F>) AMITY UNIVERSITY

HARYANA

ADMISSION CELL

Systems and Processes — An Overview

2018-19
Amity University Haryana Admission Cell
Academic Block- A, Amity Education Valley
Gurugram (Manesar)
Phone: 0124-2337015/16, +91-88266-98200/1/2/3



3 AMITY UNIVERSITY

HARYANA

Index

Preamble

Admissions Organization Chart

Admission Prospectus 2018

SOPs pertaining to key activities of Admission Processes
Self Learning Manual for Admission Counselors
Guidelines for Invigilator & Interview Board Members
Self Learning Manual for Admission Interview Board
Amitranet Manual

Admission Process Flow Chart



3 AMITY UNIVERSITY

HARYANA

Preamble

Amity University Haryana has developed an industry collaborative admission process, wherein,
industry experts from different verticals are involved in the various stages of admission process
to select students with right aptitude who would be future professionals. Therefore, the
admission process is designed keeping in mind the aptitude required for a particular program
which varies from program to program comprising of a written test and/or Group discussion and
Personal Interview. Due weight-age is also given to the previous academic performance of the
candidate. Candidates with excellent academic record are eligible for meritorious scholarship
with an exception to appear in the selection process..

The admission process of Amity University, Gurgaon is fully automated right from the
candidates obtaining the application form to enrolment of students. The facilities under
admission system are: Candidates can download the form online and pay the form cost online by
credit card. Every candidate is allotted with a form number and password. With the form number
and password, candidates can access their admission micro site where they can:

e Check their registration status

e Choose selection process date and download admit card for selection process.

e Check their selection status Print Pay-in slips for Axis Bank Check their admission/hostel
payment details

e Register for enrolment/ download documents for Form processing by admission office is
completely automated.

From the year 2018 comprehensive CRM software named Leadsquared has been implemented
for effective management of external leads i.e leads from outside sources like Shiksha, Google,
Education fairs etc and to establish a strong connect with the prospective clients.lIt is even being
integrated with admission intranet. Leadsquared is a comprehensive solution to organize lead
capture, lead management, & analytics in one platform.

The admission tests are not only being conducted at campus but also at various Amity Global
Business School centers to reach out to the students who are unable to visit the campus
physically for the entrance test. For programs where the selection process is based only on
personal interview, facility of Skype interview is extended to the students staying far away from
campus just like International students. The candidates interface with the University through an
internet based platform’ Amizone’, starting from filling online application forms, submission of
forms, selecting Interview test dates, their selection/rejection, admission offer letter and all other
important information pertaining to their admission process.
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Details regarding payment of fees at the time of admission, allotment of Hostel and date, time
and venue for commencement of the academic session will be mentioned in the admission letter.
The student can make the fee payment online either through net banking, cash/DD at nearest
Axis bank branch or at the Admission office in campus.

Amity has also started Amity Joint Entrance Examination (AMITY — JEE) for B.Tech students,
wherein, the test is being held in various cities across the country. The questions will based on
CBSE XII syllabus with options to attempt papers in Physics, Chemistry, Mathematics (PCM)
and English or Physics, Chemistry, Biology (PCB) and English.

The complete details about various admissions procedure and process is described in the
document.c
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S.No Name Designation

1 Dr Vikas Madhukar Director Admissions

2 Ms Pallavi Gupta Asst Manager Admissions
3 Ms Shweta Kapoor Counselor cum office Admin
4 Ms Sarika Biswas Senior Counselor

5 Ms Shilpa Sethi Counselor

6 Ms Sunita Saini Counselor

7 Ms Bhawna Nagpal Counselor

8 Mr Shashank Sharma Counselor

9 Ms Neha Yadav Counselor

10 Ms Prashali Pathak Counselor

11 Ms Deepanshu Dubey Counselor

12 Mr Rakesh Kumar Office Assistant

13 Ms Snehlata Bhatt Data Entry Operator

14 Mr Inderpal Yadav Data Entry Operator

15 Mr Anil Sheoran Data Entry Operator

16 Mr Mohit Guliher Data Entry Operator




ADMISSION PROSPECTUS - 2018

This Admission Prospectus & Application Form is valid for
Amity University Uttar Pradesh Campuses in Noida, Greater
Noida, Lucknow, Dubai & London, Amity University
Rajasthan Campus in Jaipur, Amity University Haryana
Campus in Gurugram (Manesar), Amity University Madhya
Pradesh Campus in Gwalior, Amity University Maharashtra
Campus in Mumbai, Amity University Chhattisgarh Campus
in Raipur, Amity University Jharkhand Campus in Ranchi,
Amity University West Bengal Campus in Kolkata and
Amity University Bihar Campus in Patna.

Following are the instructions and details about applying for
Admission. Please read them carefully.

1. Obtaining the Admissions Pack

The Cost of the Admission FormisRs. 1,100/-.
The Admission Formis available:

Online at www.amity.edu
(A) By paying online with credit/ debit card

(B) By downloading free and submitting with DD of
Rs. 1,100/ in favour of 'Amity Form' payable at
New Delhi. Do not forget to mention your Name &
Amity Application Form Number at the back of the
Demand Draft.

(C) Buy Admission pack from any of the Amity
campuses in Noida, Greater Noida, Lucknow,
Jaipur, Gurugram (Manesar), Gwalior, Mumbai,
Raipur, Ranchi, Kolkata & Patna (For addresses
please refer point no. 4) Or Amity Information
Centers (forlist please visit www.amity.edu).

2. Selecting the Program

Amity offers a wide range of career degrees and
programs to suit your aptitude and interests. With
many new career opportunities it can be difficult to
decide what to study. To help you, we have developed a
Career Aptitude Test which is available on
www.amity.edu/Admission/online_career_test.asp
You can also speak to our counselors for:

*  Noida Campus on
0120-2445252 / 4713600

*  Greater Noida Campus on
0120-3000008 / 9, 9810955936, 9971956082

*  Lucknow Campus on
0522-2399418 / 8176050071 /72 /173 /74

*  Dubai & London Campus on
9650692995, 9650925559
9958677335, 9958677336 (India Office)

+971 55 2305 731, +971 55 2305 741,
+971 55 859 1889 (Dubai Campus)

*  Gurugram (Manesar) Campus on
0124-2330716 /15/ 8826698200 / 201 / 202 / 203

*  Gwalior Campus on
0751-2496006 / 24 /25 /26 /27 /28 /
8349994630/ 31 /32

e Jaipur Campus on
01426-405555 / 08107401506 / 07

*  Kolkata Campus on
9748582665 / 9051666501 / 9051666424 /
9051666724
Whatapp No.: 9051662027
Toll Free : 18002003320

e Mumbai Campus on
70457-80126 /27 /28 /29 /30 /9930841748/
8291899850

e Raipur Campus on
7773010791 /7773010792 / 7773010793

e Ranchi Campus on
72820777711/2/3/4/5/6/8/9,
Whatapp No.: 7282077770/1/2/5/9
Toll Free : 180030026080

*  Patna Campus on
7360030061/2/3/4/5
Whatapp No.: 7360030066
Toll Free : 180030026090

Annexure - 1 Lists all the programs offered with the
eligibility criteria, procedure for admission & fee structure.

3. Completing the Application Form

3.1 Fill in the Application Form only if you meet the
eligibility criteria for admission to the program.

3.2 If you have appeared in a qualifying examination
and the result thereof is awaited, you can apply
provisionally to go through admission process at
your own risk.

3.3 Candidates using downloaded/ICR Application
Form, must fill up the same in their own
handwriting in black ink and undertaking is to be
signed by them only.

3.4 The instructions in the Application Form are self-
explanatory. Please follow them strictly.

3.5 Itis mandatory to provide your email address as
it will be used by the Admission Office for any
communication related to your admission.

3.6 Enclose / upload a latest passport size
photograph & class 10th mark sheet with the
Application Form. No other Mark sheets /
Testimonials are to be attached with the



3.7

3.8

Application Form at this stage (Only Foreign
students / Foreign University Degree holders
should attach photocopies of academic
transcripts & AIU Equivalence Certificate).
University / Board / Marks filled in the Application
Form will be considered for all procedures related
to admission. Any discrepancy found during
verification of original documents will result in the
cancellation of Admission.

It may be noted that no request for change in the
particulars filled in the Application Form by you,
will be entertained under any circumstances.

A sample copy of a complete Application Form is
enclosed for your reference.

Submitting the Application Form

41

Duly filled in Application Form together with
photograph should be submitted / sent to the
respective campus you are applying to:

Noida Campus:

Amity Admission Office

Amity University Campus, Gate No. - 3,
Block-J2, Ground Floor, Sector - 125,
Noida (U.P) - 201313

Dubai & London Campus:

Amity University

International Marketing Head Office

E-2 Block, G-05, Ground Floor, Sector-125
Noida (U.P) - 201313

Greater Noida Campus:

Amity University Uttar Pradesh,
Plot No. 48 A, Knowledge Park llI,
Greater Noida (U.P) - 201308

Lucknow Campus:

Amity University Campus

Malhaur (Near Railway Station),

Post Office Chinhut, Lucknow - 226028

Gurugram (Manesar) Campus:
Amity University Haryana Campus,
Amity Education Valley, Manesar,
Gurugram, Haryana

Gwalior Campus:

Amity University Madhya Pradesh,
Maharajpura (Opposite Airport),
Gwalior (Madhya Pradesh) - 474005

Jaipur Campus:

Amity University Jaipur Campus,

SP-1, Kant Kalwar, RIICO Industrial Area,
NH-11C, Jaipur, Rajasthan.

4.2

Kolkata Campus:

Amity University, Admission Office

Major Arterial Road, Action Area - Il

New Town, Kolkata (West Bengal) - 700135

Mumbai Campus:

Amity University, Mumbai - Pune Expressway,
Bhatan, Post Somathne, Panvel,
(Maharasthra) - 410206

Raipur Campus:

Amity University Chhattisgarh
Manth /Kharora (Opp. ITBP)

SH-9, Raipur (Chhattisgarh) - 493225

Ranchi Campus:

Amity University Ranchi Campus,

City Campus, Nivaranpur,

Main Road, Ranchi, (Jharkhand) - 834001

Patna Campus:

Amity University Patna

Near Rupaspur Police Station,
Rupaspur, Bailey Road,
Patna, (Bihar) - 801503

Incomplete Forms will be rejected. No
subsequent addition / alternation will be allowed
and a new Form has to be submitted in this case.
The Form cost will not be refunded for any reason
whatsoever.

5. Procedure for Admission

5.1

To check / do the following relating to your
Admission, visit your Admission micro site
www.amity.edu (admission micro site login) by
using your Form no. & Password printed on 1st
page of your Application Form.

* Check whether your form has been received
or not.

* Check the Registration Status of your Form.

* Check whether you have been short-listed for
the Selection Process.

e Choose the date for appearing in the
Selection Process.

* Download Admit Card and appear for
selection process.

* Checkyour Selection Status.
* Print Admission Letter.
* Check confirmation of Fee Payment.

No separate communication will be sent in this
regard.

5.2

Annexure-1 gives details about the Admission
procedure for each program (whether there will be
aWritten Test, Group Discussion, Interview, etc)



5.3 Admission Process at Campus

5.3.1

5.3.2

5.3.3

5.3.4

After confirmation on your Admission
microsite about receipt of your Form, it
will normally be processed within 3 to 5
working days.

Qualifying candidates will be informed
about the date, time and venue of
Selection Process (written test and/or
Group Discussion and/or Interview and
Extempore) on the Admission microsite
www.amity.edu or in the Amity Mobile
App. available at www.amity.edu/app. In
certain cases, options of dates will be
available giving greater flexibility to you. It
is your responsibility to check the
admission microsite. No separate
communication will be sent in this regard.
If a short listed candidate fails to select the
date (for which various options will be
made available) and admission to the
particular program is closed, it will be
his/her responsibility.

The Admission procedure may last
till late in the evening. You are requested to
make Traveling & Boarding arrangements
on your own. Traveling instructions to the
campus and details of accommodation
with contact details in the vicinity are at
www.amity.edu/how-to-reach.aspx

The Admission Procedure for Post Graduate
& Undergraduate Programs will start from
January & April 2018, respectively.

5.4 Offer of Admission

5.4.1

5.4.2

5.4.3

A message will be sent to you to intimate
announcement of result on your
Admission microsite. This will be for
information only and should not be taken
as official communication for selection.

All selected candidates will get intimation
of their selection through an Admission
Letter which can be printed from
Admission microsite. Details regarding
payment of fees at the time of admission,
allotment of Hostel and date, time and
venue for commencement of the
academic session will be mentioned in the
admission letter.

Offer of admission will be provisional &
valid only for the specific program opted
by the candidate and for the same
academic session only. The offer of
admission will automatically stand

cancelled if the conditions are not fulfilled
by the specified time.

5.4.4 There is a possibility that the Admission

5.4.5

Committee recommends your admission
ina category/ program/ campus for which
you have not applied in the application
Form. In such cases an option will be given to
you on your Admission microsite informing
you of the change and you may give your
consent for the same. The selection letter will
be available on Admission microsite
(www.amity.edu) for downloading only after
receiving your consent.

Failure to pay the fee or report for classes
after payment of fee within the specified
date will entail cancellation of admission.

6. Direct Admission-Applicable for UG programs only

Student securing 80%+ aggregate in Class Xl
(CBSE/ISC/State-Boards of 2017/2018) are exempted
from selection process. Selection will be on the basis of
Amity Application Form only.

1. Scholarships

1.1 Scholarship-cum-Fast Track Admission for
Programs after 10+2

Direct Admission without appearing in Admission
Selection Process and academic fee scholarship
for the first year of the program, will be offered to
the candidates who meet the following eligibility
inclass XII, 2017/2018.

100% Scholarship - 93% aggregate and
above (Forall campuses)

50% Scholarship

» 90% aggregate and above (For Noida
campus)

» 88% aggregate and above (For all other
campuses)

25% Scholarship

» 80% aggregate and above (For Jaipur,
Kolkata & Lucknow Campus)

» 15% aggregate and above (For Mumbai
Campus & Greater Noida Campus)

» 10% aggregate and above (For Gwalior,
Raipur, Ranchi and Patna Campus)

Direct Admission / Fast Track Admission-
cum-Scholarship is not applicable for the
programs of Architecture/ Design / Education
/ Fine Arts / Law and Physical Education.
Limited Scholarship seats are available,
which will be offered after joining the program

Direct Admission is not applicable at
Jaipur Campus



1.2 Scholarship for Programs after Graduation

Direct Admission is not applicable for Post
Graduate programs. Scholarship will be offered
after joining the program on verification of original
documents.

* 100% Scholarship - 93% aggregate and
above in Class Xll and 80% in Graduation (For
select campuses)

* 50% Scholarship

> 90% aggregate and above in Class XIl and
75% in Graduation (For Noida campus)

» 88% aggregate and above in Class Xll and
75% in Graduation (For select campuses)

* 25% Scholarship

» For MBA (Gen & IB)* - CAT 80 Percentile
& above/MAT Score 550 & above /GMAT
500 & above

> Forall MBA* - CAT 75 Percentile & above /
MAT Score 500 & above / GMAT 500 &
above *

* (Ranchi and Patna campuses)

* 20% Scholarship - CAT 85 Percentile &
above / MAT Score 700 & above / GMAT 600
& above (For all MBA Programs at Greater
Noida & Kolkata campuses)

Scholarship (MIBA Programmes) :

* 100% Scholarship - 93 Percentile (CAT/MAT);
700 GMAT (For all MBA Programmes at
Gurugram, Gwalior, Jaipur, Lucknow, Mumbai
& Raipur campuses)

* 50% Scholarship - 88 Percentile (CAT/MAT);
650 GMAT (For all MBA Programmes at
Gurugram, Gwalior, Jaipur, Lucknow, Mumbai
& Raipur campuses)

* 25% Scholarship - 85 Percentile (CAT/MAT);
550 GMAT (For all MBA Programmes at
Gurugram campus)

* 25% Scholarship - 80 Percentile (CAT/MAT);
500 GMAT (For all MBA Programmes at Gwalior,
Jaipur, Lucknow, Mumbai & Raipur campuses)

Eligibility Notes :

e There should be no year gap between
class XIl and Graduation for Post Graduate
Scholarships.

* For Noida Campus, only those candidates who
have appeared in CBSE / ISC Examination are
eligible for the scholarships as per above
mentioned percentages of marks.

1.3

1.4

1.5

* For all other Amity campuses, candidates
who have appeared in CBSE / ISC and State
Boards Examination are eligible for the
scholarships as per above mentioned
percentages of marks.

In addition to above, following scholarships are
also offered at Dubai Campus

e Girls Student - 10%
e Sibling - 15%

e Emirati students 50-100%

10% Fee concession is offered to Amity students,
who continue their higher education at Amity
Universities with a maximum gap of two years.

Scholarship seats are limited. The mentioned
percentages are only the eligibility to apply for
scholarship. Candidates securing above
percentages are required to fill Amity Application
form. Final decision of granting scholarship is
with the Scholarship Committee.

Continuation of Scholarship

Scholarship is granted on annual basis and
continuation in second and further years of
the program is subject to scholarship policy.
To continue availing 100% scholarship
students must secure position in top 5% of
the merit list for the program. For
continuation of 50% scholarship, students
will have to secure position in top 10% of the
merit list for the program.

Sports Scholarship

To attract talent in sports, Amity University - Uttar
Pradesh, offers Sports Scholarships.

Criteria for Admission

* Minimum academic eligibility for the
respective program should be met, as
mentioned in the Admission Prospectus -
2018.

* Age should not be of more than 23 years as on
01st July, 2018.

* Lastdate to apply for sports scholarship is :
10th June, 2018.

Fast Track Admission

All students who are eligible for the sports
scholarships are given admission on Fast Track.
That means they do not have to appear for the
Sports Trial & Interview and their admission is done
based on their application form and assessment of
sports certificates for last three years.



* 100% Scholarship - International Players *

* 50% Scholarship - National Medal winners*
(Gold, Silver & Bronze position only)

Admission through Sports Trial & Interview

* 25% Scholarship - National Participation®
(Selection will be based on Sports trial &
Interview in addition to Application &
Assessment of Sports certificates for last
three years)

* Recognized by:
i.  Olympic Games by10C

ii. World championships under International
Sports Federation (IOA and / or MYAS
recognized/ affiliated Games)

iii. Asian Games by Olympic Council of Asia

iv. Asian Championship organized by
International Federation of concerned
game (recongnized / affiliated by MYAS
and/orl0A)

v. Commonwealth Games, S.A.F. Games and
Afro Asian Games.

vi. Paralympics Games (recognized/ affiliated
by 10C and/or MYAS)

(List of sports is available on Page No. 6)

In the absence of relevant Sports certificates
Scholarship application will not be considered.

Continuation of Scholarship

Scholarship is granted on annual basis and
continuation in second and further years of the
program is subject to scholarship policy. Sports
performances of the current academic year will
be considered for continuation/withdrawal of
scholarship.

Performance Monitoring

e All candidates selected under sports
scholarship will have to submit an affidavit
stating that they will participate / represent
only from AUUP.

* Achievements in their sports (basis for grant
of sports scholarship) will be monitored by
University Sports Committee.

These Scholarships do notinclude,

* Refundable Security Deposit

* Boardingand Lodging Cost

Please Note : Combination of scholarship is

not permitted. A student can avail only one
type of scholarship.

8. Admission of Foreign and NRI/OCI/P10 students

For admission to specific program, the requirement of
subjects studied will be same for both National and
Foreign / NRI Students as prescribed in the Admission
Prospectus.

Last date for acceptance of Form from Foreign / NRI
category: 30th June, 2018.

Eligibility for Admission to Graduate Programs:

For any discipline, applicant must have completed 12
years of formal schooling. Students meeting the
eligibility criteria as prescribed in the Admission
prospectus would be considered for admission.

They should have cleared TOEFL with 213 in CBT or 550
in paper based test or can have a band of 6.5 in [ELTS.
Evidence of required academic performance must be in
the form of certified English transcripts listing all the
courses with grades or marks earned. Transcripts in
languages other than English are not acceptable.

Eligibility for Admission to Post Graduate Programs:

For any discipline, applicant must have completed 12
years of formal education at the school level followed
by a Bachelor's Degree of at least 3 years duration.
Students meeting the eligibility criteria as prescribed in
the Admission prospectus would be considered for
admission. However, the admission to post graduate
courses is rather restricted and the applicant should
have an excellent academic record to stand a fair
chance foradmission.

Procedure For Applying and Seeking Equivalence
Certificate:

Admission Application Form of Foreign / NRI students
must have an Equivalence Certificate from the
Association of Indian Universities (AlU),
www.aiuweb.org.

The students are advised to send the following
documents to the Association of Indian Universities for
obtaining Equivalence Certificate:

1. Degree/Certificate together with the year-wise
Academic Transcript duly authenticated by the
Indian Embassy in the Country or its concerned
Foreign MissioninIndia.

2. Accreditation status of the University/Institute
which the student has last attended.

3. Copies of the academic Certificates from Higher
Secondary onwards (where necessary)



The SERVICE CHARGE for issue of Equivalence
Certificate as applicable is payable through Demand
Draft in favour of “Association of Indian Universities,
New Delhi”.

The onus of Certification for Equivalence from AlU is on

e HIV / AIDS Test Report from one of the WHO
recognized Institutions

*  Provisional Admission Letter from Amity
University in support of the student visa.

. e : _ 9. Lateral Entry
the candidate and application will be considered only _ _ o _
after the Equivalence Certificate is submitted. Amity offers an opportunity to the eligible candidates to
enter into the Third / Fifth semester of its programs. For
listed applicants subject to confirmation based on the
following: 10. Ph.D. Admission
1. Student visa endorsed to Amity University for Ph.D. Programs at Amity University are offered in more
joining full time Course. No other endorsement than 60 disciplines / research areas on Full time and
will be. accepted_. The visa should be valid for the Part time basis in January / July session. For details
prescribed duration of the course. please visit www.amity.edu/phd
2. Submission of Medical Test Report within a week .
from the date of admission from a Registered 11. Procedure for Withdrawal
Medical Practitioner OR a Medical Practitioner Online withdrawal application is to be filled and
nominated by Amity University. submitted through https://amizone.net Withdrawal
Adequate Medical Insurance Cover. refund shall be made as per University guidelines
All Foreign / NRI students will be required to prevailing on the date of your withdrawal.
regls.ter themselyes VYIth the .concerned letrlct 12. Anti-Ragging Measures
Foreigners Registration Officer / Foreigners
Regional Registration Officers, within 14 days of Ragging is totally banned in Amity University campus
your first arrival in India. including its departments, constituent units, all its
. . . remises (academic, residential, sports, canteen etc.
The following documents are required at the time of P ( o P : )
registration with the Foreigners Registration Officer: whether located within the campus or outside and
g g .g ' in all means of transportation of students whether
*  Photocopy of Passportand visa public or private, and anyone found guilty of ragging
e FourPhotographs and/or abetting ragging is liable to be punished
*  Details of Residence in India appropriately.
List of Sports approved for Scholarship at Amity University.
Sl. No. Name of the Sport Boys / Girls National Recognized Body International Recognized Body
1 Athletics Boys & Girls Athletic Federation of India International Association of Athletics Federation
(AFI) (IAAF)
2 Badminton Boys only Badminton Association of India International Badminton Federation
(BAI) (IBF)
3 Chess Boys & Girls All India Chess Federation World Chess Federation
(AICF) (WCF)
4 Cricket Boys only Board of Control for Cricket in India International Cricket Council
(BCCI) (Icc)
5 Football Boys & Girls All India Football Federation Federation of International Football Association
(AIFF) (FIFA)
6 Gymnastics Boys & Girls Gymnastics Federation of India International Federation of Gymnastics
(GFI) (IFG)
7 Shooting Boys & Girls National Rifle Association of India International Shooting Sport Federation
(NRAI) (ISSF)
8 Swimming Boys & Girls Swimming Federation of India Fédération Internationale de Natation
(SFI) (FINA)
9 Tennis Boys & Girls All India Tennis Association International Tennis Federation
10 Volleyball Boys only Volleyball Federation of India Federation of International Volleyball
(VFI) (FIVB)




EDUCATION LOANS

Education Loans have become the preferred method of financing one's education, and thousands of
students at Amity are studying on Education Loans.

A big benefit is that you only have to start repaying one year after finishing your course or 6 months after
yougetajob.

Most Banks in the country offer attractive education loans for students. For the benefit of prospective
students at AMITY, we have tied up with premier nationalized banks Oriental Bank of Commerce and
Allahabad Bank. Both banks give the following advantages to students applying to AMITY :

* Coverallcourses of AMITY.

* Include tuitionfees, books cost, hostel fees, airfare for courses abroad.
* Concessionalrate of interest.

e Speedy disposal of loan applications.

* Availability of the loan across the country.

Brief procedure to be followed is given below :

(A) For Oriental Bank of Commerce

Amity has tied up with Oriental Bank of Commerce to make easy education loan available to the students.
Given below are the benefits of the scheme :

e Allcourses of Amity are covered for grant of loan.
e Speedy disposal of loan application.

» Sanction can be accorded by Branch of OBC where campus of Amity is located irrespective of the
location of the student. For example, a student applying to AMITY, Sector - 125, Noida, but staying at
Dehradun, can apply at the OBC Branch at Noida and communicated to the Dehradun Branch for
disbursement after due verification and signing of documents.

* Loans are being sanctioned at a concessional rate of interest as compared to the normal scheme of
0BC.

* Thestudentcan cover all his expenses e.g. hostel, stationery etc, while applying for loan.

lllustrative List of Papers / Documents Required for Education Loan

e Admission letter of Amity giving details of year wise fee, boarding and lodging expenses. Letter
confirming scholarship, if any.

» Attested copies of documents for proof of age/date of birth and proof of residential address.
* Passport size photo of the applicant, co-obligants and guarantors.

* Copy of mark-sheets/degree certificates of previous academic qualifications.

* Income proof/latest income tax return of parents/co-obligants, guarantors, (if any).

* Details of collateral security along with valuation certificate of Govt. approved valuer (if any).

* Details/statements of Bank accounts held with Oriental Bank of Commerce/other banks by the student
applicant/co-obligant(s)/guarantors (if any) for the last six months.

* Copy of Passport/Visa, cost of air fare (documentary detail) in case of studies abroad.




Please contact the 0BC Branches as below for filling the application form:

Campus at which you are applying Bank Branch to be contacted

AMITY, Sector 125, Noida Amity Branch, Sector 125, Noida
0120-4392005, bm5112@obc.co.in

AMITY, Lucknow 2/9, Vivek Khand, Gomti Nagar, Lucknow
0522-2304158, bm0687@abc.co.in

AMITY, Jaipur B-1/20, Gandhi Path, Chitrakoot, Jaipur
0141-2440372, bm0997@obc.co.in

AMITY, Gurugram (Manesar) SCO-D-5, Sector-1, IMT Manesar, Distt. Gurugram
0124-2290233, 2290800, bm0628@obc.co.in

Amity has also tied up with Allahabad Bank, Canara Bank, Central Bank of India and HDFC Bank to
make easy education loan available to the students.

B) Allahabad Bank

All campuses of AMITY have been covered by Allahabad Bank for online sanction of loans. The prospective
students can fill the application online for his/her proposed Amity Campus. The bank would accord a
provisional sanction normally within 48 hours. The online application form is available at the following link;
http://www.allahabadbank.com/edu_term_loan_form.htm

Campus at which you are applying Bank Branch to be contacted
AMITY University, Sector 125, Noida Noida Branch Contact Person :
Manager
Ph: 95120-4392248

C) CanaraBank

Please follow the link: http://amity.edu/pdf/educational loan_canarabank.pdf to view the complete details
of Education Loan Scheme

Bank Branch to be contacted

Noida Main Branch, C-3, Sector — 1, Noida
Phone: 0120-2531105 / 2542547
Email: cb1177@canarabank.com

D) Central Bank of India

Bank Branch to be contacted

Plot No 225 sports complex Noida sector 15a 201301
Contact No : 0120-2511747
E Mail ID : bmdela3172@centralbank.co.in

E) HDFCBank

Please contact the nearest branch.

Following are some of the premier banks of the country providing educational loans, please contact the
bank to know the details.

e ABNAmroBank e (CanaraBank e Oriental Bank of Commerce
e Allahabad Bank e (itibank *  Punjab & Sindh Bank

e AxisBank e DenaBank e Punjab National Bank

e Bankof Baroda e HSBCBank e Standard Chartered Bank

e BankofIndia e |CICIBank e State Bank of India

e Bank of Punjab * IndianBank e VijayaBank




Programmes after 10 + 2 at Amity University Gurugram (Manesar) - 2018

ANNEXURE -1

Programme by Discipline Program Duration Eligibility Admission based on Gurugram Campus Remarks
(Alphabetically Listed) Code 10+2 | English | Interview | Others = Non-sponsored

%age Essa . NS

! J First Semester
Fees (Rs.)
APPLIED SCIENCES
B.Sc. (Hons) - Physics 13557 3 years 10+2 (min. 55%) with PCM/PCB & v v v 48,000
min. 55% in Physics
B.Sc. (Hons) - Chemistry 13558 3 years 10+2 (min. 55%) with PCM/PCB & v v v 48,000
min. 55% in Chemistry Test on the day of interview
B.Sc. (Hons) - Mathematics 13556 3 years 10+2 (min. 55%) with PCM & v v v 48,000
min. 55% in Mathematics
B Sc (Hons) Earth Sciences 13751 3 years 10+2(min. 55%) with PCM/PCB v 4 4 48,000
ARCHITECTURE
Bachelor of Architecture 13040 5 years 10+2 (min. 50%) with Maths + v v 1,09,000 *As per guidelines of Council
NATA Score* of Architecture

Bachelor of Planning 13349 4 years 10+2 (min. 50%) with Maths v 4 70,000
Bachelor of Interior Design 13803 4 years 10+2 v v v 70,000 Creative test on the day of interview
BIOTECHNOLOGY
B.Tech (Biotechnology) 13041 4 years }_ . o v v 1,02,000 }_
B.Tech (Bioinformatics) 13042 4 years PCB or PCM {min. 60%) v v 1,02,000 Test
B.Sc. (Hons) - Biotechnology 13044 3 years } . o v v v 71,000 } . .
B.Sc. (Hons) - Biological Science 13692 3 years PCB ( min. 55%) v v v 71,000 Test on the day of interview
COMMERCE
B.Com (Hons) 13046 3 years 1042 (min. 55%) v 4 61,000
COMMUNICATION
B.A. ( Journalism & Mass Communication ) 13798 3 years v v 90,000
B.Sc. (Animation & Visual Graphics) 13493 3 years 10+2 v 4 v 39,000 Creative Test on the day of Interview
B.A. (Journalism & Mass Communication) -3 Continent 13724 3 years v v 1,56,000
COMPUTER SCIENCE/IT
BCA 13048 3 years 10+ 2 with Maths/Com Sc/IP v v 71,000
B.Sc. (IT) 13049 3 years 10+2 v 4 71,000
BCA-+MCA( Dual Degree) 13495 5 years 10+2 with Maths/Com Sc/IP 4 4 79,000
ECONOMICS
B.A. (Hons) - Economics 13182 3 years 10+2 (min. 55%) with Eco/Maths (min. 55%) v v 61,000
ENGINEERING
B.Tech (Aerospace Engg.) 13055 4 years v v 1,09,000
B.Tech (Civil Engg.) 13158 4 years v v 1,09,000
B.Tech (Computer Science & Engg.) 13052 4 years v v 1,09,000
B.Tech (Electronics & Communication Engg.) 13051 4 years . 0 v v 1,09,000
B.Tech (Information Technology) 13053 4 years PCM {min. 60%) v v 1,09,000 Test
B.Tech (Mechanical Engg) 13998 4 years v v 1,09,000
B.Tech (Electrical & Electronics Engg.) 13246 4 years v v 1,09,000
B.Tech (Software Engg.) 13775 4 years v v 1,09,000

For eligibility, fees & hostel fees notes please see page no. 46
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Programme by Discipline Program Duration Eligibility Admission based on Gurugram Campus Remarks
(Alphabetically Listed) Code 10+2 | English | Interview | Others = Non-sponsored

%age | Essa . (NS)

! J First Semester
Fees (Rs.)

