

This report will show those who have taken retest. The parameter screen will open as shown 

in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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7.15 Absentees List  

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 
 

 

7.15 Internal Mark Report  

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 
 

7.16 Elective Internal Mark Report  

The parameter screen will open as shown in below.  
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

  
 

 
 

  
7.17 Mark / Grade Register  

The parameter screen will open as shown in below. 

 

 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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7.18 Course wise Mark List  

The parameter screen will open as shown in below. 

 

 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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7.19 Class wise Rank List  

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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7.20 Arrear List  

The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 

 

 

 

7.21 Result Analysis  

The parameter screen will open as shown in below. 
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1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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7.22 Student Performance  

This report will show the performance of a student in all semesters. It will show both Internal 

and End Semester Assessment details. The parameter screen will open as shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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7.23 Staff Performance  

This report will show the performance of a teacher in an examination. How well the students 

have performed will set the teacher’s performance. The parameter screen will open as 

shown in below. 

   

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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7.24 Report card  

The parameter screen will open as shown in below. 

 

 

 

1. Select or type the parameters you want to provide and click View. SMS will be sent to 

the parents. The SMS will contain the details about the performance of the student. 

2. You can check the status of sent SMS with the help of the SMS package provider.
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9. Library 

Library module helps to manage all the activities of the library. 

8.1 ACQUISITION 

8.1.1 Order 

Order screen is used to maintain the details about the orders for books and other resources. 

 

 

To modify existing Order 

We cannot edit the order number. 

 1. Select the order you want to modify. 

 2. Press Edit Image. 

 3. Edit the required details. 

 4. Press <Save> button. 

 

To Delete a Order 

 1. Select the order you want to delete. 

 2. Click Delete Image 

 3. Confirm your deletion process. 
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To add a New Order 

 

 

1. Press New Button. 

2. Order number is displayed automatically. 

3. Select order date. 

4. Select Language, Budget. 

5. Select supplier and supplier Address is filled automatically. 

6. Select resource type, author and enter title, price, and quantity in the grid. 

7. Amount, total amount, net amount, no. of resources are calculated automatically. 

8. Enter miscellaneous amount, discount amount and remarks if needed. 

9. If you want to remove the selected resource in the grid Press <Delete> image. 

10. Press <Save> button. 

 

If the message is ' Order saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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8.1.2 Receipt 

Receipt screen is used to maintain the details about the receipt of books and other 

resources. 

 

 

 

To modify existing Receipt 

We cannot edit the receipt number. 

1. Select the receipt you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Receipt 

1. Select a receipt you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Receipt 

 

 

 

1. Press New Button. 

2. Receipt number is displayed automatically. 

3. Select receipt date. 

4. Select Language, Budget and Supplier. 

5. Enter invoice No.  

6. Select invoice date. 

7. Select order number. 

8. Resources details are filled automatically in the grid. 

9. Enter received quantity in the grid. 

10. Amount, total amount, net amount, no. of resources are calculated automatically. 

11. Enter miscellaneous amount, discount amount and remarks if needed. 

12. If you want to remove the selected resource in the grid Press <Delete>   image. 

13. Press <Save> button. 
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If the message is ' Receipt saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

8.1.3 Payment 

Payment screen is used to maintain the details about the payments made to the suppliers. 

 

 

To modify existing Payment 

We cannot edit the payment number. 

1. Select the order you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Order 

1. Select a order you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process . 
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To add a New Payment 

 

1. Press New Button. 

2. Payment number is displayed automatically. 

3. Select payment date, payment type. 

4. Select supplier and Due amount is automatically displayed. 

5. Enter document number, payment amount. 

6. Press <Save> button. 

 

If the message is ' Payment saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

8.1.4 Order Cancellation 

Order Cancellation is used to cancel ordered Resources. 
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To modify existing Order Cancellation 

We cannot edit the Order Cancel No. 

1. Select the Order Cancellation you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Order Cancellation 

1. Select the Order Cancellation you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 
 
 
To add a New Order Cancellation 

 
 

 

1. Click New button. 

2. Order cancel No. will be displayed automatically. 

3. Enter the cancellation date 
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4. You select the Order No. Then the Order Date and Supplier will be displayed 

automatically. 

5. Click <Save> button 

 

If the message is ‘Order Cancellation saved successfully’, you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.1.5 Budget Receipt 

Budget Receipt screen is used to maintain the details about the amount received in each 

budget. 

 

 

To modify existing Budget Receipt 

We cannot edit the budget receipt number. 

1. Select the budget receipt you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Budget Receipt 

1. Select a budget receipt you want to delete. 

2. Click Delete image. 
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3. Confirm your deletion process. 

 

To add a New Budget Receipt 

   

  

1. Press New Button or press F2 key. 

2. Budget receipt number is automatically displayed. 

3. Select the receipt date, budget code, budget from date and budget to date. 

4. Enter budget amount. 

5. Enter the remarks if needed. 

6. Press <Save> button. 

 

If the message is ' Budget Receipt saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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8.1.6 Budget Allocation 

Budget Allocation screen is used to maintain the details about the amount allocated to each 

department from a budget. 

 

 

To modify existing Budget Allocation 

We cannot edit the budget allocation number. 

1. Select the budget allocation you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Budget Allocation 

1. Select a budget allocation you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To Add a New Budget Allocation  
 
  

 
1. Press New Button. 

2. Budget allocation number is automatically displayed. 

3. Select the budget code. 

    Details like budget from, budget to and budget amount will be filled automatically. 

4. Add the departments and enter the budget amount for that department in the grid. 

    Total amount will be calculated automatically. 

5. If you want, remove any department in the grid press <Delete> image. 

6. Press <Save> button. 

 

If the message is ' Budget Allocation saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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REPORTS 

8.1.7 Order Register 

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 

   

 

 

  

 

8.1.8 Receipt Register 

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 
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8.1.9 Payment Register 

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 
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8.1.10 Budget Receipt Register 

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 
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8.1.11 Budget Allocation Register 

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 

 

 

 

8.2 CATALOGUE 

 

8.2.1 Resource 

Resource screen is used to maintain the details about books and resources like CD etc. 

 

 

 

To modify existing Resource 

We cannot edit the Accn No. 

1. Select the Fields you want to modify. 
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2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Resource 

1. Select a Resource you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

   

To add a New Resource 

 

 

 

1. Press New Button. 

2. Enter accession number. 

3. Enter resource title, sub title, parallel title and call number. 

4. Select date of entry. 

5. Select the author(s) 

6. If needed enter the No. of Copies and Similar To. 
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7. General / Bill: 

   1. Select the publisher, department, language, main subject, sub subject. 

   2. Enter edition, volume, year and add the image of the resource. 

   3. Select whether the resource is book bank or not. 

   4. Select whether the resource is department or not. 

   5. Select whether the resource is reference or not. 

   6. Select whether the resource is overnight or not. 

   7. Select bill date, supplier and currency 

   8. Enter the bill number, ISBN number, price and basic price. 

8. Location / Keywords: 

   1. Select location, rating, budget code. 

   2. Enter enclosure, collation, keywords, position and no. of pages. 

   3. Enter the donated by. 

   4. Enter the remarks if needed. 

9. Select whether the resource details should be cleared after saving or not. If you 

want a similar resource after entering this do not uncheck, else uncheck. 

10. Press <Save> button. 

 

If the message is ' Resource saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.2.2 Question Paper 

Question Paper screen is used to maintain the details about the Question Papers of previous 

examinations. 
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To modify existing Question Paper 

We cannot edit the Accn No. 

1. Select the Fields you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Question Paper 

1. Select a Resource you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Question Paper 
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1. Press Question Paper Button. 

2. Enter accession number. 

3. Enter title, subject type, QP Code, semester, year and call no. 

4. Select date of entry. 

5. Select the Department, language 

6. Press <Save> button. 

 

If the message is ' Resource saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.2.3 Project 

Project screen is used to maintain the details about thesis and dissertation. 

 

 

 

To modify existing Resource 

We cannot edit the Accn No. 

1. Select the Fields you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 
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To Delete a Resource 

1. Select a Resource you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Project 

 

 

 

1. Press Project Button. 

2. Enter accession number. 

3. Enter title, subject type, QP Code, semester, year and call no. 

4. Select date of entry. 

5. Select the Department, language, batch, member1, member2, 

member3, member4, member5, member6, Guide and Co-guide 

6. Press <Save> button. 

 

If the message is ' Resource saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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8.2.4 Loss & Recovery 

Loss & Recovery screen helps to record the details about losing and recovering of the books 

and other resources. 

 

 

 

To modify existing Loss & Recovery 

We cannot edit the loss number. 

1. Select the loss & recovery you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Loss & Recovery 

1. Select a loss & recovery you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Loss & Recovery 

 

 

 

1. Press New Button. 

2. Loss number will be displayed automatically. 

3. Select loss by. If loss by member means enter member ID or select ILL number 

and its related fields are filled automatically. 

4. Select resource type. 

5. Enter resource number and it related fields are filled automatically. 

6. Select loss type, loss date, loss action and recovery date. 

7. Enter the remarks if needed. 

8. Press <Save> button. 

 

If the message is ' Loss & Recovery saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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8.2.5 Stock Verification 

Stock Verification screen is used to verify the stock for the books and other resources.  

 

 

 

To Verify the Stock 

1. Enter Verified By. 

2. Select resource type. 

3. Enter resource number of the available book. 

4. Library details and other details are filled automatically in the grid shown below. 

5. Press <Verify> button. 

6. After the verified process verified, not verified fields are calculated automatically. 

 

If the message is ‘Verified successfully’, you can conclude you have done the stock 

verified successfully. If any other message appears, act according to it and contact the 

administrator if required. 