B.Tech (Internet of Things) 131126 4 years 1 v v 1,09,000 \
B.Tech Computer Science & Engg + MBA (Dual Degree) 13225 5 years v v 1,74,000
B.Tech Electronics & Communication Engg.-+MBA (Dual Degree) 13226 5 years v v 1,74,000
B.Tech Mechanical Engg.+ MBA(Dual Degree) 131000 5 years v v 1,74,000
B.Tech + M.Tech (Data Sciences) 131123 5 years v v 1,29,000
B.Tech + M.Tech (Network & Cyber Security) 131124 5 years > PCM (min. 60%) 4 v 1,29,000 Test
B.Tech + M.Tech (Artificial Intelligence & Robotics) 131125 5 years v v 1,29,000
B.Tech (Computer Science & Engg.) - 3 Continent 13720 4 years v v 1,52,000
B.Tech (Civil Engg) - 3 Continent 13723 4 years v v 1,52,000
B.Tech (Electronics & Communication Engg.) - 3 Continent 13721 4 years J v v 1,52,000
B.Tech (Mechanical Engg.) - 3 Continent 131002 4 years v v 1,52,000 J
B.Tech (Biomedical Engg.) 13399 4 years 10+2 PCB/PCM min. 60% v v 1,05,000
ENGLISH LITERATURE
BA (Hons) - English 13061 3 years 10+2 v v 33,000
FASHION
Bachelor of Design 13817 4 years } v v v 65,000 } . . .
Bachelor of Design ( 3 Continent) 13818 4 years 10+2 v v v 1,16,500 Creative Test on the day of interview
FINE ARTS
Bachelor of Fine Arts 13057 4 years 10+2 v v v 33,000 Creative test on the day of Interview
FORENSIC SCIENCE
B.Sc. (Hons) - Forensic Sciences 13059 3 years 1042 (min.55%) with min. 55% in PCVI/PCB v v 48,000
HOSPITALITY
Bachelor of Hotel Management 13289 4 years 10+2 v 4 74,000
LANGUAGE
BA (Hons) - French 13062 3 years v v 33,000
BA (Hons) - German 13089 3 years 10+2 v v 33,000
BA (Hons) - Spanish 13063 3 years 4 v 33,000
LAW
BA LLB (Hons) 13111 5 years 10+2 (min. 50%) v v v 98,000
B.Com LLB (Hons) 13216 5 years } . o v 4 v 98,000 Test on the day of Interview
BBA LLB (Hons) 13215 5 years 10:+2 (min. 55%) v v v 98,000
LIBERAL ARTS
BA (Hons) - History 13573 3 years } 1042 v 4 33,000
BA (Hons) - Political Science 13574 3 years v v 33,000
MANAGEMENT
BBA 13064 3 years v 4 1,18,000
BBA (Banking & Finance) 13579 3 years 1042 (min. 55%) v v 1,18,000
BBA (3 Continent) 13104 3 years v v 1,717,500

For eligibility, fees & hostel fees notes please see page no. 46 45
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Programme by Discipline Program Duration Eligibility Admission based on Gurugram Campus Remarks
(Alphabetically Listed) Code 10+2 | English | Interview | Others = Non-sponsored
%age | Essa . (NS)
! J First Semester
Fees (Rs.)
MEDICAL
B.Sc. (Dietetics & Applied Nutrition) 13393 3 years } . . o v v 50,000
B.Sc. (Medical Lab Technology) 13165 3 years 10:+2 with PCM/PCB (min. 50%) v v 50,000
Bachelor of Audiology & Speech Language Pathology 13389 4 years 10+2 with Physics, Chemistry and Maths/
Biology/Computer Science/Psychology/
Statistics/Electronics v v 50,000
Bachelor of Optometry 131127 4 years 10+2 (min. 50 %) with PCM/PCB or 10+2
Vocational Course (Ophthalmic Technique) in
their respective elective subjects and English
individually both in theory as well as
practical (min. 50%) v v 50,000
NANOTECHNOLOGY
B.Tech + M.Tech (Nanotechnology) Dual Degree 13233 5 years PCB/PCM (min. 60%) v v 1,29,000 Test
NURSING
B.Sc. (Nursing) 13184 4 years 10+2 with PCB (min. 45%) v v 54,000
B.Sc. (Nursing) Post Basic 13560 2 years 10+2 with Gen. Nursing & Midwifery Training v v 54,000
PHARMACY
Bachelor of Pharmacy 13133 4 years 10+2 Physics+ Chemistry+Maths / v v v 70,000 Test on the day of Interview
Computer Sc/Biology/Biotech
PSYCHOLOGY & BEHAVIOURAL SCIENCE
B.A. (Hons) - Applied Psychology 13069 3 years 10+2 v v 33,000
B.Sc. (Clinical Psychology) 13407 3 years 10+2 (min. 50%) v v 50,000
TRAVEL & TOURISM
Bachelor of Tourism & Travel Management 13816 4 years 10+2 v v 49,000

ELIGIBILITY NOTES : - In aggregate percentage Physical Education / Fine Arts / Performin.g Arts / vocational / non written subjects will only be considered for respective disciplines.
 The Candidates with LSAT-India 2015 scores are also eligible to apply for admission in the Law Programmes (only for Gurugram Campus).

FEE NOTES : » Refundable Academic Security Deposit of Rs. 15,000/- has to be paid at the time of admission.
* The Fee mentioned is for the 1st semester only and will increase by approximately 5% every year. Each Academic year is of 2 semesters.
* The mentioned fee structure is subject to change.

HOSTEL FEES : Hostel fee (if applicable) : Manesar Campus: Rs. 65,000/- (Non AC) per annum, Rs. 1,00,000/- (AC) per annum and one time Refundable Security Deposit of Rs.10,000/- has to be paid at the time of admission
(Mess charges on actual basis).

AMITY JEE : Admission to all B.Tech programs is based on Amity- Joint Entrance Examination. For details please visit www.amity.edu/amityjee. 46
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Programme by Discipline Program | Duration Eligibility Admission based on Gurugram Campus Remarks
(Alphabetically Listed) Code Qualifying  English | GD | Interview | Others | Non-sponsored
Exam% Essay . (NS
First Semester
Fees (Rs.)
APPLIED SCIENCES
M.Sc. (Applied Physics) 13500 2 years v v v 22,000
M.Sc. (Applied Chemistry) 13509 2 years } B.Sc. in relevant stream v v v 22,000
M.Sc. (Applied Mathematics) 13510 2 years v v v 22,000
M.Sc. (Biochemistry) 13690 2 years } B.Sc. in relevant stream v v v 48,000
M.Sc. (Forensic Sciences) 13011 2 years R v v v 48,000 Test on the day of interview
M.Sc. (Environmental Sc. and Management) 13619 2 years B Sc in relevant stream v 4 v 48,000
M.Tech. (Polymer Science & Technology) 131035 2 years B Tech / M.Sc (Chemistry)/ v v v 74,000
M.Sc (Polymer Science)
M.Sc. (Renewable Energy) 131037 2 years B Tech / B.Sc (Physics, Chemistry, v v v 48,000
M Sc (Renewable Energy) Part Time 131038 3 years } Mathematics with physics as one v v v 29,000
of the subject)
ARCHITECTURE
Master of Planning 13350 2 years | B.Plan/B.Arch/B.Tech. in relevant stream v v v 70,000 } Test on the day of interview
Master of Interior Design 13802 2 years Bachelor of Interior Design/ B.Arch. v v 74,000
BIOTECH
M.Tech (Biotechnology) 13107 2 years | B.Tech. in Biotechnology/ Bioinformatics/ v v v 71,000
Medical Biotechnology/ M.Sc.in
BiotechyLife Sciences Test on the day of interview
M.Sc. (Biotechnology) 13002 2 years Graduation in Life Sciences v v v 58,000
M.Sc. (Bioinformatics) 13003 2 years Graduation in Life Sciences with v v v 58,000
Computer Science in 1042
COMMERCE
Master of Commerce 13576 2 years | B.Com/B.A. (Economics)/BBA (min. 50%) v v 58,000
COMMUNICATION
M.A. ( Journalism & Mass Communication ) 13800 2 years } Graduation v v 90,000
PG Diploma in Journalism & Mass Communication 13347 1 year v v 65,000
COMPUTER SCIENCE/IT
M.Sc. (Network Technology & Management) 13008 2 years B.Tech./BCA/B.Sc.(Maths/IT/Physics/ v 4 v 61,000
Com Sc /Electronics/Hardware & T . .
. est on the day of interview
Networking Management
MCA 13007 3 years Graduation with Maths at 10+2 or BCA v v v 85,000
ECONOMICS
M.A. (Economics) 13301 2 years B.A. (H) Economics (min. 50%)/ B.A.
With Economics as a subject (min. 55%) v v 40,000
ENGINEERING
M.Tech (Computer Science & Engg.) 13009 2 years MCA/M.Sc. (CS/P/M/Stats.)/B.Tech. v v v 74,000
M.Tech (Electronics & Communication Engg.) 13153 2 years B.Tech. (ECE) / M.Sc. (Electronics/Phy.) v v v 74,000
M.Tech (Solar & Alternate Energy) 13208 2 years B.Tech./M.Sc. with v v v 74,000 Test on the day of interview
phy./chem./Material Science
M.Tech (VLSI Design) 13819 2 years B.Tech.-CSE/ECE/IT v v v 74,000

For eligibility, fees & hostel fees notes please see page no. 50
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Exam% Essay . (NS
First Semester
Fees (Rs.)
ENGINEERING
M.Tech (Thermal Engg.) 13776 2 years ) . v v v 74,000 \
M.Tech (Machine Design) 13777 2 years BE/i'TE’Ch' 't\_"ecga"'ca' & v v v 74,000
M.Tech (Industrial & Production Engg.) 13685 2 years utomation Engg. 4 4 v 74,000
M.Tech (Structural Engg.) 13699 2 years v 4 v 74,000
M.Tech (Environmental Engg.) 13279 2 years - v v v 74,000
M.Tech (Transportation Engineering) 131131 2 years B.E/B.Tech. (Civil v 4 v 74,000
M.Tech (Construction Technology & Management) 131130 2 years v 4 v 74,000
M.Tech (Data Science) 13684 2 years B.E/ B.Tech CSE/ IT/ ECE/ M.Sc v v v 74,000 Test on the day of interview
M.Tech (Network & Cyber Security) 131128 2 years Statistics/Mathematics/IT/CS/MCA v v v 74,000
M.Tech (Artificial Intelligence & Robotics) 131129 2 years B.E/ B.Tech CSE/ IT/ ECE/ EEE/ EE/ ME/ v 4 v 74,000
Instrumentation & Control Engg/
Biomedical/ Aeronautical Engg,
M.Sc Statistics/ Mathematics/ IT/
CS/ Physics, MCA J

M.Tech. (Atmospherics Technology & Climate Management) | 131137 2 years BE/B.Tech in relevant subject or M.Sc. v v v 74,000

In Physics, Chemistry, Mathematics,

Atmospheric & Oceanic Science and

Environmental Health
ENGLISH LITERATURE
M.A. (English) 13103 2 years B.A. English / Graduation v v 42,000
with English as a subject
FINE ARTS
Master of Fine Arts 13010 2 years BFA v v v 33,000 Portfolio assessment
on the day of the interview
LAW
LL.M. 13018 1 year LL.B or Equivalent v 4 v 32,000 Test on the day of Interview
LIBERAL ARTS
M.A. (Applied Linguistics)- ELT 131039 2 years | BAin English with min.imum 50% marks v v 42,000
MANAGEMENT
MBA (Specializations Offered - 13019 2 years v 4 v 4 1,95,000 Qualifying ﬁlmxr/g;ercenti!? ¢ 80;
IB/M&S/HR/Retail Mgmt/E-Commerce/IT/Finance) Graduation (min. 50%) MAT Scoree ¢ 550
MBA (3 Continent) 13087 2 years v v v v 2,69,000 GMAT Scorc, : 500
Test on the day of interview

MBA (Business Analytics) 131108 2 years Graduation ( min. 50 % ) with v v v v 1,95,000 Qualifying ﬁﬁ/@%%rcemﬂ? L5

Maths/Economics/Statistics in 12th MATScore ¢ 500
MBA (Banking & Finance) 13502 2 years Graduation min. 50% v v v v 1,95,000 GMAT Score ;800

OR
Test on the day of interview

For eligibility, fees & hostel fees notes please see page no. 50
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ANNEXURE -1
Programme by Discipline Program | Duration Eligibility Admission based on Gurugram Campus Remarks
(Alphabetically Listed) Code Qualifying  English | GD | Interview | Others | Non-sponsored
Exam% Essay . (NS
First Semester
Fees (Rs.)
MANAGEMENT
MBA (Executive) Full Time 13339 1 year Graduation (min. 50%) + v v v 2,88,000
3 years of work experience
MBA (Hospital & Healthcare Management) 13395 2years | BE/B.Sc.( Nursing)/ B.Pharma/B.P.T./B.0.T/
B.B.A./B.A. Hospital & Health Management/
B.Sc. Computer Science/B.A./B.Sc./
B.Com. Degree/ PG Dip Health/
Hospital Admin.istration v v 4 v 1,95,000 Test on the day of Interview
MBA (Executive) For Working Professionals 13622 2 years | Graduation+ min. 2 years work experience v 4 v 71,000
MEDICAL
M.Sc. (Clinical Research) 13402 2 years Graduation in Life Sciences (min. 50%)/ v v 50,000
B.Sc. (Clinical Research)
M.Sc. (Dietetics & Applied Nutrition) 13394 2 years B.Sc. Home Science / Life Sciences / v v 50,000
Clinical Nutrition / Nutrition & Dietetics /
Microbiology / Bio-Chemistry /
Bio-technology / B.Sc Food Science and
Quality Control / B.Sc Food Science
M.Sc. Medical Lab Technology (Specialisation Offered - Clinical Microbiology) 13163 2 years B.Sc. (MLT)/ Biochemistry/ v v 50,000
Microbiology/ Biotech./ Genetics
Master of Optometry 131133 2 years B. Optom. or equivalent v v 50,000
Master of Public Health 13396 2 years MBBS/ BDS/ BAMS/ BHMS/ Diploma in v v 50,000
Public Health/ BSc. Nursing with
minimum 50% marks
Master of Optometry (M.Optom) Practioner 131134 2 years Bachelor's Degree in Optometry v v 50,000
with 3 years of work experience
Master of Hospital Administration 13340 2 years MBBS/ BDS/ BAMS/ BHMS/ BPT/ BHA/ v v 1,51,000
BHM/B.0Optom/ BASLP/ B.Sc-Nursing /
B.Sc. MLT/ B.Pharma, B.Sc DAN /B.Sc.
Allied Health Sciences with minimum 50%
Master of Hospital Administration (Executive) 131135 3years | MBBS/BDS /BAMS/ BHMS/ BPT/ BHA/ v 4 54,000
for working professionals BHM/ B.Optom / BASLP/ B.Sc-Nursing/
B.Sc. MLT/ B.Pharma/ B.Sc DAN/B.Sc.
Allied Health Sciences with
minimum 50%
NANOTECHNOLOGY
M.Sc. (Nanoscience by Research) 13029 2 years B.Sc or equivalent (min. 60%) v v 71,000
and 10+2 (60%)
M.Tech (Nanoscience & Technology) 131136 2 years BE/B.Tech all streams or M.Sc (Physics/ v v 74,000

For eligibility, fees & hostel fees notes please see page no. 50
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Exam% Essay . (NS
First Semester
Fees (Rs.)
NURSING
M Sc Nursing - Community Health Nursing 13887 2 years W A registered nurse and a registered midwife v v 64,000
M Sc Nursing - Medical Surgical Nursing 13886 2 years ;Vét/h E-SCreN:{:'"nga/r ki-sffogur::]"ﬁn(s':i)nm: v v 64,000
M. Sc. Nursing - Psychiatric Nursing 13888 | 2years | | vnichissoongnizod by INC and minimam ono v v 64,000
year work experience after B.Sc Nursing OR
>A registered nurse and a registered midwife
with Post Basic Nursing with 55% aggregate
marks from an Institution recognized by INC
and minimum one year of work experience
J prior or after Post Basic B.Sc Nursing (5%
relaxation of marks for SC/ST candidate)
PSYCHOLOGY
M.A. (Counselling Psychology) 13033 2 years | Graduation with Psychology as a subject. v v 33,000
M.Sc. (Clinical Psychology) 13408 2 years | Graduation with psychology as a subject / v 4 50,000
B.Sc. In clinical Psychology
PG Diploma in Counselling Psychology 13036 1 year Graduation in Social Science v v 33,000
M.A. (Applied Psychology) 13166 2 years Graduation (minimum 50% marks) v v 33,000
with Psychology as a subject
M Phil (Clinical Psychology) 13109 2 years MA/MSc in psychology or
equivalent (min. 55%) v v v 84,000 Test on the day of Interview
SOCIAL WORK
Master of Social Work 13202 2 years Graduation with minimum 50 % marks v v 42,000
Integrated Sciences & Health
M.Sc (Data Sciences) 131177 2 years Graduation in Science v v v 48,000 Test on the day of Interview

ELIGIBILITY NOTES : < In aggregate percentage Physical Education / Fine Arts / Performin.g Arts / vocational / non written subjects will only be considered for respective disciplines.
* Final Year appearing students should meet min.imum eligibility till last qualifying Semester/Year and should not have any back paper/essential repeat.

FEE NOTES

: » Refundable Academic Security Deposit of Rs. 15,000/- has to be paid at the time of admission.

* The Fee mentioned is for the 1st semester only and will increase by approximately 5% every year. Each Academic year is of 2 semesters.

* The mentioned fee structure is subject to change.

HOSTEL FEES

: Hostel fee (if applicable) : Manesar Campus: Rs. 65,000/- (Non AC) per annum, Rs. 1,00,000/- (AC) per annum and one time Refundable Security Deposit of Rs.10,000/- has to be paid at the time of admission
(Mess charges on actual basis).
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APPLICATION INSTRUCTIONS

We have exceptionally high standards for the talent that we take in to our programmes. Superior leadership qualities,
communication and interpersonal skills, commitment, problem-solving ability, Value driven min.dset,
professionalism, flexibility, motivation and sharp intellectual curiosity are expected.

PLEASE READ THE INSTRUCTIONS CAREFULLY BEFORE YOU BEGIN TO COMPLETE YOUR APPLICATION. THE
APPLICATION FORM SHOULD BE FILLED IN YOUR OWN CLEAR AND LEGIBLE HANDWRITING AND THE
UNDERTAKING IS TO BE SIGNED BY YOU ONLY.

. For all details relating to Eligibility, Fee structure and Procedure for Admission to all programmes, kindly refer to
Annexure - 1 of the Admission Prospectus 2016 .

. Visit www.amity.edu (admission microsite login) for all information relating to your application & admission
after submission of application form

. Qualifying candidates can select their date for On Campus Admission Process at www.amity.edu
(admission microsite login). It is your responsibility to check the website for selection of date and appear in
the Admission Process accordingly. No separate communication will be sent in this regard.

. You are advised to keep a photocopy of the complete application form.

. Incorrectly filled, incomplete, unsigned forms & forms recieved after due date will be rejected.
. Forms once rejected will notbe reconsidered & form cost will not be refunded.

. You can not apply more than once for the same programme in one admission year.

. Enclose class 10th mark sheet only with the Application Form. No other Mark sheets / Testimonials are
to be attached with the Application Form at this stage (Only Foreign students / Foreign University
Degree holder should attach photocopies of academic transcripts & AlU Equivalence Certificate).
University / Board / Marks filled in the Application Form will be considered for all procedures related to
admission. Any discrepancy found during original document verification will result in cancellation of
Admission.

. Amity does not take any responsibility for delay or loss of the material in post/ transit.

We do not accept any donations for admission. Merit is the only criteria.
Any instances found, even at a later date, will lead to cancellation of admission.

14



TERMS AND CONDITIONS FOR ADMISSION

1.  Non-Refund of Fees: All fees once paid are not refundable for any reason whatsoever. Only Security Deposit
will be refunded after making necessary adjustments as required.

2. Cancellation of Admission: Amity reserves its right to cancel the admission of successful candidate under
any of the following circumstances :

(a)
(b)

(c)
(d)
(e)

If the fees is not deposited by the stipulated date.

If the candidate does not join the particular programme by the stipulated date even though the fee has
been deposited.

If the candidate fails to furnish the proof of the stipulated min.imum qualifications.
Ifany instance of donation/unfair means is found after admission.

If any of the document(s) submitted by you to Amity University is found to be forged, fabricated or false
during the period of your study, your admission shall be cancelled immediately and fees shall be forfeited.
In case you complete the course and obtain the degree on the basis of documents which are later found
to be forged, fabricated or false, at any point of time, your degree shall be cancelled/ recalled.

2.1 Provision of Non Refund of Fees under Clause 2 will also apply in cases under Clauses 2 (b) and (c).

3. Right of Alteration/Modification:

(a)

(b)
(c)

Amity reserves its right to alter or modify the structure of any of the programs to attain the objective of
excellence.

Amity reserves its right to change the provided Fee Structure.

Amity reserves its right to modify, alter and/or include any other Terms and Conditions that may be
deemed fitin the interest of the Institution.

4. Student Agreement Clause:

a)

b)

c)

d)

| shall immediately inform the University in writing if there is any change to the information | have
provided in this application

| authorize the University to issue details provided in this application form to any agency in the event of a
verification or other statutory requirements

| am fully aware and accept the responsibility for all expenses towards my education and living while
studying in the University

| agree to abide by the visa regulations and any other requirements as applicable

All'successful candidates shall be bound by the above mentioned Terms & Conditions of Amity.

15



AMITY UNIVERSITY

HARYANA

Established vide Government of Haryana Act No.710 of 20710

ADMISSION MANUAL

2018

Containing Standard Operating Procedures pertaining to
key activities of Admission Process

Amity University Admission Office
Amity University Campus

Amity Education Valley

Gurgaon (Manesar)

0124-2337015, 16

City Office:

Amity University Admission Office
Amity International School

Sector — 46,

Gurgaon,

0124-3225651, 2164864, 65

Page 1 of 54



INDEX

Job Description:
Counselor
Marketing Executive
Data Entry Operator/Office Assistant

Operational Activities:

Dealing with Visitors in Admission Office - Walk-ins
Handling Admission Calls — Inbound
Handling Admission Calls — Outbound

Sale of Application Forms

Receipt of Application Forms

Data Entry in MS — Excel

Setting of Question Papers

Conduct of Test

Evaluation of Answer Sheet

Compilation of Result

Issue of Admission Offer Letters

Receipt of Fee

Extension of Date of Fee

Withdrawal from Program and Refund of Fee
Handling Admission Email Account

Inter Amity University Transfer (excluding lateral entry)
Lateral Entry (including migration)

Change of Stream/Program

Provisional Admission

Managing Admission Intranet

Admissions through JEE

CBT: Computer Based Test

SI: Skype Interview

Online Submission of Application forms

Online fee submission

Publishing of Admission Offer letters on Micro site

Annexures
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Counselor

Job Description:

e Serves as a member of the Admissions Team to assist in achieving enrollment goals
for the university.

e DMotivate students for challenging courses and Educational programs.

e Advises students and parents about admission’s requirements, concerned academic
programs, bank loan and scholarship information, information pertaining to various
facilities provided by the University, and most importantly the culture and
philosophy of Amity.

e Provides required follow-up to students and parents via phone, letters, email, etc.

e Reviews admission applications, evaluates credentials, and makes admission
decisions.

e Initiates, plans, and executes special projects in conjunction with the goals and
objectives of the office.

e Coordinate and contribute to the success of various student visit programs designed
to recruit targeted prospective applicants to the University

e Implement admission strategies as outlined in the admissions plan which may include
school and/or community college visits, attend educational fairs, area receptions, and
events.

e Provides admission presentations to visitors during campus daily tours and at on
campus and off-campus events.

e Compiling various reports related to admissions

e Covering reception desk

e Ability to work as a successful link between the faculty, parents and the students and
help students achieve the Educational goals set beforehand

e Any other specific duties as required by the Director Admissions

e Adhere to University policies and procedures regarding admission

Requirements:

e Bachelor degree with at least one year of admissions counseling and outreach
experience, or equivalent.

e Knowledge of PeopleSoft and Business Objects.

e Strong interpersonal skills, Skill in effective communication and public presentations.

e Demonstrated ability to work with a wide range of people and commitment to

diversity.
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Demonstrated ability to efficiently and effectively solve problems, initiate and
implement projects.

Knowledge of issues pertaining to areas of assighment.

Experience with and sensitivity to diverse population.

Ability to travel and work a varied schedule with flexible hours.
Knowledge of Microsoft environment, including Word, Access, Excel.
Some supervisory skills and training experience.

Ability to represent the office and the university in a professional manner.

Maintain a positive attitude that will promote a healthy cultural climate in
Admissions
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Data Entry Operator/Office Assistant

Job Description:

- Scrutinize the admission application form and checking required columns, reporting
discrepancies

- Verifying/calculating the marks, percentage, eligibility etc

- Segregation of application forms, maintaining record of DDs
- Data entry in computer and admission intranet

- Data management and preparations of various reports

- Preparation/compilation of results, dispatch of offer letters
- Proper maintenance of office records

- Any other duties assigned by the Director Admissions

Requirements:

Bachelor Degree with one year of similar experience in an organization
High degree of computer skills in MS- Office, particularly in MS - Excel
Positive attitude

Willingness to work in flexi hours

Some supervisory skills

AN AN I

Maintain a positive attitude that will promote a healthy cultural climate in
Admissions
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Marketing Executive

Job Description

1. Serves as a member of the Admissions Team to assist in achieving enrollment goals
for the university.

2. Analyzing the marketing opportunities and taking initiatives to enhance the students’
intake, devising plans for brand building and enhancing visibility in market place

3. Implement admission strategies as outlined in the admissions plan which may include
school and/or community college visits, enhancing ties with schools, colleges,
coaching institutes, admission consultants/counselors, attends educational fairs, area
receptions, and events.

4. Initiate, plan, and execute special projects in conjunction with the goals and
objectives of the office.

5. Conduct admission presentations to visitors during campus daily tours and at on
campus and off-campus events.

6. Any other specific duties as required by the Director Admissions

7. Adhere to University policies and procedures regarding admission

Requirements:

1. A master degree in business administration or equivalent qualification.

2. Strong interpersonal skills, Skill in effective communication and public presentations.

3. Demonstrated ability to work with a wide range of people and commitment to
diversity.

4. Demonstrated ability to efficiently and effectively solve problems, initiate and
implement projects.

5. Knowledge of issues pertaining to areas of assignment.

6. Experience with and sensitivity to diverse populations.

7. Ability to travel and work a varied schedule with flexible hours.

8. Knowledge of Microsoft environment, including Word, Access, Excel.

9. Supervisory skills and training experience.

10. Ability to represent the office and the university in a professional manner.

11. Maintain a positive attitude that will promote a healthy cultural climate in

Admissions
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Dealing with Visitors in Admision Office - Walk-ins

Purpose & Scope:

This procedure deals with interaction with prospective candidates, students, parents and
other persons visiting the admission office for the purpose of any enquiry, submission of
application form, deposit of fees or for any other purpose related to admission.

Procedure:

Detail of every visitor to be kept in walk-ins register to be maintained by respective
counselor.

Every counselor to equip with necessary information/a set of FAQs/hand
outs/brochures/leaf lets/a ready reckoner related to key points pertaining to admission
process

Transfer of query to concerned faculty/officer or Director Admissions, when required
Daily walk-ins report to be prepared and sent to AUH admission office

Monitoring, weekly review and follow-up of reports

Records:

1. Walk-ins register
2. Daily report of walk ins- Annexure |

Responsibility:

1. Respective Counselor
2. Incharge — City office
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Calling — Inbound
Objective & Scope:
The procedure deals with effectively handling all incoming admission queries, capturing
the callers’ data, follow-up, identifying the potential, motivating/counseling them and
converting them into amity admission aspirant

Procedure:

Maximum efficiency and due diligence to be maintained in receiving the calls on
designated numbers alloted to specific counselor

Complete record of each call to be maintained by respective counselor

Daily master sheet of all calls recevied to be compiled and sent to Director Admissions
Transfer of query to concerned faculty/officer or Director Admission, whenever requried
Call back in case of non-availability of any information or lack of information

Missed calls/drop calls to be checked after every two hours and record to be kept and
shall be called back twice in a day.