By typing the from Accn. No. and To Accn. No. this screen can be used to verify the 

resources in bulk also. 
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8.2.6 New Stock Verification 

This Stock Verification screen is used to verify the stock for the resources one by one by 

typing the Accn. No. in the grid. 

 

 

To Verify the Stock 

1. Enter Verified By. 

2. Select resource type. 

3. Enter resource number one by one. 

4. Press <Verify> button. 

5. After the verified process verified, not verified fields are calculated automatically. 

 

If the message is ‘Verified successfully’, you can conclude you have done the stock 

verified successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

8.2.7 Clear Stock Verification 

Clear Stock Verification helps to clear all the stock information. We should do this before 

starting a new stock verification 
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If the message is ' Cleared stock verification successfully ', you can conclude you have 

done the stock information cleared successfully. If any other message appears, act 

according to it and contact the administrator if required. 

 

8.2.8 Accession Register  

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 
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8.2.9 Loss & Recovery Register 

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 
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8.2.10 Stock Verified List 

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 

 

 

 

 

 

 

8.2.11 Stock Unverified List 

The parameter screen will be open as shown in below. Select or type the parameters you 

want to provide and click View. Report will open. 
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8.3 SERIALS 

 

8.3.1 Subscription 

Subscription is the process of paying the publisher or supplier of the journal in advance and 

specifying the period and number of issues to be received. 
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To modify existing Subscription 

We cannot edit the Subscription number. 

1. Select the Subscription you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Subscription 

1. Select a journal you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Subscription 

 

 

 

1. Press New Button. 

2. Enter Subscription Number. 

3. Select journal Code. 

Details like Department, Frequency will be filled automatically. 

4. Select Supplier. 

5. Specify the Subscription Period using From Date and To Date 

6. Starting Volume No and Issue No. 

7. Select Status. It should be active in the case of new subscription. 

8. Specify the expected days. (Expected days is the number of days taken for the 

journal to arrive to our library after publication.) 
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9. Select the subscription type. (Normal Subscription types are Exchange, Gratis, 

Sample, Payment and Others). If payment details are not needed go to step11 

or go to step10. 

10. Enter Budget Code, Invoice No. Payment Mode, Payment Date, Document No., 

Amount, Currency, Charges, Remarks. 

11. Click <Generate Schedule> This will generate the list of issues that needs to be 

delivered to the library during the subscription period. If you want to remove 

any issue or add issues use the buttons. 

12. Press <Save> button. 

 

If the message is 'Subscription saved successfully', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.3.2 New Issue 

For a journal or magazine we would have paid the subscription amount in advance. When a  

new issue arrives the library this screen is used to enter the details about the new issue into 

the system. 

 

 

To modify existing Serial 

We cannot edit the serial number. 

1. Select the serial you want to modify. 
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2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Serial 

1. Select a journal you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Issue 

 

 

 

1. Press New Button. 

2. Select journal Code. 

Details like Title, Publisher, Department, Category, Subscription From date, 

Subscription To date will be filled automatically. 

3. Specify the period using From and To. 
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4. Click Show Schedule. 

This will show the issues for the corresponding period in the grid. 

5. Specify the Received Date and No. of Pages of the issue. 

6. Press <Save> button. 

 

If the message is ' Serial saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

8.3.3 Article 

Article screen is used to maintain the details about the Articles published in the received 

journal or magazine.  

 

 

To modify existing Article 

We cannot edit the Article number. 

1. Select the Article you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a New Article 

1. Select the Article you want to delete. 

2. Click Delete image. 
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3. Confirm your deletion process. 

 

To add a New Article 

 

 

 

1. Press New Button. 

2. Enter Article Number. 

2. Select journal Number. 

Details like Journal Code, Title, Volume, Issue No, Issue Date, Back Volume No. will 

be filled automatically. 

3. Enter Article Title, Parallel Title. 

4. Enter Authors, Page No. 

5. Select Subject. 

6. Enter Article Description and Keywords. 

7. Enter remarks if needed. 
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6. Press <Save> button. 

 

If the message is 'Article saved successfully', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

8.3.4 Back Volume 

Back Volume is a collection of one of more journals bound together. Normally journals or 

magazines of one particular year will be bound together and kept as back volume. 

 

 

To modify existing Back Volume 

We cannot edit the back volume number. 

1. Select the back volume you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Back Volume 

1. Select a back volume you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Back Volume 

 

 

 

 

1. Press New Button. 

2. Enter back volume number. 

3. Enter journal title, sub title, parallel title and call number. 

4. Select date of entry and status will be displayed automatically. 

5. General: 

   1. Select department, sub subject, main subject, language and rating. 

   2. Enter no. of pages and add the image of the back volume. 

   3. Select whether the back volume is book bank or not. 

   4. Select whether the back volume is department or not. 

   5. Select whether the back volume is reference or not. 
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   6. Select whether the back volume is overnight or not. 

6. Keywords / Others: 

   1. Select location. 

   2. Enter enclosure, collation, keywords and position. 

   3. Enter the remarks if needed. 

7. Journal Included: 

   1. Select journal number and add the Journals in the grid. 

   2. Select remove button selected record is removed from the list. 

8. Select whether the back volume details are clear after saving or not. 

9. Press <Save> button. 

 

If the message is 'Back Volume saved successfully', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.3.5 Reminder 

When a journal or magazine’s new issue does not arrive on time to the library, Reminder 

should be prepared and sent to the publisher / supplier. This screen is used to maintain the 

details about the reminders. 

 

 

To modify existing Reminder 

We cannot edit the reminder number. 

1. Select the reminder you want to modify. 
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2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Reminder 

1. Select a journal you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Reminder 

 

 

 

1. Press New Button or press F2 key. 

2. Enter Reminder Number. 

3. Specify Reminder Date. 

4. Select Supplier. The Supplier Name will be filled automatically. 
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5. Specify the period using From and To. 

6. Enter Reminder header text. 

7. Enter Reminder footer text. 

8. Click <Pending Issues>. This will show the pending issues. 

6. Press <Save> button. 

 

If the message is 'Reminder details saved successfully', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

  

 

REPORTS 

8.3.6 Serial Receipt Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.3.7 Article Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.3.8 Back Volume Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.3.9 Reminder Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.3.10 Subscription Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.4 SEARCH 

 

8.4.1 Simple Search 

Simple Search screen helps to find the resources that satisfies the conditions given by the 

user. 

 

 

 

To view Simple Search screen 

1. Enter the keyword you want to search for. The system will search for the given 

key word in any of the following parameters. If the keyword is present it will show 

the book or resource details in the result page.  

2. To make the search more specific you can choose any one of the following 13 

options in the criteria. Then the system will search for the keyword in the specific 

field only. 

     1. Acc. No. (Accession Number) 

     2. Call No. 

     3. Title 

     4. Keyword 
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     5. Status 

     6. Dept. Lib. (Department Library) 

     7. Department 

     8. Subject 

     9. Author 

     10. Language 

     11. Location 

     12. Fund 

     13. Publisher 

     14. Supplier. 

 

2. Give the value(s) for the above option to search. 

3. Press <Search> button. 

Status 

1. If the resource is available in the library, the status is AVAILABLE. 

2. If the resource is issued, status is ISSUED. 

3. If the resource is transferred to inter library, status shows the detail of the Library 

and Due date. 

4. If the resource is back volume, status shows the Back Volume number. 

5. If the resource is transferred to binder for binding, status shows the details of the 

Binder and Delivery date. 

6. If the resource is damaged, status shows Damaged. 

7. If the resource is condemn, status shows Condemned. 

8. If the resource is cost recovered, status shows Cost Recovered. 

9. If the resource is lost, status shows Lost. 

Export 

The option Export to Excel helps to convert the search result to an Excel sheet. 
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8.4.2 Advanced Search 

Advanced Search screen is similar to Simple Search screen in which user can create his 

own query by selecting the necessary fields, which satisfies the condition and also sort out 

the search records in the specified order. 

 

 

 

Search By 

1. Select the field names, conditions and enter the parameter values. 

2. If you go to next condition, select the Boolean values. 

 

Sort By 

1. Select the field names and the order (Ascending) in which the data should be sort 

out. 

2. Click <Search> button. 

3. Resource Type, Accession Number, Title, Author, Edition, Year and Publisher and 

their related details are displayed in the grid. 
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Status 

1. If the resource is available in the library, the status is AVAILABLE. 

2. If the resource is issued, status is ISSUED. 

3. If the resource is transferred to inter library, status shows the detail of the Library 

and Due date. 

4. If the resource is back volume, status shows the Back Volume number. 

5. If the resource is transferred to binder for binding, status shows the details of the 

Binder and Delivery date. 

6. If the resource is damaged, status shows Damaged. 

7. If the resource is condemn, status shows Condemned. 

8. If the resource is cost recovered, status shows Cost Recovered. 

9. If the resource is lost, status shows Lost. 

The option Export to Excel helps to convert the search result to an Excel sheet. 

 

8.5 MEMBER 

8.5.1 Member 

Member screen is used to maintain the details of the members. All students and staff will 

become the members automatically when the data is entered in New Student and New 

Employee screens respectively. Even though we can add new members using this screen 

also, this screen is mainly useful to view the members  
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To modify existing Member 

We cannot edit the member ID. 

1. Select the member you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Member 

1. Select a member you want to delete. 

2. Click Delete image.  

3. Confirm your deletion process. 

 

To add a New Member 
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1. Click on New button or Press F2 key. 

2. Enter member ID. 

3. Enter member name. 

4. Select the gender type and status will be displayed automatically. 

5. If member type is staff, then select department and staff type. If member type is 

student select class, section, type and related fields are filled automatically. 

6. Select the residential type and date of joining and add the image of the member. 

7. Group: 

Library members can be classified in to different member groups based on the 

permissions given to them. For example Under Graduate students may be grouped 

as a Member Group with the permission to borrow upto 5 books from the library. 

Similarly Post Graduate students can be put in another group with the permission to 

borrow up to 10 books. 

   1. Select the member group and it related fields are filled automatically like no. of 

resources, renewals, etc. 

   2. Enter token numbers. 

8. Address: 

   1. Enter address, city, state, country, phone, mobile, email and pin code. 

   2. Enter remarks if needed. 

9. Resources In Hand: 

In Edit mode, the number of resources in hand of the member will be displayed in the 

grid. 

10. Click <Save> button. 

 

If the message is ' Member saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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8.5.2 Member ID allotment 

In most of the colleges the Registration Number or the Roll Number of the student will be 

used as Member ID in the library. Use this screen only if your library uses a different 

identification number for the members.  

 

 

 

To Allot the Member ID 

1. Select a class of students. 

2. Enter the Member ID you want to allot for the students. 

3. For automatic generation give new member ID of the first member and then click 

<Generate> button. 

4. If you want to allot the Member ID to all the displayed members click select all and 

all the displayed members are selected. 

If you want to allot the Member ID only to a few members then remove the tick mark 

from those who do not need new member id. 

5. Click <Save> button. 

6. Confirm the allotment process. 
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If the message is ' Member ID Allotment saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.5.3 Section allotment 

In most of the cases the college office will allot the section to the students. So the librarian 

need not allot section to the students. Use this screen only if section allotment is not carried 

out in the office or in the department.  

 

 

 

To Allot the Section 

1. Select a class. Students belonging to the selected class but not allotted to any 

section will appear. 

2. Select the section you want to allot for the students. 

3. If you want to allot the section to all the displayed members click select all and all 

the displayed members will be selected. 

If you want to allot the section only to a few members, then remove the tick mark 

from those who do not belong to the particular section. 

4. Click <Save> button. 

5. Confirm the allotment process. 
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If the message is ' Section Allotment saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.5.4 Member Group allotment 

Member Group allotment screen helps to allot the member group for the students. 

 

 

 

To Allot the Member Group 

1. Select the class. Students belonging to the selected class but not allotted to any 

member group will appear. 

2. Select the member group you want to allot for the students. 

3. If you want to allot the member group to all the displayed members click select all 

and all the displayed members will be selected. 

If you want to allot the member group only to a few members then remove the tick 

mark from those who do not belong to the particular member group. 

4. Click <Save> button. 

5. Confirm the allotment process. 
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If the message is ' Member Group Allotment saved successfully ', you can conclude that 

you have stored it successfully. If any other message appears, act according to it and 

contact the administrator if required. 

 

8.5.5 Member removal 

Member removal screen helps to remove the members. Members should be removed when 

they leave the college. Students will be removed as members when they complete the 

programme. Staff will be removed as members when they resign / retire from the college. 

 

 

 

 

To Remove a Member 

1. Select the Member type. 

2. If member type is staff means select the member group or select the Batch and 

Programme. 

3. Select the date of leaving. 

4. Select the member(s) to be removed. 
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5. Press <Save> button. 

6. Confirm the removal process. 

 

If the message is ' Member removal saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.5.6 Undo removal 

Undo removal screen helps to undo the removal of the members. 

 

 

 

To Undo Remove a Member 

1. Select the Member type. 

2. If member type is staff means select the member group or select the batch and 

programme. 

3. Select the member(s) to be removed. 

4. Press <Undo> button. 

5. Confirm the undo removal process. 
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If the message is ' Undo removal saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

REPORTS 

8.5.7 Member Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.5.8 No due Certificate 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.5.9 Member History 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.6. E GATE 

8.6.1 Check In / Out 

Check In / Out screen is used to maintain members Check In and Check Out time in the 

library. A single screen is used for both activities. When a member enters a library, he has to 

show the ID Card to the barcode scanner or RFID reader. Then his Check In time will be 

captured in the system. Similarly when he goes out he has to show the card again and his 

Check Out time will be captured. 

 

 

 

To add a New Check In / Out for Members 

1. Show to ID card to the barcode scanner or RFID reader. Check In / Check Out 

time will be captured. 
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8.6.2 Gate Entry 

Gate Entry screen is used to manually enter the Chek In and Check Out time Information of 

the members in the system. 

 

 

 

To modify existing Gate Entry 

We cannot edit the the details in this screen. 
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To Delete a Gate Entry 

1. Select a Gate Register Information you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Gate Entry for Members 

 

 

 

 1. Click New button. 

 2. Enter Date. 

3. Select the Member ID. Then the Member Name and Dept/Class are displayed 

automatically. 

 4. Enter the Check In and Check Out Time of the Member. 

 5. Enter the remarks if needed. 

 6. Click <Save> button. 

 

If the message is ' Gate Entry saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

8.6.3 Bulk entry 

In some colleges library hours will be arranged. During library hours all the students of the 

particular class will come to the library. This screen helps to enter the Check In time and 

Check Out time in Bulk. So a long queue is avoided at the entry point. 
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To add a New Bulk Entry for Members 

 

 

 

1. Click Bulk button. 

 2. Enter Date. 

3. Select the Batch and Programme Then the Member Name and Section are 

displayed automatically. 

4. Click View Button Then List out all Students 

 5. Enter the Check In and Check Out Time  

 6. Click Assign button then login time and log out time are displayed automatically 

 7. Enter the remarks if needed. 

 8. Click <Save> button. 

 

If the message is ' Gate Entry saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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REPORTS 

8.6.6 Gate Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.7. CIRCULATION 

 

8.7.1 Counter Transaction 

Counter Transaction screen is used to enter the issue, return, renewal and reservation 

transactions in the library. 

 

ISSUE 

 

 

  

To issue a resource to the member 

1. Enter Member ID. 

2. Member details are filled automatically and member photo will be displayed. 

3. The grid will display the books and other resources issued to the member 

currently. If he/she has not taken any resource from the library the grid will be blank. 

4. Select resource type and enter resource number. 
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5. **Details of the resource are filled automatically and resource photo will be 

displayed. 

6. Enter token number if needed. 

7. Issue date will be shown as current date by default and due date will be calculated 

automatically based on his member group. 

8. Press <Issue> button. 

 

If the message is ' Issue saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

If the resource already reserved by somebody, ROVAN LMS requires your confirmation to 

issue the resource. 

 

Note: 

If the member has already taken the allowed number of book bank resources, the following 

message will appear. 

' Member has taken permitted number of book bank resources, Now he / she can take 

only general resources '. 

 

If the member has already taken the allowed number of general resources, the following 

message will appear. 

' Member has taken permitted number of general resources, Now he / she can take 

only book bank resources '. 

 

If the member has already taken the allowed number of general resources and book bank 

resources, the following message will appear. 

' Member has taken permitted number of resources, Now he / she can not take any 

resource'. 

 

**If the particular book / resource has been issued already, the following message will 

appear. 
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' Resource No: <resource number> - <resource title> is now with <member ID> - 

<member name>   It will be returned on <Due date> '. 

 

RETURN 

 

 

 

To receive a resource from the member 

1. Select resource type. 

2. Enter resource number of the resource which is to be received. 

3. All the other details will be filled automatically. 

4. Member and resource photo will be displayed automatically. 

5. Return date will be shown as today's date by default. 

6. Press <Return> button. 
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If the message is ' Return saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

If the member returns the resources after the due date, the system shows the amount of 

over dues and records the overdue amount with your permission. The details about his over 

dues and fine amount can be viewed on Over Due Collection and Fine Collection screens. 

 

RENEW 

 

 

To renew a resource to the member 

1. Select resource type. 

2. Enter resource number of the resource which is to be renewed. 

3. All the other details will be filled automatically. 

4. Member and resource photo will be displayed automatically. 

5. Renewal date will be shown as today's date by default. 
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6. Press <Renew> button. 

 

If the message is ' Renew saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

If the member renew the resources after the due date, the system the amount of over dues 

and records the overdue amount with your permission. The details about his over dues and 

fine amount can be viewed on Over Due Collection and Fine Collection screens. 

 

If the resource already reserved by somebody, the system requires your confirmation to 

renew the resource. 

 

RESERVE 

 

To reserve the resource to the member 

1. Enter Member ID. 

2. Member details are filled automatically and member photo will be displayed. 

3. Select resource type. 



 

ROVAN IMS 7.0 User Guide                      374 

4. Enter resource number of the resource which is to be reserved. 

5. *Details of the resource are filled automatically and resource photo will be 

displayed. 

6. Reserve date will be shown as current date by default 

7. Press <Reserve> button. 

 

If the message is ' Reservation saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

*You can not reserve a resource which is already reserved by you or a resource that is 

condemned or lost. 

 

8.7.2 Student Issue 

Student Issue screen is used to enter the issue transactions for Students of a particular class 

in Bulk. 

 

 

 

1. Select the Batch, Programme , Section and Issue Date. 

2. Member details are filled automatically will be displayed. 
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3. Enter resource number then title and Due Date  are filled automatically.  

4. Issue date will be shown as current date by default and due date will be calculated 

automatically. 

5. Press <Issue> button 

Books will be issued to all the students simultaneously. 

 

8.7.3 Student Return 

Student Return screen is used to enter the Return transactions of the Students of a 

particular class in Bulk. 

 

 

 

1. Select the Batch, Programme, Section and Return Date. 

2. Click view Button 

3. Member details and Resource Details are filled automatically. 

4. Press <Return> button. 

Return details will be saved for all the students simultaneously. 
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8.7.4 Over Due Reminder 

Over Due Reminder screen is used to maintain the Over Due Reminder details for members. 