Monitoring, review and follow up of calls on day to day basis to increase the conversion
Records:

1. Daily call register

2. Day wise master call sheet- Annexure 11

Responsibility:

1. Counselors
2. In-charge Calling
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Calling — Outbound
Objective & Scope:

The procedure deals with enhancing connect with the prospective candidates/students
through information sharing/communicating, counseling, motivating, converting leads
into admission and achieving high enrollment of students

Procedure:

Different types of outbound calls:
e Forms received confirmation calls

e Test Information calls

e Result calls

e Leads Calls

e MAT data

e Others (Absentee calling, Fees follow up calls, Fee received through post, Course
change intimation Calls, JEE

Response of each call to be recorded as below:
e Interested (INT): Interested ,will get back

e Not Interested (NI):Not interested, Disconnected,
e Not reachable (NR): Not answering, Out of reach/network/service, Switched off,
Busy, Call waiting, line disturbed, call later, not connecting.

e Informed (INFO): concerned person not available informed to
others//mother/father/brother/sister, etc,).

Repeat calls to be made based on responses received in first set of calling and calling
sheet to be updated accordingly

Day wise master sheet to be prepared containing necessary information/responses

Review of calling list to be made twice in a week to filter the calls into potential and dead
categories for further follow — up

Day wise calling status report to be mailed to Director Admissions

Records:
1. Daily outboud call sheet
2. Master calling sheet- Annexure 11
3. Calling sheet — potential Vs dead calls

Responsibility:
1. Calling —incharge
2. Counselors
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Sale of Application Forms

* Other than sales through Axis bank and downloading from website

Purpose & Scope:

The procedure deals with maintaining record of all blank application forms received from
AUUP Noida, sold and balance in stock so as to keep complete detail of forms sold and
to avoid stock-out.

Procedure:

A stock register to be maintained and updated regularly

Program wise record of form sold

Weekly reconciliation of stock register with form sold

Cash receipt (in duplicate) bearing serial number of application form to be issued/kept for
g::r:c:o be handed over by all counselors to incharge on day to day basis

Transfer of cash from city office to accounts office

Re-order level to be checked and new requirement should be sent to Director Admissions
accordingly to avoid stock out

Record:
1. Stock register for application forms — Annexure 1V
2. Register for application form sold- Annexure V
3. Weekly report of application form sold
Responsibility:

1. Counselor — A
2. City office incharge
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Receipt of Application Forms
Purpose and Scope:

The procedure deals with keeping program wise complete record of admission
application forms received, their scrutiny, classification, data entry in excel and
uploading on admission intranet so as to provide up to date information and to facilitate
planning and execution of subsequent admission activities/processes.

Procedure:
All Application forms received should be entered in the register.
All Application forms received should be properly scrutinized.

Scrutiny of forms/checking of important fields:
i. Program code
ii. DD Details and payment mode details
iii. Date of Birth
iv. Email-Id
v. Contact Number (atleast 2 No.)
vi. Marks and eligibility

Discrepancies to be highlighted and communicated
All forms should be clearly identified as per following:
= Complete and eligible -
= Complete and not-eligible
= Incomplete
= Direct Admission
Entries of application forms in excel sheet

Daily reconciliation of application form and preparation of status report

Application forms to be sent to AUH admission office and movement of forms to be
recorded

Uploading of application forms on admission intranet and status to be updated within 48
hours of receipt of forms
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Incomplete forms to be kept on hold for complete information and will be sent to AUH
within 48 hours

Acknowledgment call of forms received to be given to all the students within 24hrs,
guiding to follow microsite.

Records:

1. Form receipt register- Annexure VI

2. Excel entry sheet - Annexure VII

3. Uploading on Amizone

4. Daily form receipt report- Annexure X

Responsibility:
1. Counselor B

2. Incharge City office
3. Data entry operators
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Data Entry in MS — Excel
Purpose and Scope:
This procedure deals with creating a complete data base of all application forms received
during the admission process to facilitate in subsequent planning and execution of
admission process/activities
Procedure:
Checking of key particulars

Alphabatically separate excel data sheet to be maintained for large programs, as specified

Data sheet to be categorised based on eligbile candidates, not eligible candidates, result
awaited and direct admission

All excel entries should be completed on same day.
Master excel sheet to be compiled on the same day.
Reconciliation of excel sheet with daily form receipt register
Records:

1. Excel sheet of applicant’s students — Annexure VII
Responsibility:

1. City office — Incharge
2. Data Entry Operator
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Setting of Question Papers
Objective & Scope:
The procedure deals with readiness of question papers for written examination of
different programs during admission procedure
Procedure:

Every question papers should have a paper code

At least two sets of question paper should be ready a week before the date of written
entrance examination

Requirement of question papers to be assessed in the beginning of new admission session
and to be sent to HOIs of respective program a month before the date of examination

Head of Institution (HOI) of respective program to ensure the readiness of question
papers.

HOI to review the question paper before its submission to admission office
Confidentiality, secrecy and safe custody of question papers to be maintained
Records:

1. An office copy of all question papers to be filed.
Responsibility:

1. Counselor
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Conduct of Admission Examination
Purpose & Scope:

The procedure deals with smooth conduct of test and to ensure the confidentiality and
transparency in the process

Procedure:

Information to all eligible candidates to be sent through micro site of respective
candidate, SMS’s, email and telephone at least three days in advance, while for the forms
being received on last few days should be called on daily basis

Text of email/SMS to be approved by Director Admission

Following arrangements to be made at least one day in advance:
e Registration

Seating plan

Signage

Invigilation

Classification of Q papers and Ans sheets

Classification of forms and readiness of Pl sheet

Interview boards

Attendance of students appeared in the exam/interview to be marked.
Instructions to fill-up the PI sheet to be issued properly to concerned faculty members

Identities of student to be verified from the application form by the invigilator in the
exam room by cross signing on the photograph of the candidate pasted in the application
form

The application forms of present & absent student to be segregated by the invigilator in
the exam room.

All essay sheets, answer sheet, GD & interview sheet to be counted at the time of
submission by concerned invigilator

Records:
1. Attendance sheet
2. Programme wise list of students appeared

Responsibility:

1. Respective floor in charges
2. One Counselor and one faculty- for over all co-ordination
3. Data Entry Operators to keep a track of form received on the day of test
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Evaluation of Answer Sheet
Objective & Scope:

The procedure deals with fair evaluation of answer sheets while maintaining the
confidentiality.

Procedure:

An evaluation team to be constituted by Director Admissions with the due approval from
Pro Vice Chancellor/Vice Chancellor

Evaluation team to mark the answer sheets at a designated place and time
Answer keys to be provided to all evaluators

Evaluator to compile the marks and submit the duly signed mark sheet to admission
office

Officer responsible to ensure the confidentiality and secrecy of the whole activity
Records:
1. Tofile all the answer scripts

2. To attach all the Essay sheets
3. Statement of marks

Responsibility:
e Counselor
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Compilation of Result
Objective & Scope:
This procedure deals with accuracy and speed in compiling the final result
Procedure:
Entries of all appeared candidates to be made and checked in excel sheet
Academics marks to be entered carefully and duly checked

Marks of entrance examination (essay, written exam, personal interview & GD) to be
entered from the mark sheet and admission form.

Weightage for different column in final result sheet to be checked

Result sheet to be categorised in following categories:

- The candidates will be listed in the CRS in the following order and the Groups:

o Group 1. General Group. (Listed from S. No. 1 to 12 in the sample
Annexure)

o Group 2. RA Group-Candidates whose results are awaited. (Listed from S.
No. 13 to 14 in the sample Annexure)

o Group 3. No Group-Candidates that have not been recommended by the
Board and bear remark “NO” in the PI/GD Assessment Sheet. (Listed from
S. No. 15 to 16 in the sample Annexure)

o Group 4. Absent Group-Candidates who absents themselves after
participating in part of the admission process. (Listed from S. No. 17 to 18 in
the sample Annexure)

o Group 5. NE Group. Candidates who are found “Not Eligible” for the
programme. (Listed from S. No. 19 to 20 in the sample Annexure)

- The candidates in their own groups will be sorted as per their scores (Largest to
smallest).
Particulars of final result sheet to be checked/tally with individual application form
Essay sheet to be attached with each application form
Result review committee to finally check the result
Final result sheet to be made and duly signed by the concerned persons along with the

Director Admissions, involved in the preparation/checking.
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Final result should be compiled within three working days after the conduct of admission
test.

Records:
1. Evaluation sheet/Mark sheet
2. Consolidated final result sheet — Annexure VIII
3. Application forms with attached Pl sheet
Responsibility:

1. Data entry operator
2. Counselor

Page 18 of 54



Issue of Admission Offer Letter

Objective & Scope:
This procedure deals with maintaing accuracy in issuing the admission offer letters to the
selected candidates

Procedure:
Candidate name to be checked from the final result sheet approved by the management

Following details to be checked while printing the offer letter:
4. Name

Father’s name

Program

Duration of the program

Program Fee

Eligibility

©o~No O

Concerned office assistant to mark his/her initials on the offer letter to ensure that the
above details are verified

Offer letter to be signed by Director Admission.

No offer letter to be sent without its signing by the Director Admissions

In case of a candidate’s request, to send the offer letter through email, a copy of offer
letter, duly signed by the Director Admissions to be scanned and email to concerned

candidate.

No offer letter to be attached/scan and sent without bearing signature of the Direcotr
Admission

A copy of offer letter sent through email to be kept in the office

Records:
1. Master data sheet of selected candidate to whom offer letter is issued

Responsibility:
1. Office Assistant
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Receipt of Fee

Objective & Scope:

This procedure deals with maintaining an accurate & complete record of day to day
submission of fees of admitted candidates keep track on the total number of admissions

Procedure:
Fee to be recevied at city admission office and AUH accounts office
Fee paid in cash or through cheques is not accepted.

Admission offer letter to be checked and selection of candidate, program name is to be
checked with approved final result sheet

Verification of eligibility and necessary supporting documents/marks sheets etc

Verifying amount of DD with the fee prescribed in the offer letter/admission prospectus
and other particulars mentioned in the DD/pay order.

Ensure that student details are clearly mentioned at the back of Demand Draft

Day wise entries of the fee paid with necessary details (academic fee, academic security,
hostel fee, hostel security, bus fee, program, student’s name, sex, and city) to be entered
in Fee Entry Registered and also compiled in an Excel sheet.

Printed fee receipt (in duplicate) to be filled and a copy to be given to students

Daily reconciliation of fee received and preparation of status report

Demand drafts to be sent to AUH admission office along with the summary of DDs and
entries to be made in DD register

Accounts to sent the detail of daily fee recevied to city admission office
Accounts and admission office to weekly reconcile the status of fee received

Updating fee on finance module of admission intranet by Accounts within 48 hours of
receipt of demand drafts

Fee received through post should be considered after verifying the all necessary points
mentioned above and acknowledgement in this regard should be sent to the candidate
within 24 hours of receipt of fee
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In case of any deficiency in documents/DD/fee received through post to be kept on hold
and information in this regard to be sent to candidate within 24 hours of receipt of fee

Record of part- payment of fee, scholarship cases (both part and full) to be maintained
separately

Records:

Daily fee recipt format on Excel — Annexure 1X
DD register

Daily fee receipt report — total — Annexure X
Daily fee receipt report — Accounts, AUH

el oA

Responsibility:

1. City office Incharge
2. Counselor
3. Accounts Officer
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Extension of Date of Fee
Objective & Scope:

This procedure deals candidate request for extension of fee due to delay in grant of
education loan or any other reason beyond the conrol of candidate

Procdeure:
Candidate to submit the application in this regard to Director Admissions

Director Admissions to approve the extension for not more than seven days considering
the case and circumstances

In case of extensions of more than seven days and upto 20 days, the candidate is required
to submit a ‘non refundable’ token amount of Rs 25,000/- to secure the seat with an
undertaking in this regard to Director Admissions

Separate fee record of such cases to be maintained and follow-up to be taken

Above token amount to be forfieted, in case of non-submission of balance fee within the
specified time period

A communication in this regard to be sent to the candidate

Records:
1. Record of applications
2. Master data sheet of such cases containing necessary detail- Annexure XI
3. Undertaking — Annexure XII-A, X1I-B

Responsibility:

1. Counselor
2. Data Entry Operator
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Withdrawal from Program and Refund of Fee
Objective & Scope:

This procedure deals with speedy processing of withdrawl of admission and refund of fee
cases

Procedure:
Candidate to submit the refund application to the Director Admission

Receiving officer from admission office to properly sign and mark the date of receipt on
the application and handover copy of the same to the applicant

Decision of refund to be taken considering the following:

10. Deduction of processing fee of Rs. 1000- in all cases (whether prior to
commencement of course or thereafter).

11. For cases where student withdraws post commencement of course the refunds
would be made as per the following criteria:

o Where no admission is done in the particular course post the date of
withdrawal by the student only security is to be refunded.

o Where any admission is done post the withdrawl — proportionate amount
of fee would be deducted in addition to Rs. 1000/- as procesing fee.. In
this case attendance of the withdrawn student will be considered from the
date of commencement of the program till the date of withdrawal
application. Semester fees amount will be divided by 6 to get monthly
fees.

All application to be marked to Registrar office by Director Admissions with a copy to be
kept in admission office

Registrar office to further process the application
Records:

1. Record of applications
2. Master data sheet of such cases containing necessary detail — Annexure XI1I

Responsibility:
1. Registrar Office

2. Counselor
3. Data Entry Operator
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Handling Admission Email Accounts

Objective & Scope:

This procedure deals with regularly checking, timely & satisfactorily replying of
queries/information asked through email.

Procedure:

Daily checking of admission email accounts after regular intervals.
All emails must be checked in morning (opening hours) and evening (closing hours)
All routine inquires to be handled by concerned counselor(s)

Important emails to be marked to Director Admissions for his information and reply, if
necessary

Reply to all emails should be sent within two working days from the receipt of email
Records:

1. Filling of important emails
Responsibility:

1. Marketing Executive
2. Counselor
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Inter Amity University Transfer (excluding lateral entry)

Objective & Scope:

The procedure deals with transfer cases of students from one campus of Amity to another
campus of Amity, facilitating smooth transfer and observing necessary formalities

Procedure:
Transfer from AUH:
No request of transfer shall be entertained from the students.

Transfer of a student is initiated only when management takes a decision in this regard
keeping in mind the interest of student

Process of transfer to be initiated only after receiving the approval from management

An information to this regard with complete details along with the copy of approval to be
sent to concerned Amity campus.

Necessary documents (application form, copy of fee receipt, details of marks obtained by
the candidate in the admission procedure) to be sent to the concerned campus

Candidate is required to apply for a refund of fee in AUH and deposit the fee in transfer
University

Refund of fee in such cases to be completed within one week after the approval of
transfer from management.

Registration status of students on admission intranet to be updated accordingly
Transfer to AUH:
Proceess to be initiated only after receiving the approval from management in this regard

Necessary documents (application form, copy of fee receipt, details of marks obtained by
the candidate in the admission procedure) to be received from the concerned campus

Candidate to report to Director Admissions and submit the necessary documents
Candidate is required to deposit the applicable fee

Status to be updated on admission intranet accordingly
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Records:

1. Separate excel file to be maintained for transfer cases — Annexure XIV
2. Documents to be filed

Responsibility:

1. Counselor
2. Data entry operator
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Lateral Entry (including migration)
Objective & Scope:

This procedure deals with process of lateral entry admission to a program and migration
of candidate from other University

Procedure:

Candidate must secure at least 60 per cent aggregates in throughout in previous years of
study

To qualify the admission procedure laid down by the University

Admission is subject to the lateral entry regulations of the University

Records:

1. Separate data excel sheet of the candidate
2. Necessary records of the candidates as per AUH regulations

Resposnibility:

1. Registrar, AUH
2. Data entry operator
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Change of Stream/Program
Objective & Scope:
The procedure deals with students’ request pertaining to change of stream/program
Procedure:

Application to be submitted to admission office and data to be maintained on day to day
basis.

All requests to be compiled twice in a week and sent to Director Admissions for review.

Requests to be sent to management for approval along with individual detail of the
candidate.

Follow-up with management in case of non receipt of reply within 48 hours from the date
of request sent to management.

Information to the candidate about the decision of change to be sent within 24 hours after
receiving the approval.

Approved candidate to fill-up the undertaking regarding acceptance of request for
change.

Candidate can restored to the original program in which he/she was first selected within
seven days of the approval/filling-up the acceptance of change by submitting an
application to the Director Admission. If a candidate does not apply within aforsaid
period for resotration in the original program in which he/she was originally selected, the
candidate will deemed to be admitted to the program in which change was requested and
approved

Change of program by a candidate without approval/intimation to the Director
Admissions shall be considered void

Records:
1. Application record of change request
2. Chronological data base of applicant
3. Consolidated status sheet — Annexure XV

Responsibility:

1. Counselor
2. Data Entry Operator
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Provisional Admission
Objective & Scope:

The procedure deals with admission of candidate in case of non declaration of result of
qualifying examination

Procedure:

Candidate to submit the undertaking to the Director Admissions that the final result will
be submitted to the University within the specified period

Provisional admission to be mentioned on the fee receipt issue to such candidate

Full academic fee of the candidate shall be forfieted in case of non-submission of proof
of fulfilling the eligibility conditions within the specified period

Fee record of such cases with all necessary details to be kept separately
Records:

1. Master data sheet of such candidates — Annexure XI
Responsibility:

1. Counselor
2. Office Assistant
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Handling of Admission Intranet
Objective & Scope:
This procedure deals with ensuring efficiency in communication between students and
admission office through uploading of all application forms on intranet, generating
registration numbers and completing the whole admission procedure on the intranet along
with fee on finance module so as to ensure efficiency, accuracy, transparency and
effectiveness in the admission procedure.
Procedure:
Receiving and uploading of application form with in 48 hours of receipt
Releasing of interview date at least a week before the date of examination
Releasing of cut-off marks
Updating attendance and marks on intranet
Generating offer letter

Updating fee by Accounts section on finance module within 48 hours of receipt of fee

Records:
1. Status sheet of candidates

Responsibility:
1. Counselor
2. Data entry operator
3. Account Office
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Admissions Through JEE MAINS

Objective & Scope:

This procedure deals with handling of admission procedure of B.Tech students through
CCB-JEE as per the guidelines laid down by the Central Counseling Board — JEE
Procedure:

Following guidelines of spot round of counseling mentioned on www.ccb.nic.in

Tracking of counseling dates and communicating the necessary instructions to the
admission team

Maintaing the data sheet of all queries received pertaining to JEE admissions
Online updating the status of candidate reporting to the University

Filling of Amity application forms at AUH campus

Printing of provisional seat allotment letter of candidate from CCB

Retaining a copy of provisional seat allotment letter duly signed by candidate

Verification of documents (as specified by www.ccb.nic.in)

Accepting the fee after ensuring the eligibility

Maintaining program wise data sheet of candidate reported, admitted and deposited the
balance fee

Submitting details of candidate reported to the university to CCB as per the deadline
(after the closing of counseling date) and also submitted the original provisional seat
allotment letter.

Records:
1. Data sheet of queries
2. Detailed data sheet of candidates reported and submitted the fee — Annexure XVI

Responsibility:

1. Counselor
2. Data Entry Operator
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CBT: Computer Based Test

Objective & Scope:

This procedure deals with providing wider opportunities to the prospective students and
to bring accessibility with greater flexibility with respect to location & timing.

Procedure:

Student to submit the duly filled in application form
The student to select CPT option Yes/No on the admission micro site
The student has the option to select Test Date within 2 cycles only
(Thu/Fri/Sat/Sun x 2) -
The CBT cases to be exported to CSV file and sent to HO
Confirmation of CBT cases on admission intranet once the access is opened from
ATTEST and list is sent back from HO to admission cell.
Once admission micro site is activated, click on CBT Scheduler Link for booking
test slot
o Every Thursday / Friday / Saturday / Sunday at designated Test Centres
o 9:00 am to 10:30 am/ 11:00 am to 12:30 pm/ 1:00 pm to 2:30 pm/ 3:00 pm
to 4:30 pm/ 5:00 pm to 6:30 pm
The CBT venue, date and time slot in Scheduler Link to be booked by the student
o Admit card to be generated from Scheduler and photograph to be pasted
o ID proof to be generated from admission micro site and photograph to be
pasted
The test slot once booked, cannot be reversed
Test scheduling window of 4 designated days in a week / 9 am to 6 pm
CBT Test Slot booking done per cycle to be sent to Head Office on a regular basis
The CBT cases confirmed on Intranet, but are not appearing in the list, to be
followed-up to maximize the CBT Slot Bookings timely
Student to appear for CBT
The scores/ Merit List-1 compilation to be done by ATTEST and submitted to
Amity University
Data Entry operator/ Office Assistant to add 10"/12"/graduation scores and make
Merit List-2
Counselor to contact student and schedule Skype Interview

Records:

CBT cases to be exported to CSV file cases date wise
Merit Lists to be maintained per cycle(annexure)
Daily report (annexure)

Responsibility:

Admission Executive
Counselor
Office Assistant/ Data Entry Operator
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SI: Skype Interview

Objective & Scope:

This procedure deals with conducting interview of students through Internet- based video
service- Skype, regardless of the student’s location. The Skype interview will provide
convenience to the student for appearing for the test from residence or cyber cafe. The
Skype Interview should be preferably conducted within 48-72 hrs of CBT.

Procedure:

Space to be created for Skype Interview with Amity banners as backdrop
Separate computers with webcam, mike etc to be arranged for Skype Interview
Create Amity University Skype ID ( For standardization Purpose, it could be
created as 'Amity University-Campus Name' )

Sl dedicated systems to be grouped/marked/designated with respective CBT
programs so that the Interview Boards are easily identifiable

A moderator to handle Sl screen log-ins, log-outs, general IT glitches in event of
no show on stipulated time

Students to be informed about SI through email or phone

Skype Id to be created by the student

The Counselor to guide students on how to create Skype IDs

The requirement of Interview panel to be decided ahead of time

Verify faculty names present to conduct the Interviews with the list sent by
respective Hol/HoD

Faculty attendance sheet to be signed and filed(Annexure)

Interview panel to verify the identity of the student with the photograph pasted on
the application form

Interview Assessment Sheet to be duly filled and signed by the panel.(annexure)
The student to be briefed by the counselor about CBT, if not appeared already
The Interview marks to be compiled to make Merit List-3

The Final Result sheet along with the application forms to be dispatched to HO
for approval.

After approval, admission offer letters to be published on admission intranet.

Checkilist:

Check lighting and keep the background simple and free of clutter and
distractions

Check internet connection

Check the functioning of equipments like webcam and microphone ahead of time.
Add on micro phones can be used for a better sound quality

Give the student adequate time to complete their thoughts in case of a delay

The interview panel should be visible to the student and vice versa

Records:

Faculty attendance sheet
Sl schedule list
Merit List-3
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Responsibility:
e Admission Executive
e Counselor
e Data Entry Operator/ Office Assistant
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Online Submission of Application forms

Objective & Scope:

This procedure deals with online submission of application forms so that data is captured
in a consistent manner, held on a central sever and is readily available. This option can be
accessed from any computer with web access and saves valuable time. It eliminates the
data entry from paper.

Procedure:

Student needs to login to www.amity.edu/gurgaon

To click on Apply Online

Fill in the complete details Upload copy of X mark sheet and recent passport size
photograph

To make the payment using debit or credit card

The application form ports directly to “Online form Receipts” module of
Amitranet

Office assistant to take print of the application form and register after verifying
all the details

Records:

An excel sheet to be maintained date wise

Responsibility:

Executive/Counselor
Date entry operator/ Office Assistant
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Online fee submission

Objective & Scope:

This procedure deals with the ease, convenience and faster submission of first installment
of academic fee using net banking or Pay order/Demand draft/ cash payment in the
nearest Axis bank branches. Online payments are far cheaper than the traditional method
of mailing out paper invoices. It allows the students to perform banking activities at home
via the internet.

Procedure:

The student is guided to the payment gateway through his/her micro site

The student then choose the payment option :net banking/cash payment at any
Axis bank branch

In case of cash payment through Axis bank, the student is required to download
the pay-in-slip. PAN number is a pre requisite.

Fill the pay-in-slip and deposit the fee

After paying the fee, student is required to mark a confirmation of payment on
his/her admission micro site

The Accounts section then generates the list of fee paid students

Once the payment is updated in the Finance Module of the amitranet, the payment
details are reflected on the student’s micro site

Records:

An excel sheet of fee paid students is to be maintained on a daily basis
The fee to be reported in the Daily Admission Status Report sent to HO

Responsibility

Counselor/Executive
Office Assistant/Data entry operator
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Publishing of Admission Offer letters on Micro site
Objective & Scope:

This procedure deals with trouble-free and immediate access to admission offer letters to
the selected students, once the result is declared. The admission letters are readily
available on the admission micro site and saves on time and effort of sending the hard
copy of the admission letters.
Procedure
e The admission letters are configured program wise in the beginning of the
admission session
e The fee payment date is updated and letters are generated only for the selected
students
e The admission letters are then published through Amitranet module “Publish
Admission Letter”
e The student downloads the letter for fee payment

Responsibility
e Executive
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Annexure — |

Walk-in Report

Programm | Sourc | Contac
e e tNo

Purpos

S.No | Date | Name City | State
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Calling — Inbound

Annexure — |1

S.No.

Date

Name

Contact
No.

Programme

Source

City

State

Purpose

Remarks
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Type of Call:

Calling — Outbound

Annexure — I11

S.No.

Date

Name

Programme

Contact No.

Purpose

Remarks
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Stock register for Application form

Annexure — IV

S.No.

Date of
receive

Receive

Issue

Sold

AUH

Date

Balance
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Sample for Application form sold

Annexure —V

Packet
No.

S.No.

Form
No.

Date of Sale

Name of
Candidate

Course

State

City

Amount
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Daily forms received at AUH, City Office

Annexure — VI

S.No.

Form No.