 

To modify existing Overdue Reminder Information 

 We cannot edit the Reminder No. 

 1.Select the Overdue Reminder Information you want to modify. 

 2.Press Edit  image. 

 3.Edit the required details. 

 4.Press <Save> button. 

 

To Delete a Overdue Reminder Information 

 1.Select a Overdue Reminder Information you want to delete. 

 2.Click Delete  image. 

 3.Confirm your deletion process. 
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To add a New Overdue Reminder 

 
 

. 

1. Click New button. 

2. Reminder No. will be displayed automatically. 

3. Select the Reminder Date,From Date and To Date,Then select Reminder For, 

Member (or) ILL. 

4. Enter the Header Text and Footer Text For members in Overdue Reminder. 

5. The Resource Details which are already in Over Due status will be shown in grid.. 

6. You enter the Overdue Information and the Total price will be automatically 

calculated. 

5. Click <OverDue Resources> and Click <Save> button.  

 

If the message is  ' Overdue Reminder Information saved successfully ', you can 

conclude that you have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 
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8.7.5 Resource Lock 

Resource Lock screen is used to lock a resource. If you lock a resource, it could not be 

issued to the members. It can be unlocked whenever you want. 

 

 

To modify existing Resource Lock 

We cannot edit the Lock No,Lock Date,Accn No.,Title,Volume and Edition. 

We can only edit as Status and Remarks. 

1.Press <Save> button. 

 

To Delete a Resorce Locking Information 

1.Select a Locked Resource you want to delete. 

2.Click Delete  image. 

3.Confirm your deletion process. 
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To add a New Resource Lock 

 

 

1. Click New button. 

2. Lock No. will be displayed automatically. 

3. Select Lock Date. Then select Resource type and Status. 

4. Enter the Accession No., Then the Title, Author(s),Edition and Volume will be 

displayed automatically. 

5. Enter the remarks if needed. 

6. Click <Save> button. 

 

If the message is ' Resource Lock saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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8.7.6   Fine 

Fine screen helps to record the details about the fines levied to the members or ILL. 

 

 

 

To modify existing Fine 

We cannot edit the fine number. 

1.Select the fine you want to modify. 

2.Press Edit  image. 

3.Edit the required details. 

4.Press <Save> button. 

 

To add a New Fine 
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1. Press New Button or press F2 key. 

2. Fine number will be displayed automatically. 

3. Select fine for. 

*If fine for member, enter member ID and member details are filled automatically. 

*If fine for ILL, select Ill number and ILL details are filled automatically. 

4. Select resource type. 

5. Enter resource number and it related fields are filled automatically. 

6. Enter the fine amount. 

7. Enter the remarks if needed. 

8. Press <Save> button. 

 

If the message is ' Fine saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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8.7.7 Fine Collection 

Fine Collection screen helps to receive fine from the members. 

 

 

To modify existing Receipt 

 We cannot edit the fine receipt number. 

 1.Select the Receipt you want to modify. 

 2.Press Edit  image. 

 3.Edit the required details. 

 4.Press <Save> button. 

 

To Delete a Fine Receipt 

 1.Select a fine receipt you want to delete. 

 2.Click Delete  image. 

 3.Confirm your deletion process. 
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To add a New Fine Receipt 

 

 

1. Press New Button or press F2 key. 

2. Receipt number will be displayed automatically. 

3. Select receipt for. 

*If receipt for member, enter member ID and member details are filled automatically. 

*If receipt for ILL, select Ill number and ILL details are filled automatically. 

4. Receipt date will be shown as current date by default. 

5. Receipt amount will be displayed automatically. 

6. Press <Save> button. 

 

If the message is ' Fine Collection saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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8.7.8 Inter Library Loan 

Inter Library Loan screen is used to issue the resources from our library into other institution 

library. 

 

 

To modify existing Inter Library Loan 

We cannot edit the ILL number. 

1. Select the ILL Issue you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Inter Library Loan 

1. Select a ILL Issue you want to delete. 

2. Click Delete image. 

3.Confirm your deletion process. 
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To create a New Inter Library Loan 

 

 

 

1. Press New Button. 

 2. ILL number will be displayed automatically. 

 3. Select library code and library name is filled automatically. 

 4. Select issue date. 

5. Select resource type, due date, enter resource number and related details are 

filled automatically in the grid. Enter another resource in next line. Like that proceed 

to enter all the resources. 

6. Press <Remove> button to remove the resource from the list of grid.  

 7. Press <Save> button. 

 

If the message is ' Inter Library Loan saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears act according to it and contact the 

administrator if required. 
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8.7.9 Department Library Loan  

Department Library Loan screen is used to issue the resources from the central library to 

department library. 

 

 

 

To modify existing Dept Library Loan 

We cannot edit the DLL number. 

1. Select the DLL Issue you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Dept Library Loan 

1. Select a DLL Issue you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

 

 



 

ROVAN IMS 7.0 User Guide                      387 

To add a New Dept Library Loan 

 

 

 

1. Press New Button. 

 2. DLL number will be displayed automatically. 

 3. Select Dept code and Dept name is filled automatically. 

 4. Select issue date. 

5. Select resource type, due date, enter resource number and related details are 

filled automatically in the grid. Enter another resource in next line. Like that proceed 

to enter all the resources. 

6. Press <Remove> button to remove the resource from the list of grid.  

 7. Press <Save> button. 

 

If the message is ' Dept Library Loan saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

8.7.10 Binding 

Binding screen is used to issue the resources from the library to binder. 
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To modify existing Binding 

We cannot edit the binding number. 

1. Select the binding outward you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Binding Outward 

1. Select a binding outward you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Binding 

 

 

1. Press New Button. 

2. Binding number will be displayed automatically. 

3. Select binder code and binder name is filled automatically. 

4. Select outward date and delivery date. 

5. Select resource type, due date, enter resource number and related details are 

filled automatically in the grid. Enter another resource in next line. Like that proceed 

to enter all the resources. 

6. Press <Remove> button to remove the resource from the list of grid.  

 7. Press <Save> button. 

 

If the message is ' Binding saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

REPORTS 

8.7.11 Transaction Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.7.12 Over Due Reminder Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.7.13 Fine Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.7.14 Fine Collection Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.7.15 Inter Library Loan Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.7.16 Department Library Loan Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 

 

              

 

 

 

8.7.17 Binding Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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8.7.18  Resource in Circulation 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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     9. Hostel 

Hostel module helps to maintain the records of the hostel. 

 
9.1 Application  
 
Application screen is used to maintain the details of the Hostel Application. 

 

 

 

To modify existing Application 

We cannot edit the Application number. 

1. Select the Application No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Application 

1. Select a Application you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Application 

 
 

1. Press New Button. 

2. Application Number is displayed automatically. 

3. Select Application date. 

4. Select Type and Student. 

5. Batch and Programme details are filled automatically 

6. Select Block, Room and change the status as Joined. 

7. Press <Save> button. 

 

If the message is ' Application saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 
 
 
9.2 Absentees 
 
Absentees screen is used to maintain the Attendance details of the Hostel Students. 
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To modify existing Absentees 

We cannot edit the Date and Block. 

1. Select the Block you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete the Attendance 

1. Select a Date and Block. 

2. Click Delete image. 

3. Confirm your deletion process.  
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To add a New Absentees 
 

 
 
 

1. Press New Button. 

2. Select Attendance date. 

4. Select Block. 

5. Room, Student, Department / Class details are filled automatically 

6. Uncheck the name of the Students who were absent  

7. Press <Save> button. 

 

If the message is ' Absentees saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 
 
 
9.3 Gate pass 
  
Gate pass is used to keep record of students in / out information in the hostel. 
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To modify existing Gate Pass 

We cannot edit the Gate Pass No. 

1. Select the Gate Pass No. you want to modify. 

2. Press Edit image. 

3. Edit the required details. Edit option is mainly used to enter the In Time of the 

student into the hostel. 

4. Press <Save> button. 

 

To Delete a Gate Pass 

1. Select a Gate Pass No. you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 
 
To add a New Gate Pass 
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1. Press New Button. 

2. Gate Pass Number will be filled automatically 

3. Select date and student  

4. Block, Room, Batch and Programme details are filled automatically 

5. Select Out Date and Time. In Date and Time will be blank and it can be entered 

when the students returns to the hostel. 

6. If the student leaves the hostel in the morning and plans to come to the hostel 

before lunch, then check Need Lunch or uncheck it.   

7. Press <Save> button. 

 

If the message is ' Gate Pass saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 
 
 
9.4 Leave Letter 
 
Leave Letter is used to keep record of students Leave information in the hostel. 
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To modify existing Leave letter 

We cannot edit the Leave No. 

1. Select the Leave No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Leave Letter 

1. Select a leave No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Leave Letter 
 

 
 

1. Press New Button. 

2. Leave Number is filled automatically. 

3. Select date and student. 

4. Block, Room, Batch and Programme details are filled automatically. 

5. Select from Date and to date. 

6.No. Days Filled Automatically 

7. Press <Save> button. 

 

If the message is ' Leave Letter saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 
 
9.4 Visitors book 
 
Visitors book is used to keep record of Visitors.  



 

ROVAN IMS 7.0 User Guide                      405 

 
 
 
To modify existing Visitors Book 

We cannot edit the Visitor No. 

1. Select the Visitor No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Visitors Book Entry 

1. Select a Visitor No. you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 
 
To add a New Visitors Entry 
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1. Press New Button. 

2. Visitor Number filled automatically. 

3. Select date and student. 

4. Block, Room, Batch and Programme details are filled automatically. 

5. Enter Visitors Name, Relationship, address and Mobile. 

6. Select In time and Out Time 

7. Press <Save> button. 

 

If the message is ' Visitors Books saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 
9.6 Vacation 
 
Vacation is used to keep records of Students vacating the hostel.  
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1. Select Block and Date 

2. Room, Roll No and Student Name details are filled automatically. 

3. Ceck the name of the Students who were vacating 

4. Press <Vacate> button. 

 

If the message is ' Vacation Details saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

REPORTS 

9.7 Hostel Strength 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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9.8 Absentees List 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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9.9 Gate Pass Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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9.10 Leave Letter Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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9.11 Visitors Book 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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10. Election 

Election module helps to manage the election to students union in the college.  

10.1 Candidate 

Candidate screen is used to create the election candidates. 

 

To modify existing Candidate 

We cannot edit the Academic year, Election name and Post Name. 

1. Select the Student you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Candidate 

1. Select the Candidate you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Candidate 

 

1. Press New Button. The above screen will be displayed. 

2. Select Aca. Year, Election Name, Election Date, Post Name, Student. 

3. Enter the Remarks. 

4. Press <Save> button.  

 

If the message is ' Candidate saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 
 
 
10.2 Create Voter Records 

Create Voter Records screen is used to generate the plain voter records for the students. 

This step should be carried out before the election. At the time of election the students will 

mark their choice in the plain records. 
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To modify existing Voter Records 

We cannot edit the Academic year, Election name, Post Name. 

1. Select the Post name you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete Voter Records 

1. Select the Post name you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

  

 

To Create Voter Records 



 

ROVAN IMS 7.0 User Guide                      415 

 

1. Press New Button. The above screen will be displayed. 

2. Select Aca. Year, Election Name and Post Name. 

3. Press <Create> button.  

 

If the message is ' Voter Records saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

  

10.3 Vote Counting 

Students can cast their votes using the facility provided in the student login. Vote Counting 

screen is used to count the votes. 
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1. The above screen will be displayed. 

2. Select Aca.Year, Election Name and Post Name. 

3. Press <Process> button.  

 

If the message is ' Election Result saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required.  

 

REPORTS 

10.4 Voting Percentage  

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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10.5 Winner List  

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 

 

 

 

 
 
10.6 Election Result  

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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11. Feedback 

Feedback module helps to manage the students’ feedback about course and teaching staff. 

11.1 Batch - Question 

Batch – Question screen is used to assign questions for class wise feedback. 

 

To modify existing Batch - Question 

We cannot edit the Academic year, batch, Semester, Question type. 

1. Select the Batch you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Batch - Question 

1. Select the Batch you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 
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To add a New Batch - Question 

 

 

1. Press New Button. The above screen will be displayed. 

2. Select Aca.Year, Batch, Semester, Starting Date, Closing Date, Question Type. 

3. Click <View> button.  

4. Select the needed questions in the grid. 

5. Press <Save> button.  

 

If the message is ' Batch – Question  saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 
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11.2 View Feedback 

Student will submit their feedback using the facility available in student login screen. View 

Feedback screen is used to view the student feedback. 

 

To modify existing View Feedback 

We cannot edit the view feedback screen. 

1. Select the Student you want to view. 

2. Press Edit  image. 

3. Press <Close> button. 

To view Feedback 
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1. Press Edit image. The above screen will be displayed. 

2. Scroll down to view the answer to all the questions. 

3. Press <Close> button.  

 

REPORTS 

11.3 Incomplete Feedback  

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click Search. 

1 

Click the print image. Report will open.  
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11.4 Feedback Analysis 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click Search. 

 

Click print image. Report will open.  
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12. Student Login 

Each student can be given a Login facility by assigning a USERNAME and PASSWORD 

individually. A student can login and view his / her details. Student can only view the data 

and can not do any modification in the data.   

12.1 Notice Board 

Notice Board screen is used to view the news and circulars issued by the college and 

department. 

 

 
 
 
12.2 Fees 
 
Fees screen is used to view the pending fees. 
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12.3 Attendance 
 
Attendance screen is used to view the attendance particulars. The student can view the 
attendance percentage of a semester by selecting the semester. 
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12.4   CIA Performance 
 
Continuous Internal Assessment Performance screen is used to display performance in CIA. 
 
 

 
 
 
 
 
 
12.5 SEA Performance 
 
SEA Performance screen is used to displayed performance of in Semester End Examination 
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ROVAN IMS 7.0 User Guide                      428 

12.6 Library 
 
Library screen is used to search the books, New Arrivals, Resources in hand, Usage History. 
 
 
 
12.6.1 OPAC Search 
 
OPAC Search screen is used to search the resources. 

 
 

 

1. Enter the Keyword and Select the Search by, Language. 

2. Press <Search> button.  

3. The above screen will be displayed.  
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12.6.2 New Arrivals 
 
New Arrivals screen is used to check the new resources. 

 
 

1. Select the Resource Type, Accn Date. 

2. Press <Search> button.  

3. The above screen will be displayed.  

 

 

12.6.3 Resources in Hand 

Resources in Hand screen is used to view the resources in their hand. 
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12.7 Achievement 
 
Achievement screen is used to create student achievement. 
 
 
 

 
 

 

To modify existing Achievement 

We can edit all the fields. 

1. Select the record you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

 

 



 

ROVAN IMS 7.0 User Guide                      431 

To Delete a Achievement 

1. Select the record you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

  

To add a New Achievement 
 

 
 

 

1. Press New Button. The above screen will be displayed. 

2. Select the Activity, Activity Type, Activity Level, From Date, To Date, Partcipate 

Nature, Winning Level, Organizer, Submit Dt., Ref. No . 

3. Click the Photo Upload, Certificate Upload, Resource Upload and upload your 

images. 

4. Enter the remarks. 
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5. Press <Save> button.  

 

If the message is ' Achievement saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 
12.8 Discipline 
 
 
Discipline screen is used to display the disciplinary actions taken against the students.  
 
 

 
 
 
12.9 Grievances 
 
Grievances screen is used to submit student grievances. 
 
 

 
 
 
To modify existing Grievances 

 

We can edit the grievances. 

1. Select the record you want to modify. 
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2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Grievance 
 

1. Select the record you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 
To add a New Grievances 
 

 
1. Press New Button. The above screen will be displayed. 

2. Enter the Grievance details. 

3. Press <Save> button.  

 

If the message is ' Grievances saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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12.10 Feedback 

Feedback screen is used to give feedbacks about Staff and Subjects. 

 

 

To modify existing Feedbacks 
 

1. Select the Feedback type you want to give feedback. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To give a new Feedback 
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1. Press Edit Button. The above screen will be displayed. 

2. Enter the Feedback details 

5. Press <Save> button.  

 

If the message is ' Feedback saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 
 
12.11   Election 
 
Election screen is used to vote during student union election. 
 
 

 
1. To click the selected candidate. 

2. Press <Vote> button.  

 

If the message is ' Vote saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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12.12 Profile 
 
Profile screen is used to display student’s personal details. 
 
 

 
 
 
12.13   Support 
 
Support screen is used to view the support information. 
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16. Assets 

Assets module helps to manage the Electronic components. 

16.1 Purchase Order  

Purchase Order screen is used to order the component and item. 

 

To modify existing Purchase Order 

We cannot edit the Order No and address. 

1. Select the Order No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Order 

1. Select the Order No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Purchase Order 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Reference, location, due date, delivery term, payment term, recommended 

by, verified by, passed by, approved by. 

4. Select the needed item category and item in the grid. 

5. Enter Quantity, UOM, Price, Amount and then total amount get automatically. 

6. Press <Save> button.  

 

If the message is ' Purchase – Order saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 
16.2 Goods Receipt Note 

Goods Receipt Note screen is used to generate receipt for corresponding order. 
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To modify existing Goods Receipt Note 

We cannot edit the Receipt No. 

1. Select the Receipt No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Goods Receipt Note 

1. Select the Receipt No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Goods Receipt Note 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Vehicle No, Location, Incharge, Bill no, Bill Date. 

4. Select the needed order no in the grid. 

5. Its fetch item and their quantity. 

6. Press Show item Nos and select item as per received quantity. 

7. Press <Save> button.  

 

If the message is ' Goods Receipt Note saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

16.3 Purchase Return 

Purchase Return screen is used to return the orders. 
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To modify Purchase Return 

We cannot edit the Return No. 

1. Select the Return No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Return 

1. Select the Return No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Purchase Return 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Location, Incharge. 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Purchase Return saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

16.4   Transfer 

Transfer screen is used to transfer item from one location to another location. 
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To modify Transfer 

We cannot edit the Transfer No. 

1. Select the Transfer No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Transfer 

1. Select the Transfer No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Transfer 
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1. Press New Button. The above screen will be displayed. 

2. Select Date, Incharge, from location, to location . 

3. Enter Issued to. 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Transfer saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

16.5   Issue 

Issue screen is used to move the item in corresponding location. 
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To modify Issue 

We cannot edit the Issue No. 

1. Select the Issue No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Issue 

1. Select the Issue No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Issue 
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1. Press New Button. The above screen will be displayed. 

2. Select Date, Incharge, from location. 

3. Enter Issued to. 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Issue saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

16.6   Opening Stock 

Opening Stock screen is used to store closing balance item. 

 

To modify Opening Stock 

We cannot edit the Department and Location. 
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1. Select the Issue No you want to modify. 

2. Press Edit image and The below screen will be displayed. 

. 

 

 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Opening Stock saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 
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16.7  Stock Summary   

The parameter screen will open as shown in below. 

 

1. Select or location the parameters you want to provide and click search.  

2. Its fetch details of item and quantity 

3. Click Print icon. Report will open.  

4. You can take the print out with the help of the toolbar on top of the report. 
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16.8   Stock Statement   

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click View. Report will open.  