Date of
receipt

programme

Course

Name

Payment
mode

Remarks
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Annexure — VIII

Sample RESULT SHEETS : B. Tech. (Civil)

Percentage in Marks in Weightage % s & =
: % 5 $E | ¢
o - P -
s. = " - = | = - |EE|E2| 2 | R | = |8§2|E8| < 2c @
£ Name of Candidate City - b = |3 °eE |5 & @ s |Se|gE < o5 » Result
No. = » S 2 » = @ S w | P °© @ ©
s ] @ o = s | Sw = = £ Sw gl Ll ® s 2
e 5 = o T |aE (W © o T |w aE gEa 5
© = = g2 g
60 | 30 | 10 | 20 | 20 | 20 | 10 | 30 [ 100 | < u
1| 1726720 3::::” Vaishnav | jognour | 916| 926| 47| 200| 270| 50| 183| 185| 97| s0| 270| 785 Excellent
2 | 1729997 |Nitin Pokhama Udaipur | 910| 828| 873 | 390| 235| 60| 182| 166| 130| 60| 235| 773 Excellent
3 | 1728371 [Shrish Dubey Indore | 786| 68.3| 603| 240| 250| 60| 157| 137| 80| 60| 250| 684 Good
4 | 1352067 |Ankit Sharma Jaipur | 78.0| 69.0| 60.3| 170| 275| 45| 156| 138| 57| 45| 275| 671 Excellent
5 | 1359641 |Ronak Antil Jaipur | 87.0| 710| 80| 250| 210| 55| 174| 12| 83| 55| 210| e64| ECE Good
6 | 1344528 |Viranch Jayesh Shah [Ahemdabad| 63.0| 700| 67.0| 16.0| 260| 80| 126| 140| 53| 80| 260| 659 BTech-CSE| Excellent
7 1359625 [Ashwani Yadav Jaipur 69.0 60| 250 65.0 BJMC Good
8 1353078 |Mayank Thada Jaipur 67.0 1 45| 200 64.4 Civil Borderline
9 | 1350673 g:f’rhe”"e’ Singn Jaipur | 750 67| 40| 250| 643|eapsucon| Good
10 | 1349508 |Nikhil Gehlot Jodhpur | 75.0| 650| 630| 210| 245 40| 150| 130| 70| 40| 245| 635 |BTech-ECE| Good
11 | 1352069 |Anurag Dhawan Jaipur | 780| 73.0| 80| 130| 250| 35| 156| 146| 43| 35| 250| e30| MAE Good
12 | 1352063 gj';\':e”d'a Singh Jaipur | 760| 620| 00| 100| 240| s0| 152| 124| 33| 50| 240| s99| csE Good
13 | 1339987 |Aman Shekhar Jaipur | 810| RA | RA | 17.0| 280| 60| 162[svawe| 57| 60| 280[svawe| ECE | Excellent
14 | 1350547 |Vicky Kumar Patna 7701 RA RA 150 235 60| 154 |[#vaLvel 50 6.0 | 23.5 |#VALUE MAE Good
16 | 1345936 |Usha Shekhawat Jaipur | 60.0| 620| 60.0| 260| 240| 35| 120| 124| 87| 35| 240| 608| ECE NO
16 | 1351127 |Vishav Rattan Suri Jaipur | 650| 640| s40| 220| 210| s0| 130| 128| 73| 50| 210| s91| ECE NO
17 | 1359702 |Agrim Sekhasaria Jaipur 854 | 61.3| 56.7| 18.0 | Absent 50 171 123 6.0 5.0 [#VALUE!| #VALUE! ECE Absent
18 | 1359701 |Nikhi Singh Jaipur | 67.0| 668| 64.0| 18.0|avsent| 55| 134| 134| 60| 55[svawe|svae| ECE | Absent
19 | 1346409 |Rahul Arora Jaipur | 640| 630| 590| 280| 210| 50| 128| 126| 93| 50| 210| 607| CSE | NotEigible
20 | 1350325 |Pankaj Sharma Jaipur | 700| 682| s7.0| 200| 200| 50| 140| 136| 67| 50| 200| 593| MAE | NotEigible
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Annexure — IX

Sample for Fee receipt (Full/Partial/Direct Admission/Bus/Hostel)

Date of Acdde Hostel Date
- Receipt No. Name FormNo | Course Fees A‘cadem m'c. g Securi eas Total.Fee of City State Remarks
0 ; ic Fee |Securit| | fee Fee| Received
2 [ [ 2 [ Recewt‘v"- HoylE ty‘;- [z (= Teft-
1 |AUH-1001-2011 |Pavani Magoo 156179 |MBA (G) 18.03.11 [1,32,000/15,000 |40,000{10,000 1,97.000 1 Khurja Uttar Pradesh
2 |AUH-1002-2011 |Shalini Chawla 1159553 |MBA (HR)  [23.03.11 [1,32,000/15,000 1,47,000 1 Satna Madhya Pradesh
3 |AUH-1003-2011 |Renu 1685423 |MBA (M&S) [25.03.11 [1,32,000(15,000 1,47,000 1 Kathmandu |Nepal
4 |AUH-1004-2011 |Pinkey Verma 1338101 |[MBA(HR)  [28.03.11 |1,32,000{15,000 1,47,000 1 Gurgaon  |Haryana
5 |AUH-1008-2011 [Neelmani Sharma  [1334236 |MBA (M&S) [28.03.11 [1,32,000[15,000 1,47.000 1 Delhi Delhi
6 |AUH-1006-2011 |Neetu Yadav 1338143 [MBA(HR)  [29.03.11 |1,32,000{15,000 1,47,000 1 Bhatinda  |Punjab
7 |AUH-1007-2011 |Jagmohan Singh Sanq1359758 |MBA (G) 29.03.11 |1,32,000(15,000 1,47.000 1 Delhi Delhi
8 |AUH-1008-2011 |Ekta Rehan 1336299 |MBA (G) 29.03.11 20,000 20,000 1 Delhi Delhi Partial Pameni
9 |AUH-1009-2011 |Vinay Kumar 1156699 |[MBA (G) 29.03.11 |1,32,000/15,000 1,47.000 1 Delhi Delhi
10 |AUH-1010-2011 |Sachin Sehra 1338136 30.03.11 |1,32,000(15,000 1,47.000 1 Delhi Delhi
11 |AUH-1011-2011 |Deepak Gaur 3135678 |MBA (G) 05.04.11 |1,32,000(15,000 1,47,000 1 Gurgaon  |Haryana
12 |AUH-1012-2011 |Rishi Ranjan 1157443 |MBA(HR)  [18.04.11 [1,32,000{15,000 |40.000{10,000 1,97.000 1 Gurgaon  |Haryana
13 |AUH-1013-2011 |Shivani Kalra 1690206 |M Tech (Bio) [20.04.11 48,000 |15,000 63,000 2 Kathmandu |Nepal
14 |AUH-1014-2011 |Deepali 1695011 |M Tech (CSE)25.04.11 48,000 {15,000 |40,000{10,000 1,13,000 2 Meerut Uttar Pradesh
15 |AUH-1015-2011 |Yashika 1694756 |M Tech (CSE)25.04.11 48,000 [15,000 |40,000{10,000 1,13,000 2 Karnal Haryana
16 |AUH-1016-2011 |Kumud Chaudhary  [1170011 |[MBA (G) 25.04.11 [1,32,000{15,000 1,47,000 2 Delhi Delhi
17 |AUH-1017-2011 |Anurag Yadav 1165577 |MBA (IB) 25.04.11 ]1,32,000/15,000 1,47,00 2 Gurgaon  |Haryana
18 |AUH-1018-2011 |Puneet Kumar 1333336 M Tech (ECE)25.04.11 48,000 {15,000 |30,000 93,000 2 Delhi Delhi
19 |AUH-1018-2011 |Manish Kumar Yadav [1338139 |MCA 25.04.11 20,000 20,000 2 Delhi Delhi Partial Pameni
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Annexure — X

AMITY UNIVERSITY HARYANA : ADMISSION STATUS - 2012

--------- , 2012
1st Test Total Available for
26.02.2011 Next GD/PI
Total Fee Received
Programmes -
3| B | 3 3.8 ] 2| % E 3 | B[S 3| 3
ez g | 2 skezg ezl 3Bz 2| 2J% Elak| & | 5
S8l 2| 8 |8V ESEESY 2229 8 og§s |gg|sg| g | £
2| = | B |22 FEd @ FEH 3 Eedio|eg|eL] & | &
MBA 48 12| 9 7 221 222| 98 131 69 40 3 1 4 |MBA
MBA (IB) 13 6| 6 1 49 49( 25 28 26 13 0 0 |MBA (IB)

3 |MBA (M&S) 18 8| 8 2 76 76| 26 33 21 19 3 3 |MBA (M&S)
MBA (HR) 25 9l 9 5 91 92| 32 45 27 13 1 1 2 |MBA (HR)

5 |MBA (Agri Business) 1 0 3 3] 0 0 0 0 0 0 |MBA (AgriB
MBA (Executive Part-Time) 0 4 4 1 1 2 4 1 1 |MBA (Execut
MBA (Executive Full- Time) 2 2| 2 22 22| 13 17 12 5 0 0 |MBA (Execut
Master of Hospital Administration 4 46 48| 18 20 14 3 1 2 3 |Master of Ho
BBA 0 232 232 129 147 96 34 5 5 |BBA
B.Com (H) 0 163 163| 91 107 77 49 1 1 |B.Com (H)
B.A.(H)-Economics 0 34 34 6 7 7 2 0 0 |BA(H)-Ecor
B.Tech (IT) 0 86 86| 45 46 41 22 1 1 |B.Tech (IT)
B.Tech (ECE) 2 343|  343| 152 168 133 1 74 0 0 |B.Tech (ECE
B.Tech (CSE) 1 429 429 182 198 165 2 2 83 5 5 |B.Tech (CSE

Total 122 37 34| 15 3520| 3531 | 1466 | 1863 | 1247 13 7 716 42 1 53
10 |MBA
17 z
7 |Other PG
36 |UG
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Annexure - XI

Provisional Admission

S.No

Date of
Application

Form
No

Name

Contact
No

Course

Extension
Requested
(Days)

Extension
Granted
(Days)

Part

Payment | Date of Part
Status | Payment(Fees)
(Yes/No)

Remarks
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Annexure — XII-A

UNDERTAKING

(Provisional Admission)

I S/O
Sh
R/O
state that my result of Is out and I have got re-appear in
subject. | hereby declare that my admission to

course in Amity University Haryana is provisional and | am

depositing the prescribed course fees on my own risk and responsibility.

| understand that my final admission to above course is subject to fulfilling
the eligibility criteria required for the course and If | fail to submit the proof

of my eligibility for the course on latest by my admission to

the course stands cancelled and fee deposited by me will not be refundable

in any case except refundable security.

Signature of the student Counter Signed by:
Name

Signature
Form No. Relationship with
students
Course Name
Date:

Page 49 of 54



Annexure — XI1-B

UNDERTAKING
(Partial Payment)

| S/D/O Sh.

R/O

State that | have been selected in course of Amity University Haryana,

Gurgaon (Manesar). Due to some unavoidable reasons | am not able to deposit the
required fees now and request you to grant me an extension of days. | shall

deposit the fee latest by

In the meanwhile, | request you to accept a sum of Rs.25, 000/- as a token money against
my first semester academic fee to reserve my seat for the above course till the date of

extension.

| understand that my final admission to above course is subject to submitting the full fees
of the course for the first semester and also, in case, | am failed to deposit the prescribed
fee for first semester of the course within above date, then the above token money of Rs
25,000/- deposited by me will be forfeited.

Signature of the student Counter Signed by Guardian:
Name Signature

Form No. Relationship with students
Course Name

Date:
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Annexure - XII

Refund/Withdrawal Cases

S.No

Date of
Application

Form Name Contact
No No

Email
ID

Reason for
Refund

Status
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Annexure - XIV

Inter Amity Transfer

S.No

Form
No

Name | Program

Transfer

Transfer

Remarks

From

To
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Annexure - XV

REQUEST FOR CHANGE OF PROGRAMME

(shep 2) snyers
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Key Quialities of a proficient Counselor

Respect: Respect people from any demographic profile. Respect the uniqueness of each
client. Never make them feel embarrassed based on their physical appearance or way of
talking

Patience: It may take them time to accept certain things and to move towards positive
changes. Some people need to discuss something many times before they are prepared to
make a move in any particular direction. Hence a counselor is required to be patient while
counseling

Active Listener : Active listening is a communication technique that requires listener to feed
back what they hear to the speaker, by way of re-stating or para-phrasing to confirm what
they have heard and moreover to confirm the understanding of both the parties.

Thorough Knowledge: In order to achieve confidence and assurance, thorough knowledge
and understanding is a must.

Encouraging: A counselor is required to have an encouraging approach to guide
students/parents/guardians.

Authenticity: Goodwill is earned with course of time hence a counselor is required to
provide true and genuine information.

Soft Skills Expert: It's just not enough to be highly trained in technical skills, without
developing the softer, interpersonal and relationship-building skills that help people to
communicate and collaborate effectively. Hence soft skills are very important especially
while counseling over the phone as students/ parents/ guardians can feel the warmth of your
smile and voice

People Skill/ Social Skill: People skill includes both formal verbal and non verbal forms of
communication. Hence a counselor is required to speak with a clear voice, have modulation,
speak appropriately to a situation, and have confidence in their voice. Body language,
standing up straight, making eye contact, making appropriate gestures, leaning toward the
person one is speaking to, smiling appropriately, and keeping the body open can all define

good nonverbal people skills.
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2. Do’s and Don’ts for Counseling
Do’s

e Organized- Ready with a reckoner, writing pad, pen, various brochures, presentation, details
of faculty domain, and contact details of coordinators.

Thumb Rule: Listen then Speak

Make client comfortable

Demonstration of trust and confidence in all aspects

Stressing on key strengths of the University and the various programmes offered

Walk-ins: Optimum utilization of time spent with parent/ student/ guardian.

Keeping walk-ins occupied considering the travel time to reach campus

Calls- Frequent follow up to be made and required information to be provided

No stone to be left unturned

Timely follow-up i.e. walk-in should be called and motivated to fill the form if not filled and
Leads from inbound should be motivated either to visit campus or to directly fill the form.
Team work: There should be no “I” in teamwork.

e Pleasing appearance

e Courtesy and respect to fellow team mates.

Don’ts

e Half knowledge is more dangerous than ignorance hence never provide incomplete
information.

e Never discriminate between programs as the ultimate goal is to enroll students in all

programs

Never compare one student from another.

Try; try until the query is resolved.

Never discuss disputes or discrepancies in front of clients.

Never misbehave with fellow team members in front of clients.

3. Walk-ins

This procedure deals with interaction with prospective candidates, students, parents, guardians
and other persons visiting the admission office for the purpose of any inquiry related to
admissions, submission of application form, deposit of fees etc.

Types and actions required
e Admission Procedure

o Inquiry form to be filled, to provide complete details, highlight USPs and key
strengths of the university, arrange campus and hostel visit, coordinate with
respective faculty/ coordinator to answer technical queries. Every counselor to be
equipped with necessary information/ a set of FAQs, hand outs/brochures/leaf lets/a
ready reckoner file containing key points pertaining to admission process. To keep
record of every visitor in a file and soft copy to be maintained by the respective
counselor.
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o Resolve all the queries and clear all the hitches and win the trust by ensuring quality
education, Improving employability, Placement assistance and safety of their ward.
e Form Purchase
o Check eligibility, take cash before handing over the application pack, fill the receipt
clearly, make entry in Form Sold Register, inform about the nearest test date,
explain micro site procedure, test format, things to carry at the day of the entrance
test, duration of the test and result declaration timeline.
e Form Submission
o Properly scrutinize application form to check eligibility and important fields like
program code, date of birth, contact numbers, email id, X and XII marks, Board
name. Explain micro site procedure and mark the application form Complete and
eligible and hand over to the concerned counselor for reporting.
e Test Inquiry
o Explain micro site procedure, format of the test, duration of the test, test venue,
transportation details, things to carry on the day of the entrance test and timeline of
result declaration.
e Result
o Explain micro site procedure, to download the admission letter, last date of Fee
payment, mode of payment and session commencement date.
e Fees Submission
o Name and amount on the DD to be checked, verify all credentials, fill Fee
submission form, valid visa and AIU equivalence certificate in case of foreign
candidates. All details to be entered in fee register
e Course Change
o Before Entrance: Check eligibility and take an application, ensure course is
changed in data as well as micro site
o After Selection: Check the eligibility and take the application and forward to
Admission Executive

Records: (i) Walk in Performa to be filled by counselor from every walk.(Annexure- 1)
(i) Walk in reports to be maintained and send to Director Admission on daily basis.
(Annexure-I1)

Formats for Counseling

e Hand over various types of information brochure

e Academic and Hotel Fees including Security

e Highlight USP’S Like :Foreign language, Flexi Credit, Personality Development, Military
training, Infrastructure, Safety and security measures, CCD, ATM, Student welfare
committee, Anti Ragging.

e Discuss placements and scope of the program in detail. If required show program wise
presentation

e Explain programme structure and faculty details

e Explain about Amity group, details about Amity University Haryana, recognition, awards,
Study abroad program and the various awards conferred.
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4. Call Centre Operations

General Instructions:

Counselors to keep reckoner ready with them containing all important information pertaining
to programmes, academics, students services, placement, administration, hostel, transport etc
Counselors carrying official mobile phones are required to note down each incomming call
on a register maintain by them

Counselors not to leave the desk unattended during heavy rush of calls.

Counselors to manage their break times as per the call flow and should take breaks one by
one.

No eatables are allowed in the call centre.

Keep your workstation neat and tidy.

No personal calls are allowed in the call centre

4.(a) Inbound Calls

The procedure deals with effectively handling all incoming admission queries, capturing the
callers’ data, follow-up, identifying the potential, motivating/counseling them and converting
them into amity admission aspirant

Inbound calls are a major source of Leads and hence very critical. Their conversion rate should
be very high, therefore, serious efforts are required while dealing with them.

Categories of Inbound calls and their objectives:

Types Remarks

Not filled-up the form To be further followed to fill-up the form

Already Filled-up the

form To clear their doubts and motivate them to appear in the test

Soft Skills

Greeting the caller: Choose the proper time for greeting, Good Morning, Afternoon.
Evening.
Answer Promptly: Callers don't like to wait too long for the phone to be answered hence
answer telephone calls by the third ring.
Unpleasant noise: Don't answer telephone calls when you're chewing (you are not suppose
to eat while on calling workstation) or drinking. Demonstrate proper etiquette and
graciousness on call.
Show Gratitude:

o Always ask before putting a call on hold “Would u mind holding line for a minute”.

o Acknowledge the patience by thanking for being on the line.
Don’t Hesitate to Apologies: If someone is irritated and even it’s not your mistake, Don’t
argue first apologize and accept the responsibility on behalf of organization. After that
politely you can explain the matter.
Conflict Management: Unhappy clients have been known to take out their frustrations on
the first person they encounter when they call to complain about a product or service. The

AMITY
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key to maintaining excellent customer service is to refrain from responding in-kind to a rude
customer.
e Call Closing: Pleasant call closing like:
o Is there anything else | may assist you with
o Thanks for calling and have a nice day.
o Kindly call back for any further help on this.
Various Stages and associated Objectives for Inbound Calls

Stages of received calls Objective of Counseling

Pre form filling Encourage to fill the form

Guide, motivate and follow up to appear for the
entrance exam
Highlight key strengths of the university and
program so that student pays the fee

After fees payment Student Retention

Post form filling

Before fees payment

Records: (i) Daily Call report maintained and sends to Director Admission (Annexure -111)
(i1) User wise report maintained & follow up done, extending the report format as per annexure -
[11 by adding additional follow- up columns

A Consolidated and user wise daily call report is to be generated for records and follow-up

o A daily call drop report, user wise, to be prepared for analysis and follow-up on day to day
basis

All calls received on mobile and city office also to be reported in the daily call report

e Aregular follow-up on incoming calls to be made by the counselors and detail report to be
kept for record, analysis and follow-up

5. (b) Outbound Calls

The procedure deals with enhancing connect with the prospective candidates/students through
information sharing/communicating, counseling, motivating, converting leads into admission and
achieving high enrollment of students

Categories of outbound calls that we make and their objectives:

Types of Calling Objective of Calling
Acknowledgment | To inform application form has been received and micro site procedure to
Call be explained in detail.

To inform about test date, venue, transport details, duration of the test,
Entrance test Call | things to carry on the day of the entrance test, explain procedure to select
test date on student micro site and format of the entrance test.

To inform about selection, explain in detail to download the admission
Result Call letter from micro site, fee payment modes, session commencement date and
last date of fee payment.
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Fee Follow-up

To remind student about last date and assist them if any problem is being
faced in fees submission like Last date extension etc.

Absentee Calling

Calls made to the candidates who failed to attend previous test and to
inform about next test date.

Calls to prospective candidates explaining key strengths of the university

Online Leads and the program and to motivate them to fill-up the application form
Follow-up on Calls made to the candidates/ parents/ guardians who called to inquire, to
P check if their query is resolved or not, to help them take a decision in
Inbound S
enrolling in AUH
Follow-up of Calls made to the candidates/ parents/ guardians who visited campus to
1P inquire, to help them wherever they are stuck and guide them to complete
Walk-ins o
the admission procedure.
Calls made to candidates who appeared / cleared the Law School admission
LSAT Calling test, to encourage them to fill the application form by highlighting key
strengths of Law School AUH
Calls made to candidates who appeared / cleared the Management Aptitude
MAT Calling test, to encourage them to fill the application form by highlighting key

strengths of Amity Business School, AUH

Education Fair

Calls made to candidates who visited Amity’s kiosk at various locations to
encourage them to fill the application form by highlighting key strengths
AUH

Any other Calls to prospective candidates explaining key strengths of the university
leads/data and the program and to motivate them to fill-up the application form
Soft Skills

Likewise inbound calls, soft skills are required while making calls also.
Call opening: Call opening sets 40% of call. Always start with warm greetings along with

introduction.

Language: Change language from English to Hindi as per comfort zone of the client.
Courtesy: Also show Courtesy and thank for their time.

Call Closing: With a positive attitude and same energy level like call opening.
Timelines for Outbound Calls

Type of Calls 1% Follow-up 2" Follow-up 3" Follow-up
. After 3 Days of after 2 days of 1st After a week of 2nd
Walk-ins .
Visit follow-up follow-up
Inbound After 2 days After 3 days of 1st After a week of 2nd
follow-up follow-up
Fees 2 days after last date After 7 days of 1st As per requirement
follow-up
Test Calling, Result
Calling and Absente When provided Next day On NR Next day On NR
. Numbers Numbers
Calling
AMITY
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Other (LSAT, MAT

2 days after 1st follow- 2 days after 2nd

When provided up follow-up

and Online)

Records: User wise record maintained for various outbound calls and follow- up done
accordingly.(Annexure — V)

Outbound calls to be distributed to all counselors by the coordinator, after specified coding,
mentioning the target date of completion.(Annexure-V)
Each counselor is required to maintain complete records of various types of outbound calls
distributed as per the annexure-V .The call summary and follow-up summary to be
maintained with proper remarks.
On outbound leads — at least three follow-ups are required.
On test calling — Each counselor to keep detailed records of the data given. They are required
to update the data after each test and filter them in two categories viz., appeared and not
appeared.
o Each counselor to submit test wise report on the data given with respect to appeared
and not-appeared candidates to the coordinator (Annexure -V1)
o Absentees to be further called and followed-up for the next test.
o Selected candidates to be further followed —up by the respective counselor for
submission of fees.
Consolidated report prepared by co-coordinator before test after confirmation received from
candidates appearing for test.(Annexure- V1I)
Consolidated report to be prepared by the coordinator after test about the overall status of
appeared and not-appeared and identify the reasons for the gaps.(Annexure — VIII)
Fee follow-ups: Fee follow-ups to be made at two levels, i) by respective counselor for the
candidates alloted to them and ii) by the designated counselor(s) to whom task will be given.
The fee follow-up to be initiated immediately after two days of expiry of last date of fee
given to the candidates of particular batch.
Result Calling: as per the allocation of duty and calls
o Leads: A detailed report to be prepared. At least three follow-ups are required.
Candidates to be encouraged for filling-up the application form and subsequently for
admission procedure and submission of fee, in case of final selection. A final output
sheet to be prepared to analyse the outcome. (Leads to walk-ins to form submission)

Data Management at Individual Level

Apart from maintaining about records/reports each counselor is required to maintain the data
in the suitable format(s), as desired, to ensure complete control on data.

AMITY
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AMLEY

HARYANA

ADMISSION ENQUIRY FORM

| Personal Details |

Name of the Candidate

AMITY UNIVERSITY

(Annexure - 1)

Date: __/__/

Father’s NaIe. .ooiiiieeieiiiiiieeieeeiireeeereeienseseeesessesseeesssssssssosssssssssscssssssssassensnss

Date Of BIrth. .. eeiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiienneneeeeeeeeeeceeeescescessescessessescccssassasannnns

LO01) 1 12: 1o A1 111117 PP
[0y = 11 I | R

AAAIESS....ou ettt cee st saeceeseesassnsses st sns st sassns st sassnssns sassnssns sussnssns sussnsssssassns srssassnssns

NAtIONANILY .oeceereie it s s s s s sas s s s sassnens

Educational Details ‘

th

10" 12 Graduation Post Graduation NATA/MAT/CAT/GMAT/LSAT Score Others
(%) (%) (%) (%)
PCM/PCB

Program Interested for,

1. How did you get information about us?

(] Newspapers / Advt. (] Friends & Relatives (3 Hoardings = Others
2. Do you know anyone in Amity University?
If Student, Name.......ccorververrreerrerreenrnnennes P 0o 11 1 - TN Year
If Faculty, Name.....ccorvrrernrinrrnenennennennenseesnnsnens PR 0 =T o1 PP

For Office Use :-

Application Form No:...

RemMarks:......ccceenereersenennensnensenensnnsnene
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Guidelines for Invigilator and Interview Board Members

For Invigilator:

>

>
>

>

All invigilators to report at 9:30 AM in the respective examination control room Block
A108A & Block B-409.

Invigilators to collect the Question Papers and OMR sheets from control room.

Invigilator is required to be present in the allotted room till the completion of complete
examination process of the candidates.Once written test is over, respective invigilator is
required to coordinate for the interview process of the candidates in coordination with
support staff.

No tea break and lunch break is allowed during the admission procedure.

For Interview Board:

>

To verify the photograph of candidate from the admission application form. Photo pasted
on admission application form is to be sign by the interview board member.

One candidate to be interviewed at a particular time by the board.

All columns in the assessment to be filled clearly, the sheet should be sign by the
concerned board member bearing full names of the member.

In case of a rejection of a candidate, a clear reason to be mentioned in the evaluation
sheet.

Assessment to be filled with blue pen and no cutting and overwriting is allowed.

No interview to be conducted without the admission application formof the candidate
attached with the personal interview assessment.

Interview board is required to spend adequate time (at least 8-10 min) to assess the
potential of the candidate based on various parameters mentioned in the personal
interview assessment sheet.

Interview board is also expected to counsel & motivate the student by highlighting
strength of the School/University.

Interview board is responsible for the safe custody of the application form and
confidentiality of the assessment.
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Self Learning Manual for Admissions Interview Board

An Overview

Interview process is very important and integral part of admission procedure which provides a
platform to interact with the prospective students and thus gives an opportunity to understand the
overall potential and suitability of candidates for a particular programme. It also gives an
opportunity to faculty/Interview board to counsel the candidate about the key strengths of the

academic programme and to highlight the differentiators of Amity.

Since a series of admission tests are conducted during the admission period, a large number of
faculty members participate in the interview process. Although guidelines were issued from the
office of ‘Director Admissions’ to include only senior faculty members from the department(s) who
can represent their institution/department well and project a favorable image of their institution to
the prospective students, yet keeping in view the large requirement of Interview Boards during the
peak period, it becomes inevitable to tap the larger talent pool, that, in the absence of specific

parameters may lead to inconsistencies and subjective evaluation.

This document endeavors to share good practices and lay down specific guidelines to make the

‘admissions interview’ process fair, objective, efficient and effective. .

This bookilet is laid out in the following sequence:

1. Amplification of the Admission Assessment Sheet

2 Desired Interviewing Skills

3. Aid Memoire for Interview Boards; Before/During/After Interview
4 Guidelines for Invigilators and Interviewing

Interview Assessment Sheet- Performance in Personal Interview
The ‘Interview Assessment Sheet’ to evaluate performance in Personal Interview is filled
independently by the Chairperson and Member, and is based on the following Attributes:

o Fluency in English

o Confidence/Presentability
o Academic Intelligence
o Past Leadership/Activities

AMITY
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o Positive Attitude

. General Awareness

Comments: The six attributes listed above are considered adequate for the assessment of a
candidate for attitude, aptitude, academics and learning potential. While the first two attributes of
Fluency in English and Confidence will get manifested through the answers during the interview,
there is a need to design specific questions for the remaining parameters. In order to avoid biased
recommendations on the selection of the student in admission process quantitative evaluation
parameter for poor, borderline, good and excellent is proposed to be clearly mentioned in the new

form.

Ratings

0-12 - Poor

13-17 -Border Line
18-23-Good
24-30-Excellent

Sno Current Evaluation Parameters | Proposed Evaluation Parameters
1 Fluency in English Communication Skills
2 Confidence Presentable Traits
3 Academic Academic Indicators
4 Past Leadership Activities Extra Curricular Activities
5 General Awareness & General | General Awareness
Knowledge
6 Positive Attitude Overall perspective of the candidate
during the interview process

Students overall communication skill should be evaluated(Focus on English is essential from

management programs)

Interviewing Skills

Desired Competencies- Interviewer

@) Good Communication Skills (Listening/Speaking/Non Verbal)

(b) Good Observation

AMITY
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(© Knowledge- General & Subject specific
(d) Maturity (respect individual)
(e) A good Brand Ambassador

Structure of an Interview

@) Opening- Make the candidate comfortable with small talk (peruse documents before
candidate enters

(b) Body- Obtain required evidence about candidate’s suitability

(© Close- Give opportunity and time to ask any questions they may have. Also inform of
timelines and methods of notifying them of the outcome. Thank the candidate.

Questioning Techniques

@) Encourage candidates to speak 70-80% times

(b) Open ended questions are better

(© Less communicative students may be asked leading questions

(d) Avoid multiple questions

(e) Listening is the key as the interviewer needs to recall information, relate it to key skill

areas and check for inconsistencies. Good listening skills include:

. Identifying feelings and intentions behind words
. Probing answers with further questions
. Clarifying and summarizing
o Evaluating the quality of answers
Aid Memoire

Before the Interview

o Personal Grooming (Dress code Gents: Lounge suit/ Shirt, Tie, Trouser with laced up
shoes- Dress code Ladies: Saree/Western Formal)

o Board to be well equipped with all the information pertaining to the academic program(s)
viz., program structure, faculty, academic resources, labs, placement etc.

o Read the booklet for choosing relevant questions and recap additional information a
candidate may ask

o Coordinate with the other member of the board

° Peruse the form before the candidate enters the interview room
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During the Interview

o Make the candidate comfortable

o Stick to the time range of 8-12 minutes per candidate

o Do not leave the room during the interview to take a call or for any other purpose

o Range of questions should cater for assessing the candidate in all attributes as given in

the form. However additional time may be allocated for probing certain aspects.

o Maintain composure throughout irrespective of the performance of the individual

o Have a good understanding with co-interviewer, the difference of opinion, if any, can be
resolved later

o Have adequate knowledge of other courses but do not try to unduly influence the

candidate to choose an alternative stream

o Give a chance to the candidate to ask any question
o No negative remarks about any of the program of the University
o If not sure about a fact, do not give the information. Refer to the counselor or to the

concerned department
o Spend last one minute to highlight the key strengths of the program and differentiaters of the
University.

o End on a positive note

After the Interview

o Complete the form in all respects

J Be objective in marking

o Grading must conform to the marks as explained in earlier pages

o Make best use of space for ‘comments’, wherein, instead of repeating the obvious,

highlight traits which aid the decision making by the final authority

o Prepare for the next candidate
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Guidelines for Invigilator and Interview Board Members

For Invigilator:

> All invigilators to report at 9:30 AM in the respective examination control room

> Invigilators to collect the Question Papers and OMR sheets from control room.

> Invigilator is required to be present in the allotted room till the completion of complete
examination process of the candidates. Once written test is over, respective invigilator is required to
coordinate for the interview process of the candidates in coordination with support staff.

> No tea break and lunch break is allowed during the admission procedure.

For Interview Board:

> To verify the identity of the candidate from the photograph of candidate pasted/visible on

the admission application form. The photo on admission application form to be cross signed by the

Chairman of interview board. In case, candidate photo visible on the application form does not

match with candidate, then candidate’s photo-id to be taken and a copy to be attached with the

application form verifying the identity and it should be duly signed by the Chairman of the

interview board.

> One candidate to be interviewed at a particular time by the board.

> All columns in the assessment to be filled clearly, the sheet should be sign by the concerned
board member bearing full names of the member.

> In case of a rejection of a candidate, a clear reason to be mentioned in the evaluation sheet.

Y

Assessment to be filled with blue pen and no cutting and overwriting is allowed.

> No interview to be conducted without the admission application form of the candidate
attached with the personal interview assessment.

> Interview board is required to spend adequate time (at least 8-12 min) to assess the potential

of the candidate based on various parameters mentioned in the personal interview

assessment sheet.

> Interview board is also expected to counsel & motivate the student by highlighting strength
of the School/University.
> Interview board is responsible for the safe custody of the application form and

confidentiality of the assessment.
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Amitranet Manual

[A state-of-the-art web based solution to automate
admission application process.]

Introduction:

Amitranet is a powerful web platform that revolutionizes the
way Amity works. This is an electronic mechanism which
converts the traditional office paper processes into electronic
processes. It creates a paperless system which is done in
web based system. It is a great communication tool between
students and admission office that focuses on streamlining,
optimizing and automating the entire admission process
right from receiving of the application form to publishing of
admission offer letters. It independent of any specific
individual and hence confirms the ethics of transparency.
The admission process would become more robust, faster
and more efficient. This is an Internet Communication tool,
which would improve the performance in admission in
Amity University Haryana.

This manual gives step by step details of the admission
processes to be followed by the amitranet users.




1.

2.

Modules

Home

1.1. Welcome Screen

Admissions

2.1. Form Track
2.1.1. Paid Forms
2.1.2. Reports
2.1.3. Option

2.2. Applications
2.2.1. Form Receipt
2.2.2. Form Receipt Details
2.2.3. Online form Receipts
2.2.4. Form Receipts Check
2.2.5. Form Return
2.2.6. Update Online transaction
2.2.7. Application form entry
2.2.8. Application Form Entry Ph.D
2.2.9. Course Change
2.2.10. List Applicants

2.3. Basket
2.3.1. Define
2.3.2. Configure

2.4. Registration
2.4.1. Registration Change
2.4.2. Registered Applicants
2.4.3. Incomplete checklist

2.5. Interview
2.5.1. New Applicants
2.5.2. Eligible Applicants List
2.5.3. Non Eligible Applicants List
2.5.4. Release Interview date
2.5.5. Date Management
2.5.6. Interview Attendance
2.5.7. Groups

2.6. Admissions

INDEX

2.6.1. New Applicants (Interview Complete)

2.6.2. Merit List
2.6.3. Non Eligible Applicants
2.6.4. Rejected Applicants
2.6.5. Move to Merit List
2.6.6. Rejected to Selected List
2.6.7. Scholarship List
2.6.8. Selected Candidates
2.6.9. Generate Admission Letters
2.6.10. Payment Date Extension
2.6.11. Withdrawal Form Receiving
2.7. XIl Marks updation
2.8. Reports
2.8.1. Hostel details

Page 2 of 63

Page No

O©COWOWwoo~NOOTOO DD

WWWWWWWWWWNDNDNDDNDNPNPDDNDDNNDMNDDNDDNDPNDNDDNDNDNDNMNEPERPRPPRPRPRPERPRPERPRPRPRERE
N~NNOO0OTWNRFPPOOOOOWOONOOUORDPRWWWNRPFPOOONNPPWWWNEREPO



2.8.2.
2.8.3.
2.8.4.
2.8.5.
2.8.6.
2.8.7.
2.8.8.
2.8.9.
2.8.10.
2.8.11.
2.8.12.
2.8.13.
2.8.14.
2.8.15.
2.8.16.
2.8.17.

User wise form entry

User wise Registrations
Download Form not received
Cross Section Cons Report (A)
Consolidated hostel count
Hostel List

Full Academic fee Paid
Partial Academic fee Paid
Complete Scholarship List
Registration Analysis
Enrolled- Course Change
Enrolled- Name change
State Analysis

Cast wise Report

Marks Analysis
Consolidated Lateral Report

2.9. Withdrawal

2.9.1.
2.9.2.
2.9.3.
2.10.
2.10.1.
2.10.2.
2.10.3.
2.11.
2.11.1.
2.11.2.
2.12.
2.12.1.
2.12.2.
2.12.3.
2.12.4.
2.12.5.
2.12.6.
2.12.7.
2.12.8.
2.12.9.
2.13.
2.13.1.
2.13.2.
2.13.3.
2.13.4.
2.13.5.
2.13.6.
2.13.7.
2.13.8.
2.13.9.

Withdraw Entry
Withdrawal list (New Adm)
Withdrawal Letter (Change Slide)
Lateral Admissions

List of Applicants

Lateral Admission Details
Lateral Downloads details
Change of Name/Course
Student Name Change
Student Course Change
Configuration

Scholar cut off

Interview Cut off
Admission Fees (Academic)
Admission Fees (Hostel)
Admission cut off
Admission Call Letter

Add a New Course

Add cut off subject

Add Checklist

Misc Activity

View Interview cut off
Registration change paid students
Online payment transfer
Check Online Payment
CBT Export

CBT- Confirm

Show Form details

CBT- Attendance

CBT-Call center

3. Account Settings
4. UserMenuMgmt

Page 3 of 63

38
38
39
39
39
40
41
41
42
42
43
44
44
45
46
47
48
48
48
49
49
49
50
50
50
50
51
51
51
52
53
53
53
54
54
55
56
56
56
57
57
58
58
59
60
60
60
62
63



1. Module Home

URL.: https://admissionnew.amizone.net/Admissionintranet/

Login with username, password and secret answer.

In case of forget password, Click on “Get Password”. For this user is required to update his/her profile
on Amizone. Once the profile is updated, “Get Password” sends the password to the registered email
id.

Admission Intranet

Please Login

User Name ~
Password ©
ecret Question *

I Get Password ?

LOGIN

powered by :: AXC Data Systems (INDIA) Pvt. Ltd.

1.1 Welcome Screen
This is the Home screen in which modules displayed varies from user to user. The complete rights lie
with Head Admissions. The rights to each module are given as per the requirement of each user.

- AI\;II | -YY Gurgaon (Manesa] PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRAMET OF THAT INSTITUTE
O UNIVERSITY ! Amity Business School, Gurgacn (Manesar) (ABSM

tome Welcome Dr Vikas Madhukar

Admissions

Account Settings You are logged in the Amity Business School, Gurgaon (Manesar)

Usarhanubigmt Please use the menus on the left to go to the section you want

The modules displayed here are Admissions, Account settings and User Menu Mgmt.
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Module Admissions: This module covers all the various sub modules starting from receiving of
application form to any changes to be done once the student is enrolled.

Module Accounts Settings: This covers sub modules Change Password and Logout. The users are
advised to change the passwords frequently for security purposes. However, the system is designed in
such a way that users are bound to change passwords fortnightly.

Module UserMenumgmt: This module is active only at the Head Admissions level wherein a new
user can be created and rights can be allocated.
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2. Module Admissions

This module covers all the various sub modules starting from receiving of application form to any
changes to be done once the student is enrolled.

2.1 Form Track

2.1.1 Paid Forms

As the name suggests, “Form Track”, is created to maintain record of the sale of blank application
forms to avoid any discrepancy in the forms sold at the end of every admission session. A Counselor is
required to enter all the details of the application form sold in the sub module “Paid Forms”, on a
regular basis.

am AMITY

UNIVERSITY

Apphcations.
Basket
Registration
Interview

11 Maris Upéasion
Raperts

ViRnhdrawal

Latersl Admissions
Change of Name | Course

Contiguration Cy | -—Sedoct City- b
Misz Actwity
Accourd Settings b o | g

UsarManuhgmt

/Z AMITY Intranet - Windows Internet Fxplorer

@\:_/ - |g hitps amizone. net j 3 *2|| X | Plhe
File Edit Y¥iew Favorites Tools Help
QFavUrites {5 - 8| -

- =
@ AMITY Intranet | | 5 v B - ) d v Page v Safety v Tools v @~

AMI I 1 SNEEORUENECIPIRS|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 -]
TRQSITV Set Your Campus 2 )
IVERSITY

Home Please enter the following details to add a new "PAID FORM" sale details:
Admissions
Form Track Title: | <--Select--» -/
Paid Forms Name:
Report Phone Number:
option Course Name: View Program Shert Name
Applications Campus Name: |---Select Campus-— x|
- Course Year:

Mode of Payment: | Cash | = |

Registration
g Draft Number:

nierview Bank Name:

Admiszions DD Amount:

Xl Marks Updation Reciept No.:

Reports Invoice No.:

Withdrawal Email ID:

Lateral Admiszions

Address:

Change of Name / Course

Configuratien City: | ---Select City--- =l
Mise Activity Submit Details | Reset |
Account Settings
UserlMenuligmt

Done € Internet Yoo H100% -
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2.1.2 Report
2.1.2.1 For Sale: This sub module again has three sub modules Form sale, Paid form (All) and Form

download Online. A detailed report of the application forms sold month and year wise can be
generated. In addition to this, the details of various types of forms received can be generated, be it cash
form, online form and downloaded form.

UNIVERSITY

T
@

Home
Admissions Botwnen: (21 v |[January  w|[2014 ] and [22 w|[sanuany w2014 v
Form Track
- A ~
Faid Forms
Feport Snow Sale Detads |
Form Sale
Prase select 3 date Fange and chok "Show Sake Detals™ 10 ew 5368 stalus
Paid Form (A1)
Form downioad Onine
oton
Apphations
Baskat

Foegstration

Xl Marks Updasicn
FReports
Wahdrawsl

Accourt Settings
Usarhenubgmt

2.1.2.2 Paid Form All

Admisalons Ploase Select the option () £y Cash ) 200 @ gy Croae
Farm Track
Botamon: [22 | [saruary v|[2008 o] ana [22 v [lmany w|[2008 v
Paid Forms . : U
Report Show Sale Detads |
Form Sat
Fisase 3646t 0318 Fange 3nd c5ck "Show Sal Detals” 10 VW 5385 SIS
Paid Form (Al
Form download Cn
aotan
Apphcations
Baskst

Admissions
I Marks Uipdasion
Reperts

Wendrawsl

Lateral Admissions
Crange of Name | Course

Cortguration
Mise Actwit

2.1.2.3 Form Download Online
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AMITY |

ranet - Windows Internet Explorer

= < -
@.\:7/.7 |g‘ https amizone.net j E T A | P
File Edit Wew Favortes Tools Help

97 Favarites | 55 - 2] -

(& ATV Inkranet

=] l;é - Page~ Safety v Tools » l@lv

AMI I 1 TN GEE | pLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 -
Amity Business School, Gurgacn (Manesar) (ABSM)

Home _~/0Online Form Download Details:
Admissions
Form Track Course Name Campus Nmae

Baid Farms B.A. (Hon Enagl Gurgaon (Manesa 3
= 2.4, LL.E (H) Gurgaon (Manesa 8

Report LArch. Gurgaon (Manesar) 18

2.Com. (Hens.) Gurgaon (Manesa 13046 10
Form 2ale B.Com. LL.E. (H) Gurgaon (Manesa 13216 2
B.Plan Gurgaon (Manesa 13349 1
Paid Form (All) B.Sc. (H) - BS Gurgaon (Manesar) 13692 2
) B.Sc. - Biotech Gurgaon (Manesar) 13044 1
Form download Onling B.Sc. - Chemistry Gurgaon (Manesar) 13558 3
" B.Sc. - Home Science Gurgaon (Manesar) 13620 1
option B.5c. - Physics Gurgaon (Manesar) 13557 1
Applications B.Sc. / Gurgaon (Manesar;l 13493 1
B.5c. - Clinical Psychology Gurgaon (Manesar) 13407 1
Basket B.Sc. - Dietetics & Applied Nutrition Gurgaon (Manesar) 13393 1
B.Sc.-FD&T Gurgaon (Manesar) 13056 5
Regiatration B.5c. - HM Gurgaon (Manesar) 13080 4
B.5c. - 1D Gurgaon (Manesar) 13050 4
Intervigw B.Sc. - IT Gurgaon (Manesar) 13049 1
Admissions B.5c. - Mursing Gurgaon (Manesar) 13184 1
B.Tech + M.Tech. - Nanotech(Dual) Gurgaon (Manesar) 13233 3
Xl Marks Updation E.Tech - Biomedical Engineering Gurgaon (Manesar) 133599 4
B.Tech. + M.Tech - Biotech(Dual) Gurgaon (Manesar) 13231 3

Reports E.Tech. - AE Gurgaon (Manesar) 13055 12
B.Tech. - Biotech Gurgaon (Manesar) 13041 2
withdrawal B.Tech. - Civil Gurgaon (Manesar) 13158 7

eral B.Tech. - CSE Gurgaon (Manesar) 13052 13
Lateral Admissions E.Tech. - ECE Gurgaon (Manesar) 13051 4
Change of Name f Course 8.Tech. - Electrical & Electronics Engineering Gurgaon (Manesar) 13246 1
B.Tech. - IT Gurgaon (Manesar) 13053 1
Configuration B.Tech. - MAE Gurgaon (Manesar) 13054 9
. - E.Tech. - MAE + MBA (Dual Degree) Gurgaon (Manezar) 13228 4
Misc Activity j Bachelor in Audiclogy and Speech-Language Fathology Gurgaon (Manesar) 13389 1
RRA Siraann (Manaesrh 12064 7

Done € Internet Gaov | H100% -

2.1.3 Option

2.1.3.1 Edit form received: This sub module helps to modify any mistake in the mode of payment of
form. The various modes of payment are payment made in cash, payment made through Demand draft
and credit card/online payment.

Gurgaon (Manesa) W

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Set Your Campus Amity Busingsss Schocl, Guriacn (Manesar) (ABSM)

Admissions
Form Track
Paid Forms
Report
opton
Edit Form Receieed
Applications
Bashat
Rigistraton
Inberviaw
Agmissions
I Marks Uipation
Fieports
witndrawal
Lataral Admissions
Change of Name | Course
Ceafiguration
Mise Actwity
Account Settings
Usarhlenubgmt
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2.2 Applications
The uploading of application form begins in this module.

2.2.1 Form Receipt: After receipt of hard copy of an application form, the form is received in “Form
Receipt” sub module of applications. The form number is required to be entered and depending on the
type of application, a window pops up. In case of a cash and online form, no details are required to be
entered. The detail of downloaded form, in which the payment is made through a Demand Draft, is
entered. The mandatory fields are DD number, Name of the bank and receipt number which is usually
marked “-”.

/= AMITY Intranet - Windows Internet Fxplorer !n
@'\'T_./' - |g hitps amizone. net ﬂ 4 *2 (X | B~
File Edit Wew Favorites Tools  Help

{\I Favarites {.:‘5 Ao | -

(& AMITY Intranet | | - B S g -+ Page v Safety v Tools v @ 7

AMITY )
AMI I 1 ENGECINGEREEIIRA|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 -
ITINNMTVERSTTYV Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM)

WY UNIVERSITY E - gzon ( (

Home

~|Form Receipt(2014)
Admissions
Form Track Read Form No :
Applications

Form Receipt (Total : 104)

Form Receipt detailz

Form Receipts No Receipt for today.

Onling Form Receipts

Form Receipts Delete

Form Receipts Check

Form Return

Update Online Transaction
Application Form Entry
Application Form Entry PHD
Courze Change

List Applicants

Basket —
Reqgistration

Interview

Admizsicns

Xl Marks Updation

Reports ﬂ

Done € Intzrnet fa v H100% -

2.2.2 Form Receipt Details: A detailed report of the all the forms received can be generated.
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et - Windows Internet Explorer

@:‘; A4 |§, https amizone.net j@ || X ol

Fle Edit View Favorites Tools Help

{\?Favor\tes {.:‘3 ~ 2] =
= -
(@8 AMITY Intranet | | fi v B - [ o v Psge -~ Safery r Tooks v @~

AMI I 1 SNCEERNGERCEIII|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 |

UNIVERSIT Amity Business School, Gurgaen (Manesar) (ABSM)

Home =l Form Received details on Wednesday, February 12,

Admissions

Form Track

Form date : 01/01/2014 [dd/mm/yyyy]
Applications Yy
. 02/ Y
Form Receipt details To date : 12/02/2014 [dd/mm/yyyy]
Form Receipts

Online Form Receipts

Form Receipts Delete Total Number : 82

Form Receipts Check Payment Detail

Form Return Detail DD |Online Total
Update Online Tranzaction Downloaded forms 3 3 [
oM 0 42 42
PHD 14 20 34

Application Form Entry

Application Form Entry PHD
Courze Changs

List Applicants

Basket —
Regiztration
Interview
Admisgions

Xl Marks Updation
Reports

=]

Done & Inkernet ¥ - | ®o0n -

2.2.3 Online form Receipts: The application forms submitted online are visible in this module. Once
we port all the application forms, they move directly to the “List Applicants” module.

f AMITY Intranet - Windows Internet Explorer

@.\-:_/ i |ﬁ, hktps arnizane net j % || X
File Edit Wew Favorbes Tools Help

{I Favorites g.‘;, - 8] -

@ ANITY Tntranet ‘ ‘ fi - B - L0 - Page- Safety - Took- @ 7

A MI I ! S EEONERCIIIA| PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 -
UNIVERSITY Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM)

H -
ome — " Already Ported & Pending
Admissions
N Form Mo
Form Track
ALpplications
Form Receipt details SIno|Check Program Category FormMNo Name ggrelylng Photo :u(larksheel Print
Form Receiptz
oniine Form Receipts 1 BALLEHons) NS 5207277|5 Aarthi 11Feb 2014 K gk pers | 1°K
Form Receipts Delste 5 - mEIA - Hospital and Healthcare NS 5207347 |Anjali 11 Feb 2014 Ellck Click here Ellck
Form Recsipts Check anagement ere ere
M. Tech. - Electronics & SUKHBANI KAUR Click Click
Form Return 3 a Communication Engg NS 5297366 VIRDI 11 Feb 2074 here Click here here
Update Online Tranzaction Submit
Application Form Entry
Application Form Entry PHD
Course Change
Lizt Applicants
Basket =
Regiztration
Interview
Admissions
Xl Marks Updation
Reportz J
Dane & Internet dhov Mo -
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2.2.4 Form Receipts Check: The user wise application forms received are stored at the backend. In
case any discrepancy arrives, the user’s name and date of receipt can be retrieved.

/= AMITY Intranet - Windows Internet Explorer !E
@.\-lj L4 |g, https arnizone. net ﬂ % || X | 2

File Edit Wew Favorites Tools  Help

{\I Favarites {.:‘5 Ao | -

(& AMITY Intranet | | [ R ) S| gy - Page - Safety -+ Tooks - @~ ”

AMI I 1 S EERNCEREIIIRA|  pLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 - |

INIVERSITY Amity Business School, Gurgaon (Manesar) (2BSM)

Home
Admissions

Form Track Receipt Form Mo : [5289915

Applications

3

~|Check Form Receipt(2014)

Form Receipt details 5289915 Dr Vikas Madhukar 2/7/2014 4:18:36 PM

Form Receiptz

Onling Form Receipts
Form Receipts Delete
Form Receipts Check
Form Return

Update Online Transaction
Application Form Entry
Application Form Entry PHD
Courze Change

Lizt Applicantz

Basket
Registration
Interview
Admizzicns

Xl Marks Updation

Reports

& Internet fg v H100% v

2.2.5 Form Return: On receipt of hard copy of the application form, it is duly scrutinized and all the
important fields like Program code, payment mode details, date of birth, email id, contact number,
photograph and marks etc. in case of any discrepancy, enter the form number in this sub module. The
required details are Form number, reason and remarks. A message is flashed on student micro site that

the form has been returned along with the reason of return. Send the application form back to the
student.
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/= AMITY Intranet - Windows Internet Explorer !E

@ﬂv & | https amizone. net ﬂ % || X | 22

File Edit Wew Favorites Tools  Help

{\I Favorites {.:3 Ao | -
. . = »
(& AMITY Intranet | | [ R ) ‘| gmn ~ Page v Safety v Tools v (@~

AM I S EERNCEREIIIRA|  pLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 - |

IINI\’}‘:I\}S\]'I‘Y Amity Business School, Gurgaon (Manesar) (ABSM)

Home ~|Form Return (2014)

Admissions

Form Track Read Form Mo ||

Applications Reason Select j

Form Receipt detailz

Remarks
Form Receiptz ‘

Online Form Receipts

Form Receipts Check On

P 20 Jun Click
Form Return 1 5214562 DD not attached DD missing, hence marked return o013 here
Update Online Transaction Incomplete i missi 20 Jun Click
B 2 5214031 Fpliessen Fomm DD is missing, hence returned 5013 here
#pplication Form Entry Iy — DD HAS TO BE DRWAN IN FAVOR OF "AMITY FORM" PAYABLE AT NEW 18 Apr  Click
pplication Form Entry BHD 2 DELHI. KINDLY SEND THE CORRECT DD 2013 here
R R DD HAS TO BE DRWAN IN FAVOR OF "AMITY FORM' PAYAELE AT NEW 19 Apr  Click
Course Change < |EEEEETD Uieng R DELHI. KINDLY SEND CORRECT DD AT THE EARLIEST 2013 here
Liat Applicants 19 Apr Click
I ey 2013 here

Baskst — e
5 5132922 Incomeplete PHOTOGRAPH MISSING, HENCE FORM MARKED INCOMPLETE 18 Apr Click
Regiztration Application Form 2013 here
. P 17 Jun Click
Interview 7 5236966 Photograph Missing 2013 here
Admissions 8 5129570 Incomplete 4TH FAGE MISSING IN APPLICATIGN FORM 16 Apr - Click
_ _ Application Form 2013 here
1 Marks Updation 5 551117 Incomplete SIGNATURE MISSING ON 4TH PAGE; KINDLY SEND 4TH PAGE AGAIN 16 Apr  Click
Reports Application Form AT THE EARLIEST FOR FURTHER PROCESZING 2013 here
ﬂ SRR P Incomolete o e 14 Jun Click

Cone & Internet g v | H100% -

2.2.6 Update Online transaction: This module is useful especially for downloaded/ online forms. At
times, while downloading an application form, the payment details does not get updated leaving the
student in a fix. Whether the payment is deducted or not, can be known from this module. The
required fields are Form Number, Transaction number and receipt number. Once submitted, the details
can be known and the payment if made already gets automatically updated.

MY / 7 .
Ah,ﬂII Y PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
0 UNIVERSITY
foma T
Admissions .
Fi MO
Form Track i
Applcations Trarsacson No
Form Recsipt details Receipt Mo

Form Recepts

Oniine Form Recepss

Fom Recepts Delotn

Fom Recespts Chack

Form Retum

Update Online Transaction

caton Form Entry

Application Form Entry PHD
Course Change
List Appicants

Basket

Fegstration

Intarview

Admissions

Il Marks Updasicn

Feports

Wihdrawal

Lateral Admissons
Change of Name / Course
Configuration
MigC Actwity
Accourt Settings
UserMenubigmi
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2.2.7 Application form entry: This is the next step after “Form Receipt”. This module is a replica of
the hard copy of the application form. The user fills in complete details of the student and submits.

UNIVERSITY

@ AMITY
ol

Form Recsct detals
Fom Recepts

Gnine Form Recelets Farm Humbes
Fom Recepts Delots

Fom Recepts Chack

Form Retum

Usarhbenubigmi

2.2.8 Application Form Entry Ph.D: The procedure of admission to Ph.D program is different from
that of the regular programs; hence a separate module is provided altogether.

Amity Business School, Gurgaon (Manesar) (ABSM)

A FomMo: [ ]

Form Retum

Application Form Entry PHD
Course Change:

List Applicants

Basket

XII Marks Updation
Reports

Withdrawal

Lateral Admissions
Change of Name / Course
Configuration

Misc Activity

Account Settings

UserMenuMgmt

2.2.9 Course Change: The module deals with student’s request pertaining to change of stream/
program prior to the registration of the application form. This module also deals with student’s request
pertaining to change of campus. However, for campus change request, a formal permission is to be
sought from the respective campus. The changes are then reflected on student micro site.
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|- AMI I y Gurgaon (Manesar) V' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

UNIVERSITY
Home
Admissions Update Course.
Form Track
Applications
Form Receipt details Please Enter Form Number -
Form Receipls
Qnline Form Receipts Form Number |:|

Form Receipts Delete
Form Receipts Check
Form Return
Update Online Transaction
Application Form Entry
Application Form Entry PHD.
Course Change
List Applicants

Basket

Registration

Interview

Admissions

Xl Marks Updation

Reports

Witndrawal

Lateral Admissions

Change of Name / Course

Configuration

Misc Activity

Account Settings

UserMenuMgmt

2.2.10 List Applicants: The application forms once uploaded, move to the List Applicants module.,
where after verifying the details, are finally registered. A unique registration number is then generated.
This module has following sub modules:

2.2.10.1 List of Applicants: This module contains, program and course wise application forms which
are yet to be registered. Once registered, they move to the Registered list.

(= AMITY Intranet - Windows Internet Explorer

@.:/.v |§‘ https amizone, net j@ || X | 2

File Edit “ew Favorites Tools Help

o7 Favarites 55 - 2 -
= =, »
(& AMITY Intranet | | M B “| pe -+ Page v Safety » Tools -+ @@

AMI I 1 EREEENUERSGI| rLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 |

\ I\ } } -' Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM)

Home ~|Applicants List(2013)
Admissions
Form Track Prograrm Mame : ‘EB:E\ j
Applications =
Applicant List for BBA
Form Receipt detailz
Online Form Receipts 1428766  SHUBHAM KHEMKA DELHI
. 1428804 SHUBHAM AGARWAL NS
Form Receiptz Delste .
5263945 Anmel Gandhi NS Karnal
Form Receipts Check 5271200 dushyant ahuja NS Gurgaon
Form Return Total number of applicants: 4
Update Onling Tranzaction
Application Form Entry
Application Form Entry PHD
Course Changs
Lizt Applicants
List Of Applicants
Rejected Applicant List
Incompleted Applicant List
Not Registered Program Change
Delete Regho
Delete Graduation Marks
=
Done @ Internet a3 - H100% -
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2.2.10.2 Rejected Applicant List: As the name suggests, this module has the application forms
rejected due to eligibility reasons.

(= AMITY Intranet - Windows Internet Explorer !EH

@’: « |&] htps amizone. net j % || X | B

File Edit “ew Favorites Tools Help

o7 Favarites 55 - 2 -
- = »
& AMITY Inkranet | | R ‘| g - Page v Safety v Tools v @@~

Gurgacn (Manesar) :l' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 :l'

Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM)

Rejected Applicant List (2013)

Home

I

Admissions
Form Track Enter First Name :

Applications -
. Page per records : |30 _=

Form Receipt detailz

Form Receipts

Onling Form Receipts
Form Receipts Delete First Page Frev. Page Next Page Last Page
Form Receipts Check
Mumber of Pages : 1 2 3
Form Return

Application Form Entry Amity School

o £ E B.Tech. -
Application Ferm Entry PHD :ndﬂﬂlﬂeerlﬂg Computer Sep 2
Calras - . 1361109 Science & Amlan Prakash NS Display Click here 2013
Course Change gic;gr;;ﬂr?gy, Engag. + MBA 5257851 12:33;
List Applicants [Manesar) (Dual Dearee)
List Of Applicants Qfmity Institute g o, 4+ Sep 2
. . . : M.Tech - . .
Rejected Applicant List 20 1361119 gll?:geacz:ology, Biotechnology 5248796 Barnest Kaur NS Cizplay Click here igl;s
Incompleted Applicant List (Manesar) (Dual Degree)
Mot Registered Program Changs Amity Institute B.Tech. + B
=lete Re . M.Tech - . .
Delete Reghlo S 1361120 gll?:ge;:g:ulugv, Biotechnology 5231178 DEERPA GARG NS Display Click here 521333
Delete Graduation Marks J - (Dual Deareel —
-
& Internet fhov H100% -

2.2.10.3 Incompleted Applicant List: The user is required to verify all the details of the student while
registering the application form. If eligibility documents and/or photograph is missing then the form
should be marked Incomplete. A message then flashes on student’s micro site for the student to do the
needful.

aam T
' AhlfII | Y Guraon (Manesa] PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRAMET OF THAT INSTITUTE

-[ '\;I\']".]\]HIII-\I Amity Business School, Gurgaon (Manesar) (ABSM]
Home Incompleted Applicant List (2014)
Admissions A B} .
Form Track wmm;.
Apphcatons

Paga per records ;|50 |
Form Receit detais .

Form Receipts | sewcn ]
Online Form Receipts

Form Raceipts Delete

Foem Raceigts Check
Foem Raturn
Update Online Transaction
Appication Form Entry
Appication Form Entry PHD
Course Change
List Applicants
List O Appicants
Rejacted Apphcant List
Incompleted Applicant List
Mot Registared Program Change
Dalate Regho
Dulete Grasuston Marks
Basket
Regatanin
-
Admissions
i Marks Updation
Reports
withgrawal e
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2.2.10.4 Not registered Program change: This sub module is same as Course change with only
difference that the campus cannot be changed.

Home FormiNo : GO
Admissions A : .

Form Track
Apghtations
Form Receipt detas
Form Raceigts
Oriing Foem Racaigts
Foem Raceipts Delate
Foem Receigts Chick
Form Retum

Update Online Tramsaction

Apgikcation Form Entry

List Of Applicants
Fejecied Appbcant

Delote Graduaton Marks
Baskel
Registration
RV
Agmistions
00 Marks Updation
Reports
Withdrarweal

2.2.10.5 Delete Registration No: In case the student is not eligible or has been registered for the
incorrect program, this sub module can be used. Keeping in mind the sensitivity, the access to this sub

module is restricted.

Fiejected Appacant List
Incompleted Applcant List
Mot Registered Program Change

Dateto Hagho
Dulets Graguston Marks

Basket

Regrtraten

Ry

Admissions

00 Marks Updation

Reports

withgrawal

2.2.10.6 Delete Graduation Marks: In case the marks entered are incorrect then this module can be
used.
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T
o

UNIVERSITY

Form Receipts Check
Form Return

Fiejected Appacant List

Incompieted Appicant List
Nct Registared Program Change
Dalate Regho
Detete Gradustion Marks

Basket

Regriraten

nervaw

Admissions

00 Marks Updation

Reports

Withdrareal v

2.3 Basket

Keeping in mind the sensitivity of a student’s career, various course change options are offered to the
non eligible students in this module. The name of basket is usually the original program or the
program with higher eligibility criteria.

2.3.1 Define

2.3.1.1 Not Eligible/ Rejected: As the name suggests, this module is used to define the Basket Name.
The user is required to Add Basket Name and Submit.

UNIVERSITY . Amity Business School, Gurgacn (Manesar) (ABSM

MY / T 7 .
' Ah"l I -Y Gurgaon (Manesa PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Home

Admissions Make Program Basket
Fom Track Add Basiost Name |
Appheations =
[:FE h
Dot BaskntName | Status CroatedOn Enferedity
ok Etlpltse ! Rejectad Btwen ¥ | 5172013 102551 P | Dr Vias Machuiar
Configute B.Avcn R [ r—r—
Offers T + 1+ -
Other Campus Offers =4 | BAR013 1:44:40 PM | e
Regrstrabon I G013 14852 PM D
Intarviaw B .Com (H) o 2013 15119 PM D Vikas Machysar
AGMISHI0ONS 1+ - 4
BBA ~ 612013 15X11PM D Vikcas Machuka”
X1 Marks Upaason 1 1 J
Reports

Wahdrawal

Aceourt Settings
Usarhbanublgmt

The sub modules are explained below:

Page 17 of 63



2.3.2 Configure: The next step is to configure the baskets. The procedure is to add almost all the

programs with lower eligibility criteria, which a student can choose from. The idea is to give a greater

flexibility to the student from the wide range of programs offered.