2. You can take the print out with the help of the toolbar on top of the report. 
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16.9   Stock Ledge   

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click Search.  

2. Its fetch details of trans date, trans type, trans no, particular, receipt. 

 
 
 
 
 

16.10   Item No. Tracking   

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click Search.  

2. Its fetch details of trans date, trans type, trans no, Received at, Received to. 
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17. Stores 

Stores module helps to manage the Stationary item. 

17.1 Purchase Order  

Purchase Order screen is used to order the component and item. 

 

To modify existing Purchase Order 

We cannot edit the Order No and address. 

1. Select the Order No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Order 

1. Select the Order No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Purchase Order 

 

 

1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Reference, location, due date, delivery term, payment term, recommended 

by, verified by, passed by, approved by. 

4. Select the needed item category and item in the grid. 

5. Enter Quantity, UOM, Price, Amount and then total amount get automatically. 

6. Press <Save> button.  

 

If the message is ' Purchase – Order saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 
 
 
 
 



 

ROVAN IMS 7.0 User Guide                      453 

17.2 Goods Receipt Note 

Goods Receipt Note screen is used to generate receipt for corresponding order. 

 

To modify existing Goods Receipt Note 

We cannot edit the Receipt No. 

1. Select the Receipt No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Goods Receipt Note 

1. Select the Receipt No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Goods Receipt Note 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Vehicle No, Location, Incharge, Bill no, Bill Date. 

4. Select the needed order no in the grid. 

5. Its fetch item and their quantity. 

6. Press Show item Nos and select item as per received quantity. 

7. Press <Save> button.  

 

If the message is ' Goods Receipt Note saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

17.3 Purchase Return 

Purchase Return screen is used to return the orders. 
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To modify Purchase Return 

We cannot edit the Return No. 

1. Select the Return No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Return 

1. Select the Return No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

To add a New Purchase Return 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Location, Incharge. 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Purchase Return saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

17.4   Issue 

Issue screen is used to move the item in corresponding location. 
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To modify Issue 

We cannot edit the Issue No. 

1. Select the Issue No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Issue 

1. Select the Issue No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Issue 

   



 

ROVAN IMS 7.0 User Guide                      458 

 

1. Press New Button. The above screen will be displayed. 

2. Select Date, Incharge, from location. 

3. Enter Issued to. 

4. Select the needed item category, item, quantity in the grid. 

5. Press <Save> button.  

 

If the message is ' Issue saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

17.5   Return 

Return screen is used to return the item from one location to another location. 

 

To modify Return 

We cannot edit the Return No. 

1. Select the Return No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Return 
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1. Select the Return No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Return 

 

 

1. Press New Button. The above screen will be displayed. 

2. Select Date, Incharge, location, and enter Returned by. 

3. Select the needed item category, item, quantity in the grid. 

4. Press <Save> button.  

 

If the message is ' Return saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

17.6   Sales 

Sales screen is used to maintain the store where the items are sale. 
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To modify Sales 

We cannot edit the Bill No. 

1. Select the Bill No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Sales 

1. Select the Bill No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Sales 
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1. Press New Button. The above screen will be displayed. 

2. Select Date, location, Incharge 

3. Select the needed item name, quantity, uom, price, amount in the grid. 

4. Press <Save> button.  

 

If the message is ' Sales saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

17.7   Price List 

Price List screen is used to price the list of item. 

 

To New Opening Stock 

1. Enter the Iterm category 

2. Its fetch list of items will be displayed in the grid. 

3. Press <Save> button.  
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If the message is ' Price List saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

17.8   Opening Stock 

Opening Stock screen is used to store closing balance item. 

 

To modify Opening Stock 

We cannot edit the Department and Location. 

1. Select the Department you want to modify. 

2. Press Edit image and The below screen will be displayed. 
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4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Opening Stock saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

17.9 Sales Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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17. 10 Sales Summary 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 

 

 

 

 

 

 

17.11   Stock Summary   

The parameter screen will open as shown in below. 
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1. Select or location the parameters you want to provide and click search.  

2. Its fetch details of item and quantity 

3. Click Print icon. Report will open.  

4. You can take the print out with the help of the toolbar on top of the report. 
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17.12   Stock Statement   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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17.13   Stock Ledge   

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click Search.  

2. Its fetch details of trans date, trans type, trans no, particular, receipt. 
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18. Mess 

Mess module helps to manage the grocery item. 

18.1 Purchase Order  

Purchase Order screen is used to order the grocery item. 

 

To modify existing Purchase Order 

We cannot edit the Order No and address. 

1. Select the Order No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Order 

1. Select the Order No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Purchase Order 

 

 

1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Reference, location, due date, delivery term, payment term, recommended 

by, verified by, passed by, approved by. 

4. Select the needed item category and item in the grid. 

5. Enter Quantity, UOM, Price, Amount and then total amount get automatically. 

6. Press <Save> button.  

 

If the message is ' Purchase – Order saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 
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18.2 Goods Receipt Note 

Goods Receipt Note screen is used to generate receipt for corresponding order. 

 

To modify existing Goods Receipt Note 

We cannot edit the Receipt No. 

1. Select the Receipt No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Goods Receipt Note 

1. Select the Receipt No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

To add a New Goods Receipt Note 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Vehicle No, Location, Incharge, Bill no, Bill Date. 

4. Select the needed order no in the grid. 

5. Its fetch item and their quantity. 

6. Press Show item Nos and select item as per received quantity. 

7. Press <Save> button.  

 

If the message is ' Goods Receipt Note saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

18.3 Purchase Invoice 

Purchase invoice screen is used to generate bill for particular orders. 
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To modify Purchase Invoice  

We cannot edit the Invoice No. 

1. Select the Invoice No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Invoice 

1. Select the Invoice No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

To add a New Purchase Invoice 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Location, Incharge, bill no, bill date. 

4. Select the needed grn no, date, item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Purchase Invoice saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

18.4 Purchase Return 

Purchase Return screen is used to return the orders. 
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To modify Purchase Return 

We cannot edit the Return No. 

1. Select the Return No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Return 

1. Select the Return No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

To add a New Purchase Return 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Location, Incharge. 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Purchase Return saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

18.5   Issue 

Issue screen is used to move the item in corresponding location. 
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To modify Issue 

We cannot edit the Issue No. 

1. Select the Issue No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Issue 

1. Select the Issue No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Issue 



 

ROVAN IMS 7.0 User Guide                      477 

 

 

1. Press New Button. The above screen will be displayed. 

2. Select Date, Incharge, from location. 

3. Enter Issued to. 

4. Select the needed item category, item, quantity in the grid. 

5. Press <Save> button.  

 

If the message is ' Issue saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

18.6   Wastage 

Wastage screen is used to maintain wasted item. 
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To modify Wastage 

We cannot edit the Wastage No. 

1. Select the Wastage No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Wastage 

1. Select the Wastage No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

To add a New Wastage 
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1. Press New Button. The above screen will be displayed. 

2. Select Date, Incharge, location, and wasted to. 

3. Select the needed item category, item, quantity in the grid. 

4. Press <Save> button.  

 

If the message is ' Wastage saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

18.7   Opening Stock 

Opening Stock screen is used to store closing balance item. 
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To modify Opening Stock 

We cannot edit the Department and Location. 

1. Select the Department you want to modify. 

2. Press Edit image and The below screen will be displayed. 

 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Opening Stock saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

18.8   Stock Summary   

The parameter screen will open as shown in below. 
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1. Select or location the parameters you want to provide and click search.  

2. Its fetch details of item and quantity 

3. Click Print icon. Report will open.  

4. You can take the print out with the help of the toolbar on top of the report. 
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18.9   Stock Statement   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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18.10   Stock Ledges 

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click Search.  

2. Its fetch details of trans date, trans type, trans no, particular, receipt. 
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19. Canteen 

Canteen module helps to manage the canteen item. 

19.1 Purchase Order  

Purchase Order screen is used to order the component and item. 

 

To modify existing Purchase Order 

We cannot edit the Order No and address. 

1. Select the Order No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Order 

1. Select the Order No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Purchase Order 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Reference, location, due date, delivery term, payment term, recommended 

by, verified by, passed by, approved by. 

4. Select the needed item category and item in the grid. 

5. Enter Quantity, UOM, Price, Amount and then total amount get automatically. 

6. Press <Save> button.  

 

If the message is ' Purchase – Order saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 
 
 
 
 

19.2 Goods Receipt Note 

Goods Receipt Note screen is used to generate receipt for corresponding order. 
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To modify existing Goods Receipt Note 

We cannot edit the Receipt No. 

1. Select the Receipt No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Goods Receipt Note 

1. Select the Receipt No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

 

To add a New Goods Receipt Note 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Vehicle No, Location, Incharge, Bill no, Bill Date. 

4. Select the needed order no in the grid. 

5. Its fetch item and their quantity. 

6. Press Show item Nos and select item as per received quantity. 

7. Press <Save> button.  

 

If the message is ' Goods Receipt Note saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

19.3 Purchase Return 

Purchase Return screen is used to return the orders. 
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To modify Purchase Return 

We cannot edit the Return No. 

1. Select the Return No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Purchase Return 

1. Select the Return No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

 

To add a New Purchase Return 
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1. Press New Button. The above screen will be displayed. 

2. Select Supplier, it fetches address of supplier. 

3. Select Location, Incharge. 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Purchase Return saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

19.4   Issue 

Issue screen is used to move the item in corresponding location. 
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To modify Issue 

We cannot edit the Issue No. 

1. Select the Issue No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Issue 

1. Select the Issue No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Issue 
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1. Press New Button. The above screen will be displayed. 