Home
Admissions
Form Track
Applications
Basket
Deteos
Configure
Not Eligible / Rejected
Offers
Other Campus Offets
Registrabon
Interview
ACmissions
XIl Marks Upaason
Reports
wiendrawal
Lateral Admissions
Change of Name / Course
Condguraton
Misc Actwity
Account Settings

Userhenubgmt

k2 |B.Com ()

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

| snow Program

| Show Program

ool Gurgaon (Manesa) (ABSM

*UG OPG

Orginal Program

[Bachelor of Archirecture [ASAPM] Delete

Hide Program

[B.Com. (Hons.) [ACCM) Delete

Hide Program

Gurgaon

8.Sc_- Clinical Psychology [AIBASM] Delete

B.Sc. - IT [AIITM] Delete

BCA [AIITM] Delete

B.Sc - Dietetics & Applied Nutrition [AMSM] Delete
B Sc. - Medical Lab Technology [AMSM] Delete
Bachelor of Planning [ASAPM] Delete

B Sc. - Animation & Visual Graphics [ASCOM)] Delete
Bachelor of Journalism & Mass Communication
[ASCOM] Delete

B Sc. - Fashion Design & Technology [ASFTM] Delete
BFA [ASFAM] Delete

BA (Hons.) - English [ASLAM] Delete

Soow Program || Hice Program

Gurgaon

B.Sc - Clinical Psychology [AIBASM] Delete

B.Sc - IT [AIITM] Delete

BA LLB (Hons ) [ALSM] Delete

B.Sc. - Animation & Visual Graphics [ASCOM] Delete
Bachelor of Journalism & Mass Communication
[ASCOM] Delete

B.Sc. - Fashion Design & Technology [ASFTM] Delete
BFA [ASFAM] Delete

BA (Hons.) - English [ASLAM)] Delete

Snow Program || Hide Program

2.3.2.1 Not Eligible/ Rejected: The options included here are Basket offered not processed, Basket
opted to be processed, Basket open, Basket denied, Basket Expired and Basket not eligible. The
Basket offered is valid for 15 days. A message flashes on the micro site of the student once basket is
offered. The user enters the form number of the student and the details can be pulled out.

S AMITY |

ndows Internet Explorer

@'\:/ - |§‘ https

File Edit \Wiew Favorites

{\} Favorites g.:":',

& AMITY Intranet

AMIT

UNIVERSITY

Home
Admissions
Form Track
ALpplications
Basket
Define
Configure
Offers
Not Eligible
Rejected
Other Campus Offers

Regiztration

Interview

Admizzions

Xl Marks Updation
Reportz

Withdraweal

Lateral Admiszions
Change of Name / Course
Configuration

Misc Activity

Done:

Tools

Gurgacn (Manesar) -
Set Your Campus

amizone net,

=& @[] [x]]

fii - B

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
amity School of Liberal &rts, Gurgaocn (Manesar) (ASLAM)

| m -~ Page» Safety = Tooks = .@.v

0/0.00 |0.00

2

=

-

Gré

0.01

0.01

0.01

i}

=3

0.01

0.01

0.01

3

-
— ¢ Basket Offered not Processed (44) ¢ Basket Opted to be proces=ed (1) " Basket Open (0} " Basket denied (0) " Basket Expired (43) =
Enter Form No:
Page per records 50 =
Sno Select :zr\al Institute Program :u;rm Name Category g‘:fered g:ered Sil‘:;ed X EAll
Amity Business o . s N T
e a co7aapa ENIEhER = Mr Atim |01 Aug |Click 4040/
il r 1361126 ‘._.Ii:gr?ia(;r‘_urgaon BBA 527340 Wl NS Kumar  |2013 e 9.40/52.00/0.00 |0.00
Amity College of
5 a Commerce, B.Com. ananq[ABHISHEK Wir Atim |25 Jul | Click =
3 g 3 ] 5 4
< r ESiE Gurgacn (Hons.) oSt WERNMA = Kumar 2013 AL D |
(Manesar)
Amity Business i Z Click
- Mr Atim |20 Jun | Click
3 26 n A Co26335 c cc 10/52 00458
3 I 1361018 r.[j:Q;zLﬂnyrgﬁon BBA 226835 |aditi mizhra NS Kumar  |2013 [ 55.10|52.00/48.67/0.00
Amity College of
a Commerce, B.Com. aqc/ALIUL Wir Atim |18 Jul  |Click
4 3 433515 s 55 8354
r e Gurgacn (Hons.) EEEHE RAHMAN = Kumar 2013 here SHEIENIG O |
(Manezar)
Amity Law - —_—
BEA LL.B. ANKESH Mr Atim (20 Jun  |Click
3 251020/5 293500 c 52 70(5
5 |I |rest020/School Burgaon |qps ) 5233528 e mar sime NS Kumar (203 |here 52705180000 10.00
Amity Buziness = . P
8 I~ [1361116 ﬁﬂ;zl}ﬁ(}ryrgaun BBA S270412|Ankur Bansal |NS Elzn'::ll_'ﬂ ;;1J3u\ ;‘elrc':; 58.90(53.2
b Amity Colleges of Mr
5105 |COMMErce, B.Com. £oanq [ASHISH . 24 Jun | Click
3 c 2 S = £ 33jc3
7 I 1361065 Gurgaon (Hons.) 1062361 ADAY NS ;aurabn 2012 [ 75.33|53.80/0.00 |0.00
Manaaarl Sharma
ad il
0 Inkernet ¥a -
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Gurgaon (Manesar) V' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Amity Business School, Gurgaon (Manesar) (ABSM) v

Admissions O Basket Offered not Processed (0) O Basket Opted to be processed (0) O Basket Open (0) O Basket denied (0) O Basket Expired (0)
Form Track Enter Form No: [
Applications Page per records :

Basket

Define
Configure
Offers
Mot Eligible
Rejected
Other Campus Offers
Registration
Interview
Admissions
X1l Marks Updation
Reports
Witndrawal
Lateral Admissions
Change of Name / Course
Configuration
Misc Activity
Account Settings

UserMenuMgmt

PLEASE SELECT THE INSTITUTE TO

T
NIVERSITY Set Your Campus Amity Business School Gurgaon (Mane:

am AMITY
@

Home
Adméssions
Fom Track
Apphabons
Basket

[

Configure

Offars.

Othar Campus Offers
Not Eligitie
Rejected

Registration
Interviaw
Admissions
I Marks Upaticn
Fsperts
WEndrawal
Labrsl Adeissions
Change of Name | Course
Corfiguration
Misc Actity
Accourt Settings

Userhbenubigmi

UNIVERSITY

0 AI\JIITY s? . . . 5 THE INTRANET OF THAT INSTITUTE

Home
Adméssions
Form Track
Apphcations
Basket
Dotne
Configure
Offars
Oiher Campus Cfers
Not Elgible
Rejected
Fiegistration
Interview
Admissions
I Marks Upcation
Fsperts
windrawal
Labrsl Adeissions
Change of Name | Course
Configuration

Misc Actvity

Accourt Settings

Userhbenubigmi
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2.4 Registration

This module deals with the generation of unique identifying registration number for each and every
student.

2.4.1 Registration Change: Change Registration: This module is same as the Course change.

T
@

UNIVERSITY

Home

Registration Change

Admissions

Form Track
Apphations Enter e regestration number of T sudent you wish to trarsien

Baskat RBgistration nurmber. |

Ragistration

Fegistration Change
Change Registration
Change Metory
Change Registration Report

Fegistered Appicants
Incomplete Chackist

Interviaw

Admissions

I Marks Upiaticn

Rports

Windraws

Usarhenubgmt

2.4.1.1 Change History: This module is used to check the details of a particular student who applied
for a course change. The details can be pulled out and escalation can be handled.

Fatm Track I Entes the: Form Number of She Student -

Apphcations [ i N

Basit resat || snow | |
Regstrabon

Fegistraton Change
Change Registraton
Change Histor

ch

Registered Appicants

Registraton Report

Incompiate Checkis!
Interview

Admissions

Xl Marks Updasicn
FReports

Wihdrawsl

Latersl Admissions

Usarhenubgmt

2.4.1.2 Change Registration Report

A detailed report of the registration numbers changed program wise can be viewed. The report
contains S.No, Name of the student, current Registration number, previous registration number,
remarks and user’s id.
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AMITY Intranet - Windows Internet Explorer

-

& | hrtps

Wiew

Gt

Eile:

Edit

Favarites

(:j Favorites | 9

(& AAITY Tntranet

Taols

amizone. net.
Help

8] -

Gurgacn (Manesar) :l' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Set Your Campus

N EN 2R

M- B

Amity Business School, Gurgaon (Manesar) (ABSM)

‘| o= - Page v

Safety »

Tools =

_+[The Applicant List [Complete Interview] (2013)
Admissions
Form Track Program Name : |EEE-Z'. j
Applications
BBA
Basket
Regiztration Total numberis : 5
Registration Change
Sino[Name —— Regho  lprevRegNo  |Remarks |ChangedBy
Change Registration ABHISHEK 58A- STUDENTS' REQUEST ON  Dr vikas
Changs History L SHaRMA GGN/2013/Ns/1167 | B-F1an-GGN/2013/NS/1004 JUNE 21,2013 Madhukar
HARMEHAR BBA- B.Com. (Hons.)- y Dr vikas
Change Registration Report 2 SINGHKANG |GGN/2013/NS/1157 GGN/2013/NS/1058 STUDENT'S REQUEST Madhukar
Registered Applicants BBA- B.Tech. - CSE- Approved by CVI Sir; Result Dr Vikas
) ete Checkiist < oE SR GGN/2013/NS/1231  GGM/2013/NS/1434 13th August Madhukar
neempiste Lheerls a mEresl sl BBA- B.Com. (Hons.)- Approved by CVI sir; mail 5744
Interview 1 GGN/2013/NS/1245  GGM/2013/NS/1279 dated 21st September 2013
A BBA- B.Tech. - ECE + MBA (Dual Mr Atim
Admizsions
mesen g |eamead GGN/2013/NS/1105  Degree)-GGN/2013/NS/1007 S g Kumnar
Xl Marks Updation
Reports
Withdrawal
Lateral Admizsions
Change of Name / Course —
Configuration
Misc Activity J
-
Done € Internet 3 - | ®100% -

2.4.2 Registered Applicants
2.4.2.1 Registered List:
This module is same as the List of Applicants. This module has program wise details of the students

registered along with the user’s id. The sub modules are Registered list, Search Form Number and
Ph.D registered List.

et - Windows Internet Explorer

@ oz & https arizane . net j % . || X | o~
File Edit ‘iew Favorites Tools Help

T:E Favorites 1:5 ~ 2] -

(& AT Intranet | | 5 - B | gy - Page = Safety » Tools » i

AMI I I Gurgaon (Manesar] :l' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUT!

UNIVERSIT

Amity Business School, Gurgaon (Manesar) (ABSM) -

Home ~|Registrant List (2013)
Admissions
Form Track Frogram MName : ‘BE-‘E\ j
Applications
Basket -
Enter First Name :
Registration
Regizstration Change Page per records ¢ |30~
Registersd Applicants
Registered List
First Page Prewv.Page MNext Page Last Page

Search Form No

Mumber of Pages: L 2 3 4 3
PH.D. Registered List

Incomplete Checklizt

Registrant List for BBA Page 1

Entered
_m Changed By
NS

Interview
Registrant List for 240 Students
Admizgions
Registration Number
Xl Marks Updation

BBA-GGN/2013/NS/1001

Reporte VIDIT GOYAL ABOHAR Mr Atim Kumar
Withdrawal BBA-GGN/2013/NS/1002 DIVYA NS GURGAON Mr Atim Kumar
L ateral Admigelons BBA-GGN/2013/NS/1003 MIDHI UPADHYAYA NS GURGAON Mr Atim Kumar
Change of Name / Course — BBA-GGN/2013/NS/1004 AYUSH ARCRA NS KOLKATA E;;fﬂ“fbh
Configuration .
g BBA-GGN/2013/NS/1005 SHEETAL GOYAL NS NEW DELHI Mr Atim Kumar
Mizc Activity .
R | sBA-GGN/2013/NS/1006 SHIREEN AFTAB NS NEW DELHI Mr Atim Kumar
& Internet ¥a v | ®R100% -
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2.4.2.2 Search Form No:

This sub module is used to change the XII marks, entered incorrectly or after declaration of Board

exams results, of the student. This helps to identify and verify the eligibility of the student for the
program applied.

2.4.2.3 PH.D Registration List:
This module is specifically used for registration of Ph.D application forms.

/= AMITY Intranet - Windows Internet Fxplorer

@ﬂ L |§‘ https

File Edit Wew Favorites Tools  Help

- 5] x|
(2] E)[4][x]] Pl

amizone. et

T:? Favarites {.:3 Ao | -

=

(& AMITY Intranet | |

- B

| pmn v Page = Safety » Tools = |®|v

AMITY
AMI I l Gurgaon (Manesar) - PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM)

~|PH.D. Registrant List (2013)

UNIVERSITY

Home
Admissions

Form Track Frogram MName : ‘F’h‘D in Applied Sciences (Jul) j
Applications
Basket .

Enter First Name :

Registration

Page per records : |30 _=

First Page  Prev. Page MNext Page Last Page

Regietration Change
Registered Applicants
Reqistersd List
Search Form No
Mumber of Pages : 1
PH.D. Registered List

Incomplets Checklist

Registrant List for Ph.D in Applied Sciences (Jul) Page 1

Reportz Sciences (Jul)- PINKY YADAW NS GURGACN
ithdrawal GGN/2013/NS/1001
o Fh.C in Applied
Lateral Admizsions Sciences (Jul)- RENU 1} NS SONIPAT
- L GGN/2013/NS/1002
Change of Name / Course —
Cenfiguration Total number of Pages : 1
Mizgc Activity J
-
Done

2.4.3 Incomplete checklist: Registered Incomplete Checklist:

Interview

Reqistrant List for 2 Students
Admizziens = -
XI Marks Updation LM

Ph.D in Applied

€ Intzrnet

“h v B 100% v

If the eligibility documents, photograph etc are missing in any application form, they must be marked
as incomplete so that they can be retrieved from this module, once the details are complete.
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Gurgaon (Manesar) V' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

|o 1 'I\l\"'l" ;[\’gl'l¥ Amity Business School, Gurgaon (Manesar) (ABSM)

The Incomplete Document List (2014)

Admissions

Program Name : | Select e
Form Track o [ ‘

Applications

Basket

Registration
Registration Change
Registered Applicants
Incomplete Checklist

Registered Incomplete List

Interview

Admissions

X1l Marks Updation

Reports

Witndrawal

Lateral Admissions

Change of Name / Course

Configuration

Misc Activity

Account Settings

UserMenuMgmt

2.5 Interview:

Interview module is an integral part of Amitranet, as without appearing for the interview, students
cannot take admission to the university. This module is used to release interview test date, making
interview groups, interview panels, venues, marking attendance and entering interview marks of the
student.

2.5.1 New Applicants- List course wise: This module is used in exceptional cases when the student is
found not eligible initially however later on either after submitting the eligibility documents or through
approval from higher authority, is eligible to apply. The applicant details lies in Interview- Non
eligible list and is then moved to the new applicants list and manually the interview cut off is run.

 The New applicant Registrant List (2014)

Program Name : | Select v

Intarvies Al

Groups
Assesamant Shbets
Interview Astassment
Rsull Sheet
Agmissions
XN Mks Updation

Misc Activity

Account Satings

UserManubgmt

2.5.2 Eligible Applicant — List Course Wise:
This module contains program wise, list of all the applicants who are eligible to sit for the entrance
test.
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2 AMITY

UNIVERSITY . Amity Busingss School, Suracn (Manesar) (ABSM]

. The Eligible Registrant List (2014)

Program Name : | Setect )

Nen-Ebgicia Appbcants
Raleass intenview Dabes
Date Management

Account Settings

UserManubgmt

2.5.3 Non Eligible Applicants: List Course wise:

This module contains, program wise, list of students who are not eligible to sit for the entrance tests
/= AMITY Intranet - Windows Internet Fxplorer !n

2|

@ % |&] hitps amizone. net =8 2| x| |
File Edit Wew Favorites Tools  Help
{\I Favarites {.:3 Ao | -

@ AMITY Intranet | | - B

J peh - Page - Safety - Tools - @- >

'
AMI I 1 S EERNCEREIIIRA|  pLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 - |

JUNIVERSITY Amity Business School, Gurgacn (Manesar) (2BSM)

Hom

_*|Program Name : ‘EB:E. j
Admissions
Form Track The Non Eligible Registrant List (2013)
Applications
BBA Non-Sponsored
Basket
Registration Total numberis : 1
Interview

New Applicants Registration Grad. 12 |12thpem|12tece
ew Applicants Select| Number Marks Marks| Marks | Marks

Eligitle Applicants chanchal

[ leumar chanchalkumarchoudhary0@gmail.com 0
Non-Eligible Applicants GGNf2013fN5f1213 Hramlrzsg VR
List Course-wise
Releasze Interview Dates
BBASponsored
Date Management
Interview Attendence Add te Eligible List I back to Mew Applicant List

Groups

Lzge:

ment Sheets o

Intery zezzment
Rezult Sheet
Admigsiens
Xl Marks Updation
Reports

i
Done € Intzrnet fa v H100% -

2.5.4 Release Interview date: This module is used to release the interview test date. The details
required to enter are test date and campus. A window then pops up, in which the time of reporting,
venue of the interview and program wise number of students taking the entrance test are entered.

Kindly note that separate seats are to be entered for MAT qualified and MAT non qualified students
should be entered.
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The details of the interview then flashes on the student’s micro site. The student then selects the test
date and submits.

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Amity Business School, Gurgaon (Manesar) (ABSM)

Interview Dates Release
Interview
o I |

® a1 O Noita O Lueknow O daiour O Gurgaon (vanesan O Gualior

Eligible Applicants
Non-Eligible Applicants
Release Interview Dates

Relea:

Release Interview Date (Closed Prc
Date Management

Interview Attendence

Groups

Assessment it Sheets

Intes essment

Admi
X1l Marks Updation
Reports

Withdrawal

Lateral Admissions
Change of Name / Course
Gonfiguration

Misc Activity

Account Settings

2.5.5 Date Management:

2.5.5.1 Add interview date:

This module is used if the student does not select the interview date flashed on his micro site but
appears for the interview. The user manually selects the interview date for the student to proceed
further.

Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
Amity Business School, Gurgaon (Manesar) (ABSM)
Home Add Interview Date (2014)
Admissions =
Choose the Mode
Applications

O Single Student
Basket

Eligible Applicants
Non-Eligible Applicants
Release Interview Dates
Date Management

Add Interview Date

Import Interview Date
Interview Attendence
Groups

Assessment it Sheets

Interview Assessment
Result Sheet
Admissions
XIl Marks Updation

2.5.5.2 Import Interview date:

This module contains list of all the applicants who are eligible to sit for the entrance test and also list
of applicants who have chosen/submitted the interview date.

The procedure is to select the list and sync with the web that gives an idea on the number of students
appearing for the entrance test.
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File Edit View Favortes Tools Help

77 Favartes | 55 - el -
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(& AMITY Intranet | | - 8 S d= - Page - Afety - Tools - @

AMI I 1 ECERNRGENCIII|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 -]

UNIVERSITY Amity Business School, Gurgacn (Manesar) (A85M)

Home ~[Import Interview Date (2013)

Admissions

Form Track FProgram Mame : |Fh.D in Management (Jul) j
Applications

Basket & Interview Date Allotted " Sync Frem Web

Registration .
Ph.D in Management (Jul)

Interview

News Applicants
Eligible Applicants umber

Fh.D in Management

Non-Eligible Applicants (Jul)- 5239505  MIMISHA SINGHAL Wednesday, July 24, 2013
Release Interview Dates S LT (R
Ph.D in Management
Date Management 2 (Jul)- 5231730 ANURADHA Wednesday, July 24, 2013
. GGM/2013/NS/1004
Add Interview Date
Fh.D in Management
Import Interview Date 3 {Jul)- 5213712 MAZIA SAEED Wednesday, July 24, 2013
GGN/2013/NS/1005

Interv

Aftendence

Groups

Admiszions

Xl Marks Updation

@ Internet fa v | 00w~

2.5.6 Interview Attendance:

This module, as the name suggests, is used to mark program wise and interview date wise, attendance
of all the students. The procedure is to select the interview date and name of the program. A check box
is provided against each applicant for whom the attendance needs to be marked.

amizone, net j@ | X | R~

Flle Edit View Favorites Tools Help

77 Favarites | 55 - &l -

- = o
(& AMITY Intranet | | -8 Z dm - Page~ Safety - Took - @~

AMI | i SN EERNGENCIOMA|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 -]

Set Your Campus Amity Business School, Gurgacn (Manesar) ] Set Year
NIVERSITY WESER=rrE [ s=tvear |

Home _~[Total number of students are attended :4
Admissions
Form Track |att._|Eescort?| [Registration#z __[Name  Jcar Jrel __ Joy  [oos |
EBA-
Applications v Enter GGN/2013/N3/1225 AYAM MANANDHAR NS KATHMANDU 11/02/1995
Basket BBA-
v Enter GGN/2013/NS/1241 CHETNA YADAV NS GURGACN 24/09/1994
Registration EEA-
nterview v Enter GGN/2013/NS/1228 NEERAJ YADAV NS GURGAON 04/10/1995
Mew Applicants | Enter 22‘;}2013”‘5‘,1230 NISCHAL SHRISH NS 541835 BUTWAL 31/08/1995
Eligible Applicants BBA-
| Enter GGN/2013/NS/1225 RAJAT KUMAR NS SONEPAT 06/09/1996
Nen-Eligible Applicants
Release Inter Dates

Total number of students are: 5
Date Management

Interview Attendence Update Attendance

Course wise Attendees

Groups

ment Sheets =

Assessment

Admissions

Xl Marks Updation

Reports j

Done & Intermet i v | W00 -
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2.5.7 Groups:

This sub module is divided into two sub modules: Course wise groups and interview panel.

The programs of almost similar eligibility are grouped together and the interview panel is created. The
user is required to select the interview date, the number of groups depending of the number of students

appearing for the interview, Chairperson and Members in the interview group. The right to this sub
module lies with the Head, Admissions

/= AMITY Intranet - Windows Internet Fxplorar !n

@ﬂ:‘ - |§‘ https arnizone. net j@ | X | Pl=

Eile Edit Wiew Favorites  Tools  Help

{\yFavnrites {_3 - 2] -

— - »
'_féAMITY Intranet | | f’} - B | pey -~ Page - Safety - Tools - .@.-

el ELONUERCEESIRA|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 :l'

IINI\’I‘.RS\I’I‘Y Amity Business Scheool, Gurgacn (Manesar) (ABSM)

Eligible Applicants jlnte rview Grou ps
Men-Eligible Applicants

clegze Interview = B.A. MEA - MBA - | BBA - . Fh.C in
Release Interview Dates 1 MEA M Ph.O in

M . MEA - | MBA - 2 14 (H) |Heospital and|Banking[Banking Manageme
Date Management M = Agri . EBAMEAEFT|MH L Managemen
- 1B Insurance|Continen - H Liberal| Healthcare & & (Part Tim
Interview Attendence M&S Busines: EFT . . (Jan)
Srvigw Allenaence Arts [Management|Finance|Finance| (Jan)
Groups MBA Assign Groups for date

Course wise groups

Interview Panel Select Interview Date: [04/05/2013 =]
Assessment Sheets Groups : select -
Chairpersen ,7
Result Sheet Member 1 [
Admissions Member 2 [
Il Marks Updation Member 3 [
Reportz

Withdrawal

Interview Azsezzment

Lateral Admissions
Change of Name / Course
Configuration
Misc Activity

Account Settings

Userllenullgmt =

Done € Internet Fh v HM100% -

,,,,,, T Aty Busingess Schosl, Guigann (Manssar) (ARSM]
UNIVERSITY Aat o

A 7
' AI\"II | Y FLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Home

Admizzions
B MEA . MEA- | BEA- PnDin PhDin MEA -

Form Tr

i B 170 o e (YR PO I Y (7 @) | Hospast and)| Banking | Bariea] . ™2™ |3 L) |Euumun-
Applications <8 | A0V | rance] Conmnent S - Het|- EFT| Liberal | Heamcars | & & ey | PatTme) |75 T | (PatTeme) | woding
Basket | #as Firance | Finance| inkan} Gul) | Professicnals)|
Regrsitaten MBA Assign Groups for date

REEs

New Appiicants
Elgicie Apglicants
Non-EBgithe Appcants
Rlease intarviw Dates
Date Mansgement
Interview Allendence
Groups

Crustig wisd groups

Interview Panal
ALSRsEment Shests
interview Assessment
Resur Sresst

ASrressions

X0 Marks Uipdation

Reports

Witharagl

Literal Admissions

Changs of Naene | Courss

Configuration

Mise Activity

Account Settings

Page 27 of 63



2.6 Admissions:

The Admission module is used after the interview assessment is done. This module is used to upload
the result of selected students, generating offer letters etc.

WNNECT THE INTRAMET OF THAT INSTITUTE

" . The Applicant List [Complete Interview] (2014)
i Jons

Program Name :[Seiect %
Form Track 2oram Name | Seed

Hew Apglicants [Inbervigw Compl |

Contgutaton

Misc Acthity
Account Settings e

2.6.1 New Applicants (Interview Complete): List course wise:
This module contains the list of all the applicants eligible for interview.

2.6.2 Merit List:
2.6.2.1 Course Wise List:
Once the applicant appears for the interview and admission cut off is run, their details are visible in

Admissions- Merit list. Based on their performance, they are marked selected or rejected. This module

is extremely crucial as whatever the user selects, a message is sent to the applicant’s micro site and
cannot be reversed.

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Amity Business School, Gurgaon (Manesar) (ABSM)

» The Merit Applicant List (2014)

Admissions
v
Form Track ProgramName:[Select ]
e
Gender- ® Botn () Boys () Girls
jctration
- v
Interview Category: | Non-Sponsored

Admissions

Records per page
New Applicants [interview Compl ]

st Selection Offer Special Offer
HAIEEE Accepted Accepted
pplicants Fresh Offer Fresh Offer
Rejected Applicants DenewEpred | [EERENINN
Move to Meri List AddToselectUist || AdaToRefectList | | Addito Scholarsnip List

Rejected to Selected List

Payment Date Exter n
Withdrawal Form Receiving
X1l Marks Updation
Reports
Withdrawal
Lateral Admissions
Change of Name / Course
Configuration
Misc Activity b
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2.6.2.2 Course Wise List AIEEE:

Amity participates in JEE MAINS spot round counseling for the students, interested to take
admissions, as per the guidelines laid down by Central Counseling Board. All these students are not
required to purchase the admission brochure of Amity. Hence a separate Institute and separate
program code is created on Amitranet. Since these students are enrolled directly, hence the forms

once registered and admission cut off is run, are moved to Course wise List AIEEE sub module of
Admissions.

(= AMITY Intranet - Windows Internet Explorer !EH
@ y v |§‘ hitps amizone. net j % || X | B
File Edit “ew Favorites Tools Help
o7 Favarites 55 - 2 -

- - =5 »
& AMITY Inkranet | | R ‘| g - Page v Safety v Tools v @@~

AMI I 1 SN EERNGEREIIRA|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 |

| [ iNI\"F}\M“\l'l‘Y amity Schocl of Engineering, Gurgacn (Manesar) (ASEnggM)

Home ~|AIEEE - Merit Applicant List (2013)

Admissions
Form Track Program Name : ‘E.Tech. - ECE j
Applications :
Enter First Name : ’7

Basket

Registration Gender : % Both © Boys [ Girls

merview Records per page: ’ﬂ

=
MNew Applicants [Interview Compl]
Werit List
Course wize List

Add To Select List |
Course wise List-AIEEE

Mon-Eligible Applicants
Rejected Applicants

Move to Merit List -
Rejected to Selected List

Scholarship List

Selected Candidates

Generate Admiszion Letters

Payment Date Extenzion

Withdrawal Form Receiving

& Internet v W100% -

2.6.3 Non Eligible Applicants:

This sub module contains list of all the non eligible applicants, who were unable to clear the entrance
test. They can be moved to merit list only after approval from Head office or for Head Admissions.

2.6.4 Rejected Applicants:

As the name suggests, this module contains list of finally rejected applicants who were unable to
secure a seat in the merit list.
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Gurgacn (Manesar) :l' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM)

Home

3

~|The Rejected Applicant List (2013)
Admissions

Form Track Frogram Mame : ‘ME-Z'\ - HR j
Applications
MBA - HR
Basket

Registration Total numberis : 2

Interview
. Registration GD Interview|Interview Grad.
Admiszions Number Marks|Marks Date Marks|Xth Avg
New Applicants [Interview Compl] MEA - HR- MANISH 23-Feb- 2472MANISH@GMAIL.:
GGN;"2013INS,"].0].8 KUMAR 2013 el e e T
Merit List
HR- ARUN 13-Apr-
2 12 15 0 69 63.5 |61.33/|0 68.98 ARUMN.7AX@GMAIL.CC
Non-Eligible Applicants GGN;"2013INS}’].U4]. KUMAR 2013 e
Rejected Applicants

Course wise List
WMove to Merit List

Rejected to Selected List

Scholarship List

Selected Candidates
Generate Admizzion Letters
Payment Date Extension
Withdrawal Form Receiving

Xl Marks Updation

=l
Cone & Internet g v | H100% -

2.6.5 Move to Merit List: Move- Merit list:

The right to this module lies with Head Admissions. This module is accessed only in extreme and
exceptional cases. The user is required to enter the last four digits of the Registration number along

with detailed remarks pertaining to the change of status from rejected to selected. The applicant details
directly move to the merit list and then marked selected.

AMI I Y Gurgaon (Manesar) PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014
Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) v Set Year
) UNIVERSITY ez
HDm_e . A Move to Merit List
Admissions
Form Track )
Admission Year 2014
Applications
Course |15elect Course] ~|
Basket
Registration Registration No. cenezots[Nonsponsores v ||
Interview Name
Admissions Status
New Applicants [Interview Compl ] Remarks | ‘
Merit List

Move to Merit List

Rejected Applicants

Move to Merit List
Move - Merit List

Rejected to Selected List
Scholarship List
Selected Candidates
Generate Admission Letters
Payment Date Extension
Withdrawal Form Receiving

Xl Marks Updation

Reports

Withdrawal

Lateral Admissions

Change of Name / Course

Configuration

Misc Activity

Account Settings ~
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2.6.6 Rejected to Selected List: Rejected-Selected List:
This module contains course wise list of applicants who were moved from rejected to selected list.

f.; AMITY Intranet - Windows Internet Explorer

HEE

(<12

File  Edit

v |(e_ https

View

Fermilies
T Favorites | 515

(& AMITY Intranet

AMI I 1 Gurgacn (Manesar) -

l .' Set Your Campus

NIVERS

arnizone. et

Tools  Help

=& 1E )] [

2l

-8 »

)| m - Page - Safety ~ Tools ~ @v

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
Amity School of Applied Sciences,Gurgacn (Manesar] (ASASM)

Hom

Admissions
Form Track
Applications
Basket
Registration

Int

Admissions

New Applicants [Intervi
Merit List
Non-Eligible Applicants

Rejected Applicants

o Merit List

Rejected to Selected List
Rejected - Selected List

Scholarship List

Selectsd Candidates

Generate Admission Letters

Payment Date Extension

Withdrawal Form Receiving

Xl Marks Updation

Dane

2.6.7 Scholarship List:

|»

The Applicant List [Complete Interview] (2013)

Program Mame : [M.5c. - Applied Physics

|
M.Sc. - Applied Physics

Total number is @ 1

Registration
Number
_ Re-Interviewed by
. Se. Dr 1R Luthra
recommended and
approved by ©-VI

Applied
1 SUDHA YADAW

Physics-
GGN/2013/NS/1051

€ Internet £ - | H 100

At Amity, we believe in rewarding the hard work and excellence achieved by meritorious students in
their academic endeavors. The Amity Scholarships have been initiated to encourage the talents of such

students, thereby strengthening the roots of our future generation. This module contains list of all the
students who are eligible for various scholarships

/= AMITY Intranet - Windows Internet Explorer

@ = [&] hups amizone. net R *||x|] Pl
File Edit Wiew Faworites Tools Help
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(& AMITY Intranet
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Set Your Campus

~|The Scholarship List (2013)

INIVERSITY

Home
Admissions
Form Track
Applications

Baszket
Registration

Interview

Admissions

e

Non-Eligible Applicants
Rejected Applicants
Move to Merit List
Rejected to Selected List
Scholarship List
Course wise List

Selected Candidates

Generate Admission Letters
Payment Date Extension
Withdrawal Form Receiving

XNl Marks Updation

Dane

Applicants [Interview Compl]

ES

|| a-8

| m = Page ~ 3Safety ~ Tools - '®'

Amity School of Engineering and Technology, Gurgaon (Manesar) (ASETM)

Program Name : |E.Tech. - AE

B.Tech. - AE

Total number is : 2

Registration XIL Grad |Grad Select| Father'Name |Address1 X
Number Passout|Marks|Year
Year

+50%
» 10-JA1 MAVAL P,
B.Tech. 100% ARVIND
SINGH 85.5 90.57 2013 o I FIFTH NEAR SC
GGNIZUIS."NS/lUdE WAT 250 SINGH RAWAT ¢ nop INDIA
©20%
" 50% i
: o Y wosan
B.Tech. MANOI *100% R SREENIVAS " NAGAR-
= GGNfzuls.fNS/wsg KUMAR FEEE | EEEE AE (L . " reooy é?:\fgnv KOTHARE
ROAD No- | HYDERAR
" 20% .
z
Allgt Scholarship Percentage I Reset Students
& Internet Y- H00% -
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2.6.8 Selected Candidates:
This module is used once the admission procedure is complete.

2.6.8.1 Course wise List with paging: This module contains program wise details of all the students.
The changes in hostel and/or scholarship can be done here even after the applicant is selected.

/= AMITY Intranet - Windows Internet Explorer

G-

|§‘ https.

amizone.net, j % || X ‘ £
File Edit Wiew Fawarites Tools Help
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Home ~[The Select List (2013)
Admissions
Form Track Program Name : |B‘Tach. - AE j
Applications
Enter First Name :
Baskel
Registration Gender : * Both 7 Boys " Girls
Inter
Category: | Non-Sponsored -
Admissions
Mew Applicants [Interview Compl] Records per page: |50 -
Merit List
Non-Eligible Applicants .
GFirst Page Prev. Page MNextPage LastFPaas
Rejected Applicants
Mumber of Pages : 1
Wove to Merit List
Rejected to Selected List Adm. |Hostel|See Perm. City Registration
. Status|Status|Grant? Select| Number Father'Name
Schelarship List -

Selected Candidates

NEW DELHI
v

B.Tech. - AE- MALVIKA DILIP .
1 P ¥ /NAC Girl NS DILIP SOLANKI
Course-wise List with paging ™ AC ™ Non AC GGM/2013/NS/1007 SOLANKI
Edit Detail (After Selection) Hladaic
a e ag Lot RUDRAPUR
3enerate Admission Letters
i B.Tech. - AE- LSLAN KIRANKUMAR
. 2 P ¥ /NAC v ' KIRANKUMAR Bo NS
Payment Date Extension i  AC % Non AC I GGM/2013/NS/1008 BATEL e PATEL
Withdrawal Ferm Receiving J lindate
=
https:jfadmissionnew.amizone. netfadmissionIntranetfadmissionsfadmissions/selected_ListwithPagination. asp#eyword=gs 0 Internet fa v | H100% -

2.6.8.2 Edit detail (After selection): Any change in the personal details of the students can be done in

this module.

{f AMITY Intranet - Windows Internet Explorer

@“ J= |ig] hips amizone, net -3 4|l x| ] Pl
File Edit “iew Favorites Tools  Help
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Rejected to Selected List
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New Applicants [Interview Compl] .
First Page Prev. Page Mext Page Last Page
Merit List

Amity School of Engineering and Technology, Gurgaon (Manesar) (2SETM)

tome _+[Selected list after changes (2013)
Admissions

Form Track Program Name : ‘E.Tach. - AE j
Applications

Baskst

Enter First Name :

Number of Pages : 1

Registrant List for B.Tech. - AE Page 1

Registrant List for 42 Students

Registration

Catego Ci
N . B.Tecl
Selected Candidates GGN!ZGLSJNS)’1007 MALVIKA DILIP SOLANKI NEW DELHI
Course-wise List with paging B.Tech. -
- GGN."ZULS."NS/IUUQ ISHAMN KIRANKUMAR PATEL 1] NS AHEMDABAD
Edit Detail (After Selection) o=
Generate Admission Letiers GGN,"201.3,"N5/1011 PRI LB ER 0 NS GVRGACN
. i B.Tech. - BANGALORE
Payment Date Extens
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Withdrawal Ferm Receiving BE.Tech. - AF-
| e A iin.o L SIDDHARTH 0 NS HYDERABAD
Done & Internet Yo | ®i00% -
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2.6.9 Generate Admission Letters:

This module deals with maintaining accuracy in issuing admission offer letters to the selected
candidates. The sub modules are Course wise list, Course wise list Ph.D, Scholar’s Fast track and
Admission Letter Publish.

2.6.9.1 Course wise List:

The course wise list contains list of selected students selected course wise. There are 2 tabs “To be
Generated” and “Already Sent”. To generate a new admission letter, click on To be generated radio
button, select the name of the student(s) for whom the letter is to be generated, select the fee
submission date and click on “Update Fee Submission Date”. Select the same student(s) name and

click print.
/= AMITY Intranet - Windows Internet Explorer !E
@ @ ] htps amizone. et R[N 42| x| | L~
File Edit Wew Favorites Tools  Help
’3 Favarites 3;9 Ao | -
(& AMITY Intranet | | [ R 4 - Page - Safety~ Took - @ 7

AMI I 1 S EERNCEREIIIRA|  pLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 - |

Set Your Campus Amity School of Engineering and Technolegy, Gurgacn (Manesar) (A5ETM)
INIVERSITY ginesring gy, Gurgaon (

Admission Letter Generation List (2013)

Home

| »

Admissions

Form Track Program Name : | B.Tech. - AE |
Applications

Basket * To Be Generated " Already Sent

Registration Page per records : [50 -

Mote: Flease turn off Headers & Footers from the "Page Setup” option of Internet Explorer

Interview

- MNote: Please Check respective checkbox to update Last Date of Fee Payment.

w Compl]

Merit Liat Update Fee Submission Date
MNon-Eligible Applicants

Rejected Applicants B.Tech. - AE

Move to Merit List

Mo Student for Non Sponsored Category

Rejected to Selected List

| Selectall | Reset |[Print
Schelarzhip List 4

Selected Candidates

Generate Admission Letters
Course wise List
Course wise List Ph.d

Scholar's Fast Track

Admizsion Letter Publish
=

Done @Intamet ‘g v H100% -

2.6.9.2 Course wise list Ph.D

Again, there is a separate sub module for generating admission offer letters for Ph.D students.

The course wise list contains list of selected students selected course wise. There are 2 tabs “To be
Generated” and “Already Sent” . To generate a new admission letter, click on To be generated radio
button, select the name of the student(s) for whom the letter is to be generated, select the type of
student like Self financed / Amity employee etc, select the fee submission date and click on “Update
Fee Submission Date”. Select the same student(s) name and click print.
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gy A MITY
QW UNIVERSITY

Home .~

Set Your Campus

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 v

Amity Business School, Gurgacn (Manesar) (ABSM) ~

Regisiration
Interview
Admissions
New Applicants [Interview Compl]
Merit List
Non-Eligible Applicants
Rejecied Applicants
Move to Merit List
Rejected to Selected List
Schelarship List
Selected Candidates
Generate Admission Letters
Course wise List
Course wise List Ph.d
Scholar's Fast Track
Admission Letter Publish
Payment Date Extension
Withdrawal Form Receiving
Xl Marks Updation
Reporis
Withdrawal
Lateral Admissions

Change of Name / Course

Admissi ~ Letter Ger List (2014)
missions

Form Track Program Name : [ Select ™
Applications

Basket

2.6.9.3 Scholar’s Fast Track:

Gurgaon (Manesar) v
Set Your Campus

A Admission Letter Generation List (2014)

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Amity Business School, Gurgaon (Manesar) (ABSM) v

Admissions
Form Track Program Narme : | Select |
Applications (®)ToBe Generated () Already Sent
Baskst Note: Please tum off Headers & Footers from the "Page Setup” option of Intemet Explorer

Registration [ T=T 1 wote: Prease Gheckrespective checkbox to update Last Date of Fee Payment.
Interview

Admissions Update Fee Submission Date

New Applicants [Interview Compl.]
MBA
Merit List

No Student for Non Sponsored Category

Selectall || Reset || Print

Non-Eligible Applicants

Rejected Applicants

Move to Merit List
Rejected to Selected List
Scholarship List
Selected Candidates
Generate Admission Letters

Course wise List

Course wise List Ph.d

Scholar's Fast Track

Admission Letter Publish
Payment Date Extension
Withdrawal Form Receiving

XIl Marks Updation

Reports

Withdrawal

Lateral Admissions

Change of Name / Course

2.6.9.4 Admission Letter Publish:

This module is accessed to publish admission letters on student’s micro site. The user is required to
select the Institute, program and radio button Not Yet Published. Once search is selected, list of
students for whom the letter needs to be published, and pops up. Select the students(s) and click
Publish. The admission letter is now available on student micro site.
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PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
Amity Business School, Gurgaon (Manesar) (ABSM) v

Admissions
Form Track
Applications
Basket

Registration

Set Your Campus

ion Letter not Published

Select Institute

Select v|

Select Program)|

v

Type|

© Not yet Published O Published

Search ‘

Interview
Admissions
New Applicants [Interview Compl ]
Merit List
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Scholarship List
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Course wise List Ph.d
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Payment Date Extension
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Xl Marks Updation
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Withdrawal
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2.6.10 Payment Date Extension:

2.6.10.1 Extention Entry

This module is accessed to extend the fee payment date entered while generating the admission letter.
This module is especially useful for Accounts. The user is required to enter either the form number or
the registration number. The extended date is to be selected and remarks are duly noted.

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
Amity Business School, Gurgaon (Manesar) (ABSM) v

AMITY

Gurgaon (Manesar) v 2014 v
Set Your Campus

~ Payment date extension
Enter Either Form No or Regisiration No(If Registered)

NIVERSITY
H
Admissions

Form Track

Applications
Basket
Registration

Interview

Form No
Registration

[ ]

(Optional)

Optional)

Admissions
New Applicants [Interview Compl]
Meri List
Non-Eligible Applicants
Rejected Applicants
Move to Merit List
Rejected to Selected List
Scholarship List
Selected Candidates
Generate Admission Letters
Payment Date Extension
Extension Entry
Extension Report
Withdrawal Form Receiving
XIl Marks Updation
Reporis
Withdrawal
Lateral Admissions
Change of Name / Course
Configuration
Misc Adtivity N

2.6.10.2 Extension report:
This module is used to generate a detailed program wise report of the dates extended.
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2.6.11 Withdrawal Form Receiving:
This module is accessed for a detailed status of the students who have withdrawn from a particular
program.
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2.7 X1l Marks updation:

The students of Class XII are enrolled/ admitted provisionally until their board examination results are
declared. Their marks need to be updated and hence this module is used. The right to this module lies
with the Head, Admissions.

Enter the form number and press Get Details. Once the marks are entered, click submit.

it MI I Y Gurgaon (Manesan) Vv PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

T TN I D AT TV Sat Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) ~
Y UNIVERSITY
Home Xl Marks Updation [Before Selection/Rejection]
Admissions
Form No: | [ cetDetais |
Form Track
Applications
Basket Note -
Registrat 1 Interview Attended - Can be Updated [l Selected - Can not be updated Rejected - Can not be updated
egistration 2. You can update XII marks only for current year passouts without X1 marks
Interview
Admissions

Il Marks Updation
Non Selected/Rejected Candi.(s)
Candidates At Any Stage
Reports
Withdrawal
Lateral Admissions
Change of Name / Course
Configuration
Wisc Activity
Account Settings

UserMenuMgmt

(o z T - =

2.8 Reports:
This module is used to generate Institute and program wise reports of all types.

2.8.1 Hostel details: This module shows the capacity in the hostel, number of hostel seats granted,
number of students who paid fee for the hostel and the number of seats left in the hostel. This report
gives separate report for boys and girls. The number of seats granted means the number of students

who have been selected and who have paid the fees.

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
Home Hostel Details
Admissions A Granted :: Limit :: Fee Paid :: Seats Available
Form Track
Applications
Basket

Registration
Interview

Admissions

Xl Marks Updation

Reports

Hostel Details
Interview wise analysis reports

Report Form Download Error

Userwise Form Entry PS.:
1. Granted : Students have been selected and granted hoste

Userwise Registrations
g 2. Fee Paid : Students have paid full/partial hostel fees.

Download Form Not Received

Print Report || Close wind
Cross Session Cons. Report 0se Window

Cross Session Cons. Report (A)

Consolidated Hostel Count
Hostel List

Full Academic Fee Paid
Partial Academic Fee Paid
Academic Defaulters
Complete Scholarship List
Registration Analysis
Enrolled - Course Change

Enrolled - Name Change

State Analysis v
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2.8.2 User wise form entry:
The performance of users can be monitored through this module. This module gives a month wise

report of application forms entered by all the users.
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2.8.3 User wise Registrations:
This module gives a month wise report of application forms registered by all the users.
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Enrolled - Course Change

Enrolled : Name Change

State Analvsis j

Done & Internet Y- H00% -

Page 38 of 63




2.8.4 Download Form not received:
This module gives a comprehensive view of the forms which were downloaded however were not
received at our end.

AMI I Y Gurgaon (Manesan) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
INTVERCTTV Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) v
UNIVERSITY
Home Download Form Not Received
Admissions A
Form Track Fom Campus File
Sho| OO [ Name Program Address Mobiile
Applications
Basket onin A76 Govind Vihar
1 5123493 Noida E Chinhat, , Lucknow - 9558313115 || View
Registration ngineering 207108
Inte W
nterview —
Admissions 2 | 5210509 Noida Mathematics - 9818486490 | View
Xil Marks Updation (Pan Time)
Reports PRDin
; 3 5210645 Noida Chemistry (Part |, , - 9818486490 | View
Hostel Deails e
Interview wise analysis reports PhD
in .
Report Form Download Error 4 | 5210882 Noida ropoiony - 0818486400 [ View
User Fo Ent;
serwise Form Entry oo
Userwise Registrations 5 | 5212838 Noida Mznagement .- 9935202211 | View
Download Form Not Received (Part Time)
Cross Session Cons. Report PR.DIn
6 5212878 Noida Management L 9810541018 || View
Cross Session Cons. Repart (A) (Part Time)
Consolidated Hostel Count
PhDin
Hostel List 7 | 5214080 Noida Psychology (Part | .- 2668069 View
Full Academic Fee Paid
Partial Academic Fee Paid PRDIn
Academic Defaulters 8 5214457 Noida Management L 9988821479 | View
(Part Time)
Complete Scholarship List
Registration Analysis PRDin
9 | 5214800 Noida Management - 9811792719 | View
Enrolled - Course Change (Part Time)
Enrolled : Name Change PhODIn
State Analysis v 10 5226263 Noida Management L 9650695319 || View
— (Part Time)

2.8.5 Cross Section Cons Report (A):

A consolidated report for last 3 years admission can be generated in this module. This report is
generated Institute and program wise. It shows number of application forms registered, number of
students appeared for the interview , number of students selected, number of students who have paid
the fee and number of students who have withdrawn from a program. This helps in a detailed analysis
and takes effective measures to increase the number of admissions.

Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 v

Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) ~

Admissions.

Form Track
Applications Amity Business School, Gurgaon (Manesar)
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Registration 2 |eEa of 240 s04| o 1se| 222) o 10| 1e3| o 2| s8] o 3 o o 2 o o 1] o
Interview 2 |BBA-Banking & Finance of 471 o] of 2 o of 2 of of o of of of o of of o o o o
Admissions 4 [meA of 13| 50| o go| 1or| o e e[ o 44 3| o 2 o o o o o 2 o
Xl Marks Updation 5 |MBA- AgiBusiness of 3] 7| o 1| 3 o 1 1 of o o o o o o o o o o o
Reports 6 |MEA-Banking & Finance o 183 264| o 104 126| o e e o a7 2 o 3 o o o o o 3 o
Hostel Details 7 |mBA-EFT of 27| 30| o 20| 24 o g 22| o 4 m of o o o o o o o o
. MBA - Execttive (for
Interview wise analysis reports & |Goning iy of s o o s o o s o o 1 o o o o o o o o o o
Report Form Download Error
MBA - Hospital and
Userise Form Entry e ol 1| 27| of 11| 1| o o | o 2 o o o o o o o o o o
Userwise Registrations 10 |MBA-HR of o1 122 o s0 & of 4| e| o 28 22| o 2 o o 1 o o 1 o
Dounioad Form Not Received 11 [mea-1B of 43| 47| o 26 a| o 25| 2| o e o o o o o o o o o o
Cross Session Cons. Report 12 |MBA-MaS of 4s] eo| o s = o a| s of 8] 1w of 1] o of 1] of o of o
Cross Session Cons. Report (A) 13 [mBasPT of o 4 o o 4 o o s o o 2 o o o o o o o o o
Consolidated Hostsl Count 14 [MHA of 18] 2| o 10 o2 of 10| 2 of 4 8 o o o o o o o o o
Hostel List swTotal| 0 875 1066) o0 s3] 674| o sm| s61) o 199 188) o n| o o 4 o o 7 0
Full Academic Fee Paid Amity College of Commerce, | 511 | 2013 | 2012 | 2014 | 2013 | 2012 | 2014 | 2013 | 2012 | 2014 | 2013 | 2012 | 2014 | 2012 | 2012 | 2014 | 2013 | 2012 | 2014 | 2012 | 2012
‘Gurgaon (Manesar)
Partial Academic Fee Paid
15 [B.Com. (Hons) of 28| 67| o 87| 12| o 77| 101 of 77| 44| o s o o 2 o o 3 o
Academic Defaulters
16 |[MCom of 6] o o 11| o o 1| of o & o o o o o o o o o o
Complete Scholarship List
SubTotal| 0 204| 167| o 198 128 o 18] 11| o es a4 o s o o 2 o o 3 o
Registration Analysis pore
Enrolled - Course Change b vty College of Nursing, 2014 | 2013 | 2012 | 2014 | 2013 | 2012 | 2014 | 2013 | 2012 | 2014 | 2013 | 2012 | 2014 | 2013 | 2012 | 2014 | 2013 | 2012 | 2014 | 2012 | 2012
Enrolled : Name Change 17 |B Sc. - Nursing o 81| 52 o 65 aa o| 63| a2 0| 38 27 0 1 0 0 1 0 0 0 0
State Analysis v =
v 1g |fostBasicBsc. of 7| s o s 3 o s 3 o 4 2 o o o o o o o o o

2.8.6 Consolidated hostel count:

Gender wise details of occupants in the hostel can be generated from this module. This also shows
number of students who were granted hostel however they did not pay the fee.
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Enrolled : Name Change 17 MEA - M&5 NAC Boys 5 3
. - |18 MEA - M&S NAC Girls 1 1
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2.8.7 Hostel List:
This module helps in finding out program wise details of students residing in the hostel at one glance.
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2.8.8 Full Academic fee Paid:
This module gives program wise details of the students who have paid full academic fee. This list does
not include withdrawals if any
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Academic Defaukers 8 MBA-GGN/2013/N5/1047 Mr AMANDEEP SINGH Sunday, June 30, 201
Complets Scholarship List g MEA-GGN/2013/N5/1055 Ms BHAWNA BALDUA Monday, April 15, 201
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2.8.9 Partial Academic fee Paid:

This module gives program wise details of the students who have paid partial academic fee. This list
does not include withdrawals if any. We accept partial fee only after approval from Head, Admissions
however the details in this module are mostly of those students who applied for a course change and
haven’t paid their dues.
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2.8.10 Complete Scholarship List:

This module gives a complete list of students eligible for scholarship along with their fee status. The
report can be generated on the basis of scholarship granted, fee paid and summary of granted- fee paid
students.
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2.8.11 Registration Analysis:

This sub module helps in analyzing the program wise registrations done. The fields in the report are
S.No, Program name, commencement date, Academic fee fully paid, profile entered, registered, fully
paid but not registered and enrolled students.
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Reportz - -
Hostel Detaile Program gn;;rémem:ement :;:demfc E;:El:d Registered :z::l?:l:tald
Interyi vize analysis reports ol et SEIGEEL
Report Form Downlead Error G u I'g aon ( Ma nesa I') Ca m p us
Userwize Form Entry ABSM
Userwise Registrations 1 BBA Aug 30 2013 45 48 48 1 48
Downlead Form Not Received 2 EBA - Banking & Finance Aug 30 2013 9 9 9 0 9
Cross Seszion Cons. Report 3 MBA Aug 30 2013 42 42 42 0 42
Cross Session Cons. Report (4) 4 MBA - Banking & Finance Aug 30 2013 34 34 34 o] 34
Conzolidated Hostel Count z A2t = BT RUE Y DEE a a a E a
Hostel List 5 mg’:ﬁ;:ﬁiﬁjga' and Healthaare | 1 30 2013 3 3 3 o 3
Full Academic Fee Paid 7 MBA-HR Aug 30 2013 21 21 21 0 21
Partial Academic Fee Paid 2 MBA - IB Aug 30 2013 = = = 0 =
Academic Defautiers 3 MBA - M&S Aug 30 2013 15 15 15 0 15
Complete Scholarship List 10 MHA Aug 30 2013 4 4 4 0 4
Registration Analysis Total 187 186 186 1 186
Enrolled : Course Change ACCM
Enrolled : Hame Change 11 B.Com. (Hons.) Sep 2 2013 72 71 71 1 71
State Anahvziz j 12 M.Cem Aug 30 2013 5 5 5 0 5

Dane & Internet Vg v | ®I00% <

2.8.12 Enrolled- Course Change:

This module gives complete details of students who applied for course change and their requests were
approved. The remarks are extremely important while changing a course to avoid any discrepancy in
later stages.

AM I I Gurgaon (Manesar) v PLEASE SHLECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 W
NIV T Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) ~ Set Year
UNIVERSITY > =

Home Enrolled : Course Change Detail.
: ge ils
Admissions A
Form Track SNO Enroliment No Name m Remarks
Applications 1 A50204112011(Ms SWENA Oid New Year back student, course change approved by PVC
NAYYAR Inst. ABM Inst. ABM maam
Basket T
Course B.Tech. - Biotech  Course 8:5c (Hons) -
Regisiration i Biotech
Interview ActualiChange From Sem. ~ 3/3 . _Mew Sem _ 3
Agdmissions Last Bill No — - Adstment . LI
Acounted True Adj. Status ni
X1l Marks Updation =
Reports 2 A50434712001|Ms ANNU o New | |APPROVAL FROM COL SP SINGH
epo; . i
’ GAUTAM Inst ASCOM Inst ASCOM
Hostel Details Course MJEMC Course MJEMC
Interview wise analysis reporis ActualiChange From Sem.  0/0 _NewsSem 0
Report Form Download Error Last Bill No . 0 . _Adjustment — o .
Userwise Form Entry Acounted False Adj. Status il
Userwise Registrations 3 A50105310015 | Mr KASHISH ol T New Mail from Pallavi Gupta
PUNIYANI i
Dewnload Form Not Received Inst. . - ASETM st B ASETM
Course BTech -IT Course B Tech. - CSE
Cross Session Cons. Report ActualiChange From Sem. /1 New Sem 1
Cross Session Cons. Report (A) emine H = 7M|u‘stmenl = e
Consolidated Hostel Count Acounted True Adj. Status Less
Hostel List 4 A50105210016 | Mr ABHISHEK Oid 1 New |COURSE CHANGE NOT REFLECTING SINCE
Full Academic Fes Paid SOLANKI Inst. ASETM Inst. ASETM JOINING
Partial Academic Fee Paid Course BTech -IT VCDLITEE B Tech - CSE
. ActualiChange From Sem. 33 New Sem 3
Academic Defaulters i — i i e = s
Complete Scholarship List st BAl o Adustment L
i " Aownied  Tve  AdSmws  lLess ;
Registration Analysis 5 A50105310019|Mr AMANT KUMAR oid T New -
Enrolled : Course Change Inst ASETM Inst ASETM
Enrolled - Name Change Course o B.Tech.-IT Course o B.Tech. - CSE
State Analysis v ActualiChange From Sem.  4/4 _New Sem 4
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2.8.13 Enrolled- Name change:

This module gives a complete history of changes made in the name of students. The changes are done
only when there is a typing mistake after seeking approval from Head, Admissions. No changes are
made if the mistake is not from user end.

AMITY
AM I I X Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 v
TR TG O T Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) v Set Year
‘ ONIVERSITY e
Home o Enrolled : Name Change History
Admi
missions SNO | Enroliment No Reg. No. Old Name New Name Old Father Name | New Falher Name [
Form Track 1 B.Tech (MBAE) Mr SHUBHAM CHANDRA DWIVED! | Mr SHUBHAM No Change No Change Wrongly Entered by Mistake-
Applications -LKOI2008/NSH222 DWIVEDI Proof Verified
Basket 2 MBA- CIBCWI2010/NS/027 | Ms SHIBANI GOGDI Ms SHIBANI GOGOI | No Change No Change Wrongly Entered by Mistake-
Registration Proof Verified
Interview 2 M. A - Advertising & Marketing | s CHAKRAVARY SUDESHNA | Ms CHAKRAVARTY | No Change No Change Wrongly Entered by Mistake-
Management/2010/NS/1022 KARTICK SUDESHNA KARTICK Proof Verified
Admissions SUNANDA
Xl Marks Updation a B.Sc - Fashion Ms ANKITA UUPTA Ms ANKITAGUPTA | No Change No Change Wrongly Entered by Mistake-
Reports Design2010/NS/1015 Proof Verified
Hostel Details 5 LLM (ITEL)/2010/NS#1003 s PRANJALI PRABHAKAR Ms PRANJALI No Change No Change Wrongly Entered by Mistake-
PRABHAKAR PRABHAKAR Proof Verified
Interview wise analysis reports
Report Form Downioad & 6 MEA - HM/2010/NS /1081 Ms YERAMANENIL POOJTHA | Ms YERAMANENI | No Change No Change Wrongly Entered by Mistake-
eport Form Download Error POCUTHA Proof Verified
Useniise Form Entry 7 MBA - HR/ZOT0INS/ 1240 NS SHEETAL CHOUDHRY Ms SHEETAL No Change No Change Wrongly Entered by Mistake-
Userwise Registrations CHOUDHARY Proof Verified
Download Form Mot Received ] MCA/2010/NS/1223 Ms NISHA GUPTA Ms MISHA GUPTA No Change No Change Wrongly Entered by Mistake-
Cross Session Cons. Report Proof Verified
Cross Session Cons. Report (A) 9 BEA - M&SI2010/NS/120 Mr SOURABH VAISHYA Mr SAURABH No Change No Change Wrongly Entered by Mistake-
VAISHYA Proof Verified
Consolidated Hostel Count
10 BTecn - ECE/2010/NS/1846 | Mr SYNJOT KOHLI MrSUNJOT KOHLI | No Change No Change Wrongly Entered by Mistake-
Hostel List Proof veried
Full Academic Fee Paid 11 B.Tech. - Electrical & Electronics | Mr ANAND BHARDWWAJ Mr ANAND No Change No Change Wrongly Entered by Mistake-
Partial Academic Fee Paid Engineering/2010/NS/1042 BHARADWA Proof Verified
Academic Defaulters 12 B.Sc.-FD& Ms SHWETA AGARAWAL Ms SHWETA MR SYAN SUNDER | MR SHYAM Wrongly Entered by Mistake-
Complete Scholarship List T-LKOI010/NSH053 AGARANAL AGARWAL SUNDER AGARWAL | Proof Verified
Registration Analysis 13 BEAR010/NS/1360 s TASMIN ANJUM MS YASMIN ANJUM | No Change No Change Wrongly Entered by Mistake-
Proof Verified
Enrolled : Gourse Change
14 B.Com. LLB. (HY2010/NSI177 | Ms MAYANGLAMBAM CHANU Ms MAYANGLAMBAN | No Change No Change Wrongly Entered by Mistake-
Enrolled : Name Change LINTHONGAMBEE CHANU Proof Verified
State Analysis v LINTHOINGAMBEE

2.8.14 State Analysis:
This module, gives a detailed report of fee paid students state wise. This helps in knowing the weak
and the target states, to get more and more admissions.