2. Select Date, Incharge, from location. 

3. Enter Issued to. 

4. Select the needed item category, item, quantity in the grid. 

5. Press <Save> button.  

 

If the message is ' Issue saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

19.5   Sales 

Sales screen is used to maintain the store where the items are sale. 

 

To modify Sales 

We cannot edit the Bill No. 

1. Select the Bill No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Sales 
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1. Select the Bill No you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Sales 

 

 

1. Press New Button. The above screen will be displayed. 

2. Select Date, location, Incharge 

3. Select the needed item name, quantity, uom, price, amount in the grid. 

4. Press <Save> button.  

 

If the message is ' Sales saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

19.6   Price List 

Price List screen is used to price the list of item. 
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To New Opening Stock 

1. Enter the Item category 

2. Its fetch list of items will be displayed in the grid. 

3. Press <Save> button.  

 

If the message is ' Price List saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according 

to it and contact the administrator if required. 

 

 

19.7   Opening Stock 

Opening Stock screen is used to store closing balance item. 
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To modify Opening Stock 

We cannot edit the Department and Location. 

1. Select the Department you want to modify. 

2. Press Edit image and The below screen will be displayed. 

 

4. Select the needed item category, item, item No in the grid. 

5. Press <Save> button.  

 

If the message is ' Opening Stock saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according 
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to it and contact the administrator if required. 

 

19.8 Sales Register 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 

 

 

 

 

 

 

19. 9 Sales Summary 

The parameter screen will open as shown in below. Select or type the parameters you want 

to provide and click View. Report will open. 
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19.10   Stock Summary   

The parameter screen will open as shown in below. 

 

1. Select or location the parameters you want to provide and click search.  

2. Its fetch details of item and quantity 

3. Click Print icon. Report will open.  

4. You can take the print out with the help of the toolbar on top of the report. 
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19.11   Stock Statement   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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19.12   Stock Ledge   

The parameter screen will open as shown in below. 

 

1. Select or type the parameters you want to provide and click Search.  

2. Its fetch details of trans date, trans type, trans no, particular, receipt. 

 

 

 

 

19.13   Consumption   

The parameter screen will open as shown in below. 
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1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15. Staff 

Staff module maintains the basic details about the employee. A facility is provided to view 

the data about a employee in a single screen. This helps in getting 360 degree view of the 

staff. All staff related Certificates are created in this module. 

15.1 Employee Screen 

Employee screen is used to create a new employee. Further all the data related to a 

particular employee can be viewed in this screen.  

 

To modify / view existing Staff 

We cannot edit the emp no. 

1. Select the employee you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

Education details, Experience, other info, allowance and deduction,pf/esi and certificate 

details of the employee can be viewed here. Except the employee personal details other 

information can only be viewed; not be modified. 

To Delete a Staff 

1. Select a staff you want to delete. 
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2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Staff 

There are multiple tabs available in this screen. Let us see about them. 

General Info 

 

 

1. Click on New button or Press F2 key. The above screen will be displayed 

2. Enter Employee id, faculty id, Library id, user name, password. 

3. Select Role, Title, Gender, Religion. 

4. Enter Name, Father Name, Mother Name, Surname, Address Lion and Enter Date 

of Birth.  

5. Select City. 

6. Enter Mobile No, Community, Caste. 

7. Choose photo to upload 

8. Choose thumb and signature to upload. 

9. Status will be displayed automatically.  

 

Details related to Profession 
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Select Employee Type, Designation, Date of joining, Department. 

Select Faculty shift, Appointment Type, cash, Payment mode. 

 

Education: 

 

  

Please Enter pg degree, ug degree. 

Enter qualification, area of specialation, year passed, university. 

 

Experience Details 

 

 

Please Select teaching experience in year,work experience in year. 
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Please select designation,organization, no of year, salary. 

 

 

Other Info Details 

 

 

1.Enter Leave type, From Date, to date, cumm days. 

 

Allowance and Deduction Details 

 

 

1.Enter Allowance and deduction and their percentage and amount. 

 

Click <Save> button. 

 

If the message is ‘Staff saved successfully’, you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 
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15.2 Attendance 
 
Attendance screen is used to maintain attendance of staff. 
 
 

 
 
 
To modify existing Attendance 

 

We can edit the attendance date. 

1. Select the record you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Attendance 
 

1. Select the record you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 
To add a New Attendance 
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1. Press New Button. The above screen will be displayed. 

2. Enter the attendance date and its fetch biometric data path details. 

3. Press <Save> button.  

 

If the message is ' Attendance saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

15.3 Permission 
 
Permission screen is used to maintain permission of staff. 
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To modify existing Permission 

 

We can edit the employee. 

1. Select the record you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Permission 
 

1. Select the record you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 
To add a New Permission 
 

 
 

 

1. Press New Button. The above screen will be displayed. 



 

ROVAN IMS 7.0 User Guide                      507 

2. Enter the date, Employee name, Category, permission date ,from time, to time, 

description. 

3. Press <Save> button.  

 

If the message is ' Permission saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

15.4 Leave 
 
Leave screen is used to maintain leave of staff. 
 
 

 
 
 
To modify existing Leave 

 

We can edit the employee. 

1. Select the record you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Leave 
 

1. Select the record you want to delete. 
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2. Click Delete  image. 

3. Confirm your deletion process. 

 
To add a New Leave 
 

 
 

 

1. Press New Button. The above screen will be displayed. 

2. Enter the date, Employee name, type, from date and to date, no.days, remarks. 

3. Press <Save> button.  

 

If the message is ' Leave saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

15.5 Employee Loan 
 
Employee loan screen is used to maintain personal loan of employee. 
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To modify existing Employee Loan 

 

We can edit the employee. 

1. Select the record you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Employee Loan 
 

1. Select the record you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 
To add a New Employee Loan 
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1. Press New Button. The above screen will be displayed. 

2. Enter the date, Employee name, deduction, loan provider, reference no, loan 

amount. 

3.Enter Repayment end date and repayment amount. 

4.Its fetch installation no, installation date, installation amt, status 

3. Press <Save> button.  

 

If the message is ' Employee Loan saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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15.6 Salary Generation 
 
Salary generation screen is used to generate salary of employee.Here three type of 
generation method 
 
 

 
 
 
To modify existing Salary Generation 
 

We can edit the department. 

1. Select the record you want to modify. 

2. Press Edit  image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Salary Generation 
 

1. Select the record you want to delete. 

2. Click Delete  image. 

3. Confirm your deletion process. 

 
To add a New Salary Generation 
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Departmentwise: 
 

 
 

 

1. Press New Button. The above screen will be displayed. 

2. Enter the department,employee type, from date and to date. 

3.Click generate button. 

4.Its fetch emp no, name, basic pay, total days, days worked, pending advance. 

5. Press <Save> button.  

 

If the message is ' Salary Generation saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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All:
 

 
 

1.Enter from and to date. 

2.Click Generate Button and its fetch employee details with loss day. 

3. Press <Save> button.  

If the message is ' Salary Generation saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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Employee Typewise: 
 

 

1.Select Employee Type and Enter from and To date. 

2.Click Generate Button. 

3.Its Fetch employee details. 

4.Press <Save> Button. 

 

If the message is ' Salary Generation saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

Deduction Changes: 
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1.Enter from and to date. 

2.Click assign previous month deduction. 

3.It fetch emp no ,emp name and list the deduction. 

4.Press <Save> Button. 

 

If the message is ' Deduction Changes saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

15.7 Certificate Issue 

Certificates Issue is used to define the various certificates offered by the institution. 
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To modify existing Certificate Issue: 

1 Select the certificate you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete Certificate Issue: 

1. Select a certificate you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Certificates Issue: 
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1. Click New button. 

2. Enter issue date. 

3. Enter certificate name 

4. Select Employee name. 

5. Enter Remark if you needed. 

6. Click <Save> button. 

 

If the message is ‘Certificate Issue saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

15.8 Resignation 

Resignation is used to remove the employee from the institution. 
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To modify existing Resignation 

1 Select the resignation no you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete Resignation: 

1. Select a resignation no you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Resignation: 
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1. Click New button. 

2. Enter date. 

3. Select Employee name. 

4. Select date of leaving. 

5. Enter reason for leaving. 

6. Click <Save> button. 

 

If the message is ‘Resignation saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

15.9 Employee Activity 

Employee activity is used to maintain activity of employee. 

 

To modify existing Employee Activity 

1 Select the activity no you want to modify. 
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2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete Employee Activity: 

1. Select activity no you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Employee Activity: 

 

 

1. Click New button. 

2. Select Activity, Activity level, participate nature, organizer, submit date, activity 

type, from date, to date, winning level. 

3. Select Employee name. 

4. Select Organiser. 

5. Choose photo to upload. 
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6. Choose certificate to upload. 

7. Choose resource to upload. 

6. Click <Save> button. 

 

If the message is ‘Employee Activity saved successfully’, you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

15.10   Employee Register   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15.11 Attendance Register   

The parameter screen will open as shown in below. 

 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15.12 Permission Register   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15.13 Leave Register   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15.14 Salary Register  

The parameter screen will open as shown in below. 

 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15.15 Payslip   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click Search. Data will open in 

grid. Click Print icon report will open. 

2.You can take the print out with the help of the toolbar on top of the report. 



 

ROVAN IMS 7.0 User Guide                      527 

 

 
 
 
 
 

15.16 PF Register  

The parameter screen will open as shown in below. 

 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15.17 ESI Register  

The parameter screen will open as shown in below. 

 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15.18   Deduction Register   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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15.19   Certificate Issue Register   

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 



 

ROVAN IMS 7.0 User Guide                      531 
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16. Transport 

Transport module helps to maintain the records of the vehicles. 

 
16.1 Application  
 
Application screen is used to maintain the details of the Bus Application. 

 

 

 

To modify existing Application 

We cannot edit the Application number. 

1. Select the Application No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Application 

1. Select a Application you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 
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To add a New Application 

 
 

1. Press New Button. 

2. Application Number is displayed automatically. 

3. Select Application date. 

4. Select Type and Student. 

5. Batch and Programme details are filled automatically 

6. Select  Bus Route,Bus Stop and change the status as Issued. 

7. Enter valid date. 

8. Press <Save> button. 

 

If the message is ' Application saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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16.2 Trip Sheet  
 
Trip Sheet is used to maintain the record of vehicle history. 

 

 

 

To modify existing Trip Sheet 

We cannot edit the Vehicle number. 

1. Select the Vehicle No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Trip Sheet 

1. Select a Vehicle you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Trip Sheet 
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1. Press New Button. 

2.  Select Vehicle no  

3.  Select Bus Route, Driver. 

4.  Enter Starting place. 

5.  Select  Start date, Time, destination, arrival date and time. 

6. Enter Starting km, ending km, Total km, remarks 

7. Press <Save> button. 

 

If the message is ' Trip Sheet saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

16.3 Fuel Consumption  
 
Fuel Consumption is used to maintain the record of bus fuel. 

 



 

ROVAN IMS 7.0 User Guide                      536 

 

 

To modify existing Fuel Consumption 

We cannot edit the Vehicle number. 

1. Select the Vehicle No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Fuel Consumption 

1. Select a Vehicle you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Fuel Consumption 
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1. Press New Button. 

2. Select Vehicle no 

3.  Select Institution, Driver. 

4.  Previous reading automatically fetch. 

5.  Enter Current reading, it calculate total km run. 

6.  Enter Starting km, ending km, Total km, remarks 

7.  Select Type, Enter no. of litres, rate, amount, bill no, bunk name. 

8.  Press <Save> button. 

 

If the message is ' Fuel Consumption saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

16.4 Vehicle Request 
 
Vehicle Request is used to maintain the record bus trip. 
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To modify existing Vehicle Request 

We cannot edit the Request number. 

1. Select the Request No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Vehicle Request 

1. Select a Request No. you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Vehicle Request 
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1. Press New Button. 

2. Enter Date 

3.  Select department, staff, destination, purpose of travel. 

4. Enter date, start time, no of days, vehicle no, driver, approved no, remarks. 

5. Press <Save> button. 

 

If the message is ' Vehicle Request saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

16.5 Service 
 
Service is used to maintain the record of bus service. 
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To modify existing Service 

We cannot edit the Service number. 

1. Select the Service No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Service 

1. Select a Service No. you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Service 
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3. Press New Button. 

4. Enter Date 

3.  Select Vehicle no, Driver, Problem. 

4.  Enter Reporting Date, time, Remind on. 

5. Enter attended by, solution, Complete date, complete time, total down time, 

amount. 

6. Enter Verified by, remarks 

7. Press <Save> button. 

 

If the message is ' Service saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

16.6 Reminder 
 
Reminder is used to maintain the record of bus insurance policy. 

 



 

ROVAN IMS 7.0 User Guide                      542 

 

 

To modify existing Reminder 

We cannot edit the Reminder number. 

1. Select the Reminder No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Reminder 

1. Select a Reminder No. you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Reminder 
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1. Press New Button. 

2. Select Reminder Type, Reminder No. 

3. Enter Date 

4.  Select Vehicle no, Agent, Insurer. 

5.  Enter premium amount, total IDV, policy no, mobile no, Renew date. 

6. Enter attended by, solution, Complete date, complete time, total down time, 

amount. 

7. Enter remarks 

8. Press <Save> button. 

 

If the message is ' Reminder saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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16.7 Termination 
 
Termination is used to remove the student or staff from bus application. 

 

To add a New Termination 

 
 

1. Press New Button. 

2. Select Terminated date. 

3. Enter bus route and its fetch bus stop, roll no, name 

4. Press <Terminate> button. 

 

If the message is ' Termination saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

16.8   Bus wise List   

The parameter screen will open as shown in below. 
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1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 

 

 

 

16.8   Bus wise List   

The parameter screen will open as shown in below. 
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1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 

 

 

16.9   Trip Sheet  

The parameter screen will open as shown in below. 
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1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 

 

 

 
 

16.10   Fuel Consumption Register  

The parameter screen will open as shown in below. 
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1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 

 

 
 
 

16.11   Vehicle Request Register  

The parameter screen will open as shown in below. 

 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 



 

ROVAN IMS 7.0 User Guide                      549 

 

 
 

16.12   Service Register  

The parameter screen will open as shown in below. 

s 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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16.13   Reminder Register  

The parameter screen will open as shown in below. 

s 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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17. Accounts 

Acounts module helps to maintain the date to date transaction. 

 
17.1 Receipt 
 
Receipt screen is used to maintain the income of accounts. 

. 

 

 

 

To modify existing Receipt 

We cannot edit the Voucher number. 

1. Select the Voucher No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

 

To Delete a Receipt 

1. Select a Voucher you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Receipt 
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1. Press New Button. 

2. Select account and date. 

3. Select credit account in grid. 

4. Debit amount get automatically when credit amount enter. 

5. Enter Document no and date. 

5. Enter Narration. 

6. Press <Save> button. 

 

If the message is ' Receipt saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

17.2 Payment 
 
Payment screen is used to maintain expenditure of accounts. 

. 
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To modify existing Payment 

We cannot edit the Voucher number. 

1. Select the Voucher No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Payment 

1. Select a Voucher you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Payment 
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1. Press New Button. 

2. Select account and date. 

3. Current balance fetched automatically. 

4. Enter Paid to. 

5. Select credit account in grid.. 

6. Enter Document no and date. 

7. Enter Narration. 

8. Press <Save> button. 

 

If the message is ' Payment saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

17.3 Contra 
 
Contra screen is used to store the credited bills. 

. 
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To modify existing Contra 

We cannot edit the Voucher number. 

1. Select the Voucher No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Contra 

1. Select a Voucher you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Contra 
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1. Press New Button. 

2. Select date. 

3. Select account name and their debit and credit amount in grid. 

4. Enter Document no and date. 

5. Enter Narration. 

6. Press <Save> button. 

 

If the message is ' Contra saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

 

17.4 Bank Reconciliation 
 
Bank Reconciliation screen is maintain both credit and debit for each and every accounts. 
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1. Select Account. 

2. Enter from date and to date. 

3. Its fetch type and their account, debit, credit. 

4. Press <Save> button. 

 

If the message is ' Bank Reconciliation saved successfully ', you can conclude that you 

have stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 
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17.5 Debit Note 
 
Debit Note screen is used to maintain credit and Debit transaction. 

. 

 

 

 

To modify existing Debit Note 

We cannot edit the Voucher number. 

1. Select the Voucher No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Debit Note 

1. Select a Voucher you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Debit Note 
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1. Press New Button. 

2. Select date. 

3. Select account name and their debit and credit amount in grid. 

4. Enter Document no and date. 

5. Enter Narration. 

6. Press <Save> button. 

 

If the message is ' Debit Note saved successfully ', you can conclude that you have stored 

it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

17.6 Credit Note 
 
Credit Note screen is used to credit and debit transaction. 

. 
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To modify existing Credit Note 

We cannot edit the Voucher number. 

1. Select the Voucher No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Credit Note 

1. Select a Voucher you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Credit Note 
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1. Press New Button. 

2. Select date. 

3. Select account name and their debit and credit amount in grid. 

4. Enter Document no and date. 

5. Enter Narration. 

6. Press <Save> button. 

 

If the message is ' Credit Note saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

 

17.6 Journal 
 
Journal screen is in particular account has maintain credit and debit. 

. 
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To modify existing Journal 

We cannot edit the Voucher number. 

1. Select the Voucher No you want to modify. 

2. Press Edit image. 

3. Edit the required details. 

4. Press <Save> button. 

  

To Delete a Journal 

1. Select a Voucher you want to delete. 

2. Click Delete image. 

3. Confirm your deletion process. 

 

To add a New Journal 
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1. Press New Button. 

2. Select date. 

3. Select account name and their debit and credit amount in grid. 

4. Enter Narration. 

5. Press <Save> button. 

 

If the message is ' Journal saved successfully ', you can conclude that you have stored it 

successfully. If any other message appears, act according to it and contact the administrator 

if required. 

 

17.6 Depreciation 
 
Depreciation screen is maintain depreciation of each and every account. 

. 
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1. Enter from date and to date. 

2. Its fetch type and their account, debit, credit. 

3. Press <Save> button. 

 

If the message is ' Depreciation saved successfully ', you can conclude that you have 

stored it successfully. If any other message appears, act according to it and contact the 

administrator if required. 

 

17.7   Depreciation Chart  

The parameter screen will open as shown in below. 

s 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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17.8   Ledger  

The parameter screen will open as shown in below. 

s 

1.Select or type the parameters you want to provide and click View. The Related data 

will fetch automatically and Then Click Print Icon and Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 



 

ROVAN IMS 7.0 User Guide                      566 

 

 

17.7   Multi Ledger  

The parameter screen will open as shown in below. 

s 

1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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17.7   Cash/Bank Books  

1.Select from date and to date and click View.  

2.You can get data in grid. 

 

 

 

 

 

17.8   Daybook  

The parameter screen will open as shown in below. 

s 

1.Select or type the parameters you want to provide and click View. The Related data 

will fetch automatically and Then Click Print Icon and Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 
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17.7   Payables  

The parameter screen will open as shown in below. 
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1.Select or type the parameters you want to provide and click View. Report will open.  

2.You can take the print out with the help of the toolbar on top of the report. 

 

 

 

 

 
---------- Thank You ---------- 
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