/j AMITY Intranet - Windows Internet Explorer !EH

@,:/.v |§ https amizane, net. j@ *1 (X ‘ R

Fil= Edit Wew Favorites Todls Help

QFavorites {,:‘3 - 2| -

— = »
& AMITY Intranet | | M - B - (=) o= - page - Safety - Took - (@

AMI I ! ERSEENRGENEIOIRA|  pI EASE SELECT THE TNSTITUTE TO CONNECT THE INTRANET OF THAT TNSTITUT 2013 =

Nl\rlil\}hll \ Amity Business School, Gurgaon (Manesar) (ABSM) -

Cross Session Cons. Report 4 State Analysis Report : Paid Students

Cross Session Cons. Report (4)

Campus : | Admission Year : 2013 | State : Haryana

Consolidated Hostel Count
Hostel List

Full Academic Fee Paid
Partial Academic Fee Paid
Academic Defaulters
Complete Scholarship List
Registration Analysiz
Enrolled : Courze Change
Enrolled : Name Change
State Analysis
Duplicate Admissions
Student Blocked History
Blocked Students

Cast Wize Report

Marks wiize report

Consolidated Lateral Report

Date Expire Interested Cand.(z)
Withdrawal

Lateral Admiszions

1.
Done 6 Inkernet ¥g - +. 100% =
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2.8.15 Cast wise Report:

This module helps in generating cast wise report of the students who have paid the fee. This list also
excludes withdrawals. These reports can be utilized in case of inspections from various governing
bodies like UGC, NAAC etc.

/= AMITY Intranet - Windows Internet Explorer ln

@.:/.v |g, https amizone.net; ﬂ@ || X | 2

File Edit Wiew Favorikes Tools  Help

E}Favorites 3:‘?, - & -

& AMITY Intranet ‘ | 3 - B) - [ dh - Page - Safety - Tooks - @~

3

o
AMI I 1 SECEENRGENCEIIN|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 -

l'NI\rk}\)hl'l‘\ Amity Business School, Gurgaon (Manesar) (AESM)

ion Cons. Report j 457 MBA - IE (Feb) 2013 1 1] 1] a 3
ession Cons. Report (4) 458 MBA - IE (Sep) 2013 3 0 0 0 3

Conzolidated Hostel Count Amity Institute of Information Technelegy, , Gurgaen {Manesar)

Hostel List 458 B.Sc. - IT 2013 21 7 1] a 28

Full Academic Fee Paid 460 BCA 2013 27 2 1 0 30

Partial Academic Fee Paid 461 MCA 2013 [ 5 1 1} 12

Academic Defaulters Amity Institute of Information Technelegy, Jaipur

Complste Schelarship List 482 B.5c. - IT 2013 5 il 0| 0 6

Registration Analyzsis 463 BCA 2013 5 [ 0 1} 11
464 MCA 2013 8 7 1 2 18

Enrollzd : Courss Change

Amity Institute of Microbial Technolo Jaipur
Enrolled : Mams Changs Y ay: P

465 M.Sc. - Industrial Microbiclogy 2013 [ a 1 a 7
State Analyziz

Amity Institute of Nanotechnology,Gurgaon ( )
Duplicate Admizsions

4166 B.Tech + M.Tech. - Manotech(Dual) 2013 a 2 1] a 2

Student Blocked History
Amity Law School, Gurgaon (Manesar)
Blocked Students

) 467 B.A.LL.B (H) 2013 52 13 1 o 66
CestWise Report 468 B.Com. LL.B. (H) 2013 36 5 o 1 4z
Marks vise report 458 |BBALLE. [H) 2013 0| s o o 55
Conz=olidated Lateral Report 470 LM 2013 5 0 2 0 3

Date Expire Interezted Cand.(z) Amity Law School, Gwalior
Withdrawal 471 |B.ALLL.E (H) 2013 21 al o o 25
Lateral Admizsicns j 472 B.Com. LL.B. (H) 2013 3 o o o 3
Done & Internet Voo H00% -

2.8.16 Marks Analysis:

This sub module generates institute wise report for analysis of marks of the students admitted in a
particular program. A range has to be defined and report has to be generated. This report is also
helpful for inspections from various governing bodies like UGC, NAAC etc.

Use of this sub module (add slide): Select the institute, admission year, student status, UG/PG,
category and the range of marks.
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AMI I Gurgaon (Manesar) Vv PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

‘O‘I'Nl\'l‘l"%l’l‘&'
L f IO

Marks Analysis Report

Interview wise analysis reports A
Report Form Download Error Admission Year

Userwise Form Entry Student Status

Userwise Registrations

Student Class Al A4
Download Form Not Received
Category Al v
Cross Session Cons. Report Marks Range
Cross Session Cons. Report (A) Iz| 0 [0/NA]
Consolidated Hostel Count M |0.01 To|69.99
Hostel List E 70.00 To|74 99
Full Academic Fee Paid M | 75.00 To|79.99
Partial Academic Fee Paid 1 |e0.00 To|87.99
Academic Defaulters 1 |ee.00 To|92.99
Complete Scholarship List |:| 93.00 To|100.00
Registration Analysis les To|89.99
Enrolled - Course Change Ols0 To|100
]
Enrolled : Name Change 0 T
0

State Analysis
) nsfruction : You can put marks range for blank
Duplicate Admissions boxes as per requirement and check the checkboxes.
Student Blocked History
Blocked Students

Cast Wise Report

Marks wise report
Consclidated Lateral Report
Date Expire Interested Cand.(s)
Withdrawal
Lateral Admissions

‘Change of Name / Course
v

Configuration

AMITY Intranet - Windows Internet Explorer

@\_‘tv |g, https: amizone, net, ﬂ@ *2|| % | B~

File Edit View Faworites Tools  Help

i‘fFavnritEs j;’ L - -

o S »
(& AMITY Intranet | | 5~ Bl - [ @& - Page~ Safety - Took~ @~

AMI SCELDNGENCEIIA|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 -]
ITINTVEDRCTT Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) -
UNIVERSITY = Lcuraaon | {

sion Cons. Report Marks Analysis Report

Cro;

S

Cross Se==ion Cons. Report (&)

Total

Consolidated Hostel Count

Hostel List [NS
Category]
Full Academic Fee Paid

Partial Academic Fee Paid BBA

Academic Defauliers

Complete Schelarship List S::k;ng a
Registration Analysis Finance
Enrolled : Course Change
MEA
Enrolled : Name Change
State Analysis MBA -
Duplicats Admizsions B_anklng &
Finance
Student Blocked Histery
Blocked Students MBA - EFT
Cast Wize Report
) MBA -
Marks wise report Executive (for
e ral Be working
Consclidated Lateral Report | | Frafers wrElT

Date Expire Interested Cand (s)

MEA -
Withdrawal Hospital and
Healthcare
Lateral Admizzions J Management
-
Done & Internet Gh v H00% -

2.8.17 Consolidated Lateral Report:
This module gives a consolidated report on the lateral admissions.
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Gurgaocn (Manesar) :l' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 :l'

Set Your Campus Amity Business Scheool, Gurgacn (Manesar) (ABSM)

Cross Session Cons. Report ﬂ Consolidated Lateral Report
Cross Session Cons. Repert (&)
Consclidated Hostel Count Sno|Registration Number  Name of student Qualification |Semester Marks(G)
Hostel List & Tech. - ECE wh i 1
Tech. - - N Xth:
Full Acacemic Fee Paid 1 Gen2012/ns/3/Les  Mr FUNEET GURTA o cam .
GEM
Partial Academic Fee Paid
Academic Defaultera ¥th:1
Stream @
I te i i E.Tech. - ECE- Mr. DUSHYANT y
Compkete Scholarship List 2 |GGN/2012/NS/3/L06  SHARMA GEMERAL
. . . KIlth : 1
Registration Analysis Stream :
Enrolled : Course Change SCIENCE
Enrolled : Name Change wth @ I
B.Tech. - ECE- T A
A . 3 : NS AT Mr. SHIVIN SHARMA | Stream @
State Analysis GGN/2012/NS/3/L07 GEMERAL
Duplicate Admissions KIIth @ 1
Student Blocked History - - wih -
¢ S aos  Mr ASHISH S
Blocked Students d A= Stream :
B GEMERAL
Cast Wise Report
§ = B.Tech. - CSE- Mr. JASMEET SINGH ¥th I
Marks wise report ®  |GGN/2012/NS/3/L0S  |SURL Stream :
Consolidated Lateral Report GENERAL
Date Expire Interested Cand.(g) B.Tech. - CSE . R ¥th: I
& |Gen2012/ng/a/Lin M TANYA CHAWLA o oam
Vithdrawal SENERAL
Lateral Admizzions - B.Tech. - CSE- Ms. AMNNI
ﬂ Y laaEN/2n12/NS/R0 11 BHARG

Done 0 Internet

2.9 Withdrawal:
This module deals with refunds/withdrawals.

- | ®100% -

(Gurgaon (Manesar) v

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Amity Business School, Gurgaon (Manesar) (ABSM) b

' ONIVERSITY
o
Admissions

Student Withdrawal Form

Form Track

Enter Enrollment No. :

Applications Enter Registration No. :

Basket Enter Form No. :
Registration

| [ 1f not Enrolled ]
| [ 1f not Enrolled ]

Interview
Admissions
XII Marks Updation
Reports
Withdrawal
Withdraw Entry
Withdrawal List (New Adm.)
Withdrwal Letter
Lateral Admissions
Change of Name / Course
Configuration
Wise Activity
Account Settings

UserMenuMgmt

2.9.1Withdraw Entry: The user is required select the Institute name for which withdrawal needs to be
processed. Then enter detail(s) of the student for whom the withdrawal is to be processed. The user is
can either enter Enrollment number or registration number or form number. Once the details are
entered, click Find. (add example slide)
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A window pops up in which the date of withdrawal (usually the current date) and detailed remarks are
entered. Click withdrawal. The name of the student moves to the withdrawal letter.

2.9.2 Withdrawal list (New Adm): This module contains institute wise list of students withdrawn
from a program.

Gurgaon (Manesar) PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014

Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) hd

Home

BA MBA- MBA- | BBA- Ph.Din PhDin MBA-
Admissions MBA| MBA- Mi i . Ph.Din Ph.Din
i MBA- | MBA-3 MBA| (H) |Hospital Banking| Executive (for|
MB - | Age BBA| MBAEPT(MHA| -
Form Track -B Insurance| Continent| -HR] Liberal| Healthcare & (Part Time) (Part Time) ‘working
M&S| Business| EFT {Jan) ({July -
Applications Arts Finance| Finance| (Jan) {Jul)
Basket Admission Year - 2014 v
Registration No Witharawal student found
Interview
Admigsions
XII Marks Updation
Reports
Withdrawal
‘Withdraw Entry

Withdrawal List (New Adm.}
Withdrwal Letter
Lateral Admissions
Change of Name / Course
Configuration
WMisc Activity
Account Settings

UserMenuMgmt

2.9.3 Withdrawal Letter (Change Slide): Once a student is withdrawn from the program, a letter is
to be generated. This letter has the detailed rules/policies required to process a withdrawal. The letter
is addressed to the respective Director/HOI/ Program Coordinator, Registrar and Head, Admissions.
Take a print of the letter; get it duly signed by the above mentioned authorities and file.

Once a student is withdrawn from a program, all the details are removed from the system and cannot
be restored. Hence, ensure the name of the student before proceeding withdrawal.

MI I y PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

I D AT Amity Business School, Gurgaon (Manesar) (ABSM)
NIVERSITY

WITHDRAWAL LETTER GENERATION
Admissions No Recorts Found!

Form Track

Applications

Basket

Registration

Interview

Admissions

Xl Marks Updation

Reports

Withdrawal
withdraw Entry
withdrawal List (New Adm.}
Withdrwal Letter

Lateral Admissions

Change of Name / Course

Configuration

Mise Activity

Account Settings

UserMenuMgmt
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2.10 Lateral Admissions: Amity offers great opportunity to students to transfer into the Third/Fifth
semester of few programs. The website is www.amity.edu/lateral

For all migration/lateral admissions, a separate series of application forms is used and so is the
module.

2.10.1 List of Applicants: Choose the admission year, click add more and click submit. Fill in all the
details and click submit.

Ly MI I y PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
JUNTVERSITY Amity Business School, Gurgaon (Manesar) (ABSM) ~

Home

Lateral Admission Year : [2014]v

Admissions Add New
Form Track
Applications
Basket

Registration
Interview
Admissions
XII Marks Updation
Reports
Withdrawal
Lateral Admissions
Lateral Admissions
Lateral Admissions Details
Lateral Downloads Details
Change of Name / Course
Configuration
Misc Activity
Account Settings
UserMenuMgmt

2.10.2 Lateral Admission Details: This module gives year wise, comprehensive view of all the lateral
applicants.

: AMI I PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

JUNIVERSITY Amity Business Scheol, Gurgaen (Manesar) (ABSM) ~v

Home

Lateral Admission Details

Admissions
Form Track
Applications
Basket
Registration
Interview
Admissions
XII Marks Updation
Reports
‘Withdrawal
Lateral Admissions
Lateral Admissions
Lateral Admissions Details
Lateral Downloads Details
Change of Name / Course
Configuration
Wisc Activity
Account Settings

UserMenuMgmt

psi//admiss .amizone.net/A ssions/reports/LateralD: sp |

2.10.3 Lateral Downloads details: This module gives details of all the application forms that have
been downloaded for lateral admissions.
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Gurgaon (Manesar) Vv PLEASE SHLECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

JUNIVERSITY Amity Business School, Gurgaon (Manesar) (ABSM) v

H
Admissions

Lateral Download Details 2014

Form Track

Applications

Basket

Registration

Interview

Admissions

XII Marks Updation

Reports

Withdrawal

Lateral Admissions
Lateral Admissions
Lateral Admissions Details
Lateral Downloads Details

Change of Name / Course

Configuration

Misc Activity

Account Settings

UserMenuMgmt

2.11 Change of Name/Course:
The sub modules are student name change and student course change.

2.11.1 Student Name Change:

This sub module deals with change of name of the student after selection. The changes are done only
when there is a typing mistake after seeking approval from Head, Admissions. No changes are made if
the mistake is not from user end.

- M ITY | Curgaon (Manesan | PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 /|

I TINTUR D AT TV Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) v SetYear
J UNTVERSITY : peT—
Home Student Name Change
Admissions

Form Track Ewobmentto |
Appiications Fomio ]

Basket

Regisiration
Interview

Admissions

Xl Marks Updation

Reports

Withdrawal

Lateral Admissions

Change of Name / Course
Student Name Change
Studeni Course Change

Cenfiguration

Misc Activity

Account Settings

UserMenuMgmt

2.11.2 Student Course Change:
This module deals with course change of students after selection and also for year back students.
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g AMITY

UNIVERSITY

Gurgaon (Manesar) v
Set Your Campus

PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

Amity Business School, Gurgaon (Manesar) (ABSM) v

Admissions

Form Track

Student Course Change

Applications

Basiel

Registration

Interview

Admissions

Xl Marks Updation

Reports

Withdrawal

Lateral Admissions

Change of Name / Course
Student Name Change
Student Course Change

Configuration

Misc Activity

Account Settings

UserMenuMgmt

2.12 Configuration: The way amitranet is set up, or the assortment of sub modules that make up
amitranet is defined in configuration module like scholar cut off, interview cut off, admission cut off,
academic fee, hostel fee etc.

2.12.1 Scholar cut off: This module is defined to set scholarship percentages both for under graduate
as well as post graduate programs in which scholarship is offered. Once the cut off is run, all the
applicants eligible for scholarship move to Scholarship List module explained above.

AM ITY | Gurgzon (Manesan v | PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE (2014 v
N l \"' l: I\’ S l'l\l _Amity Business School, Gurgaon (Manesar) (ABSM) ~
s Scholar Cutoff
Admissions ~
o ok Incission Curafs Adission Leters Admission Year _Admission Fees
- Interview Cutoffs| [Interview Letters |ntenview Members|Course Names
Applications
Enter Cutoffs
Basket
Registration Please enter the cutoff percentages in the respective boxes below and press required "Button™
Interview Passing Year
Admissions
XII Marks Updation Course X Marks m Xl Avg Grad Avg  Check
Reporis
Withdrawal MEA ‘0 ‘ ‘U | |O | ‘D ‘ g
Lateral Admissions [ B (TETEINE BIETE8S lo | o e o .
Change of Name / Gourse MEA- Marketing & Sales B [ e o o O
Configuration MBA - Agri Business B [ o o o O
Scholar Cutoffs
Pendin saa lo P B Pl =i
g Scholar Cutoffs
Interview Cutofis MR EEE s PR ‘0 ‘ ‘D | |D | ‘D ‘ L]
Pending Interview Cutoffs Master of Hospital Administration ‘0 ‘ ‘I] | |D | ‘D ‘ I:l
Admission Fees [Academic] MBA-HR ‘0 ‘ ‘I] | |D | ‘D ‘ D
Admission Fees [Hostel] — e ( Full Time) ‘0 ‘ ‘IJ | |D | ‘u ‘ O]
Admission Cutoffs
Admission Letters ER (AT A ‘0 ‘ ‘D | |D | ‘D ‘ L
Scholarship Letters MBA - Hospital and Healthcare [o [ o o "o .
Add & New Course MEA - Banking & Finance o [ o o B | m
Add a New Institute -
acd X1 Subiect BEA - Banking & Finance B [ o o "o .
Add Cutoff Subject Ph.Din Management (Jan) o | o [Tl [ o ]
Add Checkist ' Ph.D in Management (Part Time) (Jan) o [ o "o o L

2.12.2 Interview Cut off: This module is defined at the beginning of every admission year. The
intervie cut off is set keeping in mind the eligibility criterion for each program. For example, the
eligibility criteria for B.Tech ECE is PCM min 60% at 10+2 level however no criteria for Class X is
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defined. So Class X percentage can be set as 40, keeping in mind, the average students and for Class
X1 is 60%. Once the interview cut for B.Tech ECE is run, all the applicants qualifying the above
criteria, becomes eligible to sit for the entrance test while others can be offered basket courses.

AM I I ! Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 v

UNIVERSITY AMity Business School, Gurgaon (Manesar) (ABSM) v

A Interview Cutoff

Admissions

Form Track [ ion Cutoffs [Admission Letters [Admission Year | jon Fees
Applications Interview Cutoffg] interview Letters interview Members [Course Names
Basket Program Name ‘Ss\em v‘
Registration Enter Cutoffs

Interview MBA 2014

Admissions . .
Please enter the cutoff percentages in the respective boxes below and submit

X1l Marks Updation
If marks of a qualification is not to be considered Leave it blank.

Reports

Withdrawal xi GIPG Prequal ~ Prequal ~ Prequal ~ Prequal |
Calegory -~ X Marks Check|

Lateral Admissions Xl Avg Xl PCM XIPCB ~ Grad Avg PG Avg (MAT) (€cAn (GMAT) (XAT) |

Change of Name / Gourse cored | | | jlor ]| | ffor v I | | | [ =
Configuration fe PR SRR S ) o
Serolar Cutofis Sooumi | | Jlor vl | Jlor vl i | | | |
Pending Scrolar Cutofts Eee | | | E| | Jlor V]| | | | | |

Interview Cutoffs

Penaing nterview Gultors Resicent | | | || | Jlor v H | | |

Admission Fees [Academic] Indgns

cmission Fees [Hostel Foreign | I I o~ 0 e vl W | I | |

|
Admission Cutoffs - ANEEE-OP | H H ‘| H | ‘ H H H H |

e #scs | I | I | =ma I | | =~ [ | | |

Scholarship Letters O
Add a New Course | Update Interview Eligibility
Add a New Insfitute

Add X1l Subject

Add Cutoff Subject

Add Checklist v

"aE § o oE

2.12.3 Admission Fees (Academic): This module defines the breakup of the academic fee of all
program, for the defined tenure. The fee entered here is linked directly with the admission offer letter
published on student micro site.

Y Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014

TV
) UNIVERSITY Amity Business School, Gurgaon (Manesar) (ABSM) v

Home

Regular Fee Setup
Admissions. A <
Form Track Admission Year :  [2014
Applications Select Course  :  [-Select Course— ~]
Basket
Registration Note :- For PHD fee setup, do not include registration amount 10,000.00 along with 1st semester fees. It will auto come at admission letter and first fee collection.

Interview
Admissions
X1l Marks Updation
Reporis
Withdrawal
Lateral Admissions
Change of Name / Course
Configuration
Scholar Cutoffs
Pending Scholar Cutoffs
Interview Cutofis
Pending Interview Cutoffs
Admission Fees [Academic]
Admission Fees [Hostel]
Admission Cutoffs
Admission Letlers
Scholarship Letters
Add a New Course
Add a New Institute
Add XII Subject
Add Cutoff Subject
Add Checklist v

2.12.4 Admission Fees (Hostel) (Change Slide): The hostel fee is defined in this module which again
is linked directly with the admission letter published on the student micro site.
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Y AM ITY | Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE I IO 2014 v |

Amity Business School, Gurgaon (Manesar) (ABSM) ~
UNTVERSITY

Home Regular Hostel Fee Setup

Admissions ~
Form Track Select Campus  : [ Select Campus —| v |
Applications
Basket

Registration

Interview

Admissions

X1l Marks Updation

Reporis

Withdrawal

Lateral Admissions

Change of Name  Course

Configuration
Scholar Cutoffs
Pending Scholar Cutofis
Interview Cutofis
Pending Interview Cutoffs
Admission Fees [Academic]
Admission Fees [Hostel]
Admission Cutoffs
Admission Letters
Scholarship Letters
Add a New Course
Add a New Insfitule
Add Xl Subject
Add Cutoff Subject
Add Checklist v

2.12.5 Admission cut off: This module is defined to set the cut off after the applicant completes the
interview process. The criterion set is based on the average marks scored so that more and more
applicants get through. In case of MBA programs, GD marks are also taken into consideration.

AM I I i Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 v
T Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) v Set Year
UNIVERSITY : [ setvea

A Admission Cutoff

Admissions
Form Track lﬁdmm Cutoffs lﬁdmissiun Letters lem YYear Wmﬁsbﬂ Fees
Appiications Interview Cutofrs| interview Letters _ intenview Members [Course Names
Basket Program Name : [ Select |
Registration B
Interview MBA 2014
Admissions 5 5
Please enter the cutoff percentages in the respective boxes below and submit
Xl Marks Updation
If marks of a qualification is not to be considered Leave it blank.
Reports
Withdrawal c X Marks o ore GKWE GD Int Cfledi
Lateral Admissions Xl Awrg i PCM XIPCB @ Grad Avg PG Avg |
Cnange of Name/ Course o | | Jlor ]| | Jlor vl | I | | =
Configuration | T H T S S Terrrreemeeen ER
Scholar Cutofts [ | | Jlor || i Jlor ]l i | | | =
rra s e o M Mo N 0 O
nterview Cuto T 5 S S PO e e e ey P ————— R,
“Non B H H H H H H H
7 I I =
Admission Fees [Academic] Jndians H T e o
Admission Fees [Hostel] - Foreign | ‘‘‘‘‘‘ H H — ‘l H ‘‘‘‘‘‘ H ‘ D
Admission Cutoffs ‘mEEEOP | | | | fl L]
Admission Letters ASCS | """" H H e ‘ | ------ ‘ | ‘ D
Scholarship Letters e e e RS e e SRR S IR T e e T TR e o
Add 2 New Courea ‘ Update Admission Eligibility

Add a New Institute

Add Xl Subject

Add Cutoff Subject

Add Checklist v

2.12.6 Admission Call Letter: This module is used to configure the admission letter to be sent to the
selected students. The letter is to be created separately for all the programs.
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Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

l I\ l\ l [ [ 1 \ Amity Business School, Gurgaon (Manesar) (ABSM) ~
\

Home A Admission Call Letter
Admissions
Form Track |Imetv|ew(xm jmervlewLemavs \ImervlewMemberscwrse Names
|Admission Cutoffs. Letters|Admission Year  |Admission Fees
Applications
Basket
Registration Choose Course to view/modify Admission call letter:| 5 A () Liberal Ats v” Get Letter
Interview Create the Admission Call Letter

Admissions

X1l Marks Updation
Reports
Withdrawal

Note: Please put "SDATES" in place of last Date of Fee Payment. ; "$X1I$" in place of XII Cutoff (fatest). ; "SPCM$" in place of XIl PCM Cutoff (latest). ;
"$PCB$" in place of XIl PCB Cutoff (latesf); "$GradS" in place of Grad Average Cutoff (latesf).

Note: Please put "55" at the start of text and "&&" at the end of text, which is to be replaced for Direct Admission.

Please enter the admission call lefter information below and press “Submit”
Lateral Admissions

Change of Name / Course
Configuration Amity University Haryana
Scholar Cuioffs

Fending Scholar Cutofis
Interview Cutoffs Email i be sent from

il i ity ed!
Pending Interview Cutoffs admissions@ggn. amity.edu
Admission Fees [Academic]
Admission Fees [Hostel]

Admission Culoffs

3. Hostel Facilities: If opted, you will be offered hostel facility on year
to year basis of the program. Continuation of hostel facility in
Scholarship Letters it years will be as per the Hostel Guidelines. Hostel seats
are limited and confirmation of hostel facility will be made on first
come first serve basis.

Admission Letters

Add a New Course
Add a New Institule
4_Your admission shall be subject to submission of full proof of
Add XII Subject documentary evidence of your possessing minimum educational
Add Cutoff Subject qualification i e 50% in Graduation before submission of fees.

Add Checklist M 5. The Academic fes, security and processing fee is to be remitted by

s Af 2 Do OrdarDiemsn Diesf in faunie of Aveie | inarsing

2.12.7 Add a New Course:
This module is used to add new courses for respective institutes.

Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
UNIVERSITY Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) v
Home Add New Courses
Admissions ~
Form Track All Courses has been added for this Institute
Applications
Basket

Registration

Interview

Admissions.

Xl Marks Updation

Reporis

Withdrawal

Lateral Admissions

Change of Name / Course

Configuration
Scholar Cutoffs
Pending Scholar Cutoffs
Interview Cutofis
Pending Interview Cutoffs
Admission Fees [Academic]
Admission Fees [Hostel]
Admission Cutoffs
Admission Letters
Scholarship Letters
Add a New Course
Add a New Institute
Add XII Subject
Add Culoff Subject
Add Checkdist v

2.12.8 Add cut off subject:

This module is used to define cut off for programs in which the eligibility is subject oriented.
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@:—“/ A |g‘ https amizone.net, j@ || X | 2=

Eile Edit Wew Favarites Tools  Help
<7 Favarites | 55 - g] -

@ AMITY Tntrane: | | & - B - ) o= - Page - Safety - Tools - @~

AM I Gurgaon (Manesar) :l' PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 :l'

| l'N I\’}‘: I\}Sl'l‘\! Amity Scheol of Applied Sciences,Gurgacn (Manesar) (ASASM)

Withdrawal -l Interview Cutoff XII Subject Details
Lateral Admizzions

Change of Name / Courze Select Course —Please Select— hd
Configuration Select Subject |--Please Select-- j

Scholar Cutoffs

Pending Scholar Cutoffz

interview Cutoffe Slno_|Course Name ____________|Subject Name __|Created On Created By _|Edit |
5744

B.Sc. (Hons.) - Chemistry CHEMISTRY 6/1/2013 1:43:54 PM Click here

Pending Interview Cutoffz

1
2 8.5c. (Hons.) - Mathematics MATHEMATICS 6/1/2013 1:44:01 PM 5744 Click here
Admission Fees [4cademic] 3 E.5c. (Hons.) - Physics PHYSICS 6/1/2013 1:44:09 PM 5744 Click here
Admizzion Fees [Hoste] 4 B.Sc. (Hons.) - Statistics MATHEMATICS 6/1/2013 1:44:22 PM 5744 Click here
s 5.5c. (Hons.) - Statistice STATISTICS 6/1/2013 1:44:35 PM 5744 Click here

Admission Cuteffe
Total number of Subject: 5

Admizszion Letters
Scholarship Letters
Add a Mew Course
Add a New Institute
Add Xl Subject
Add Cutoff Subject
Add Checklist
Wisc Activity
Account Settings

Userllenuigmt =

Done & Internet - | ® 10 -

2.12.9 Check list:
This module is a check list of documents to be verified at the time of registration of the application
form.

Gurgaon (Manesar) ™ PLEASE SH ECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 W
Py ST Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) hd Set Year
UNIVERSITY : ==
Applications N . s
Basket
Registration .
. Caption
Interview
Admissions Type
XIl Marks Updation Active
Reports Display Order
Withdrawal
Lateral Admissions
Change of Name / Course Check List Details
Configuration Caption Type| Active| DisplayOrder|
Scholar Cutoffs Photograph c |ves 11
Pending Scholar Culoffs Photograph PG [Yes |1
Interview Cutoffs 10th Marksheet PG |Yes |2
Pending Interview Cutoffs 10th marksheet G |Yes |2
Admission Fees [Academic] 12th Marksheet G |ves |8
12th Marksheet PG |Yes |3
Admission Fees [Hostel]
B Proof of Conversion of Grade G Yes |4
Admission Cutoffs Graduation Marksheet Sem-1 FG |Yes |4
Admission L efters AU Equivalence Certficate G fves |5
Scholarship Letters Graduation Marksheet Sem-2 PG |Yes |5
Add a New Course NATA Score Card G |Yes |6
Add a New Institute Graduation Marksheet Sem-3 PG |Yes |6
Add il Subject AIEEE Score Card G [res |7
Add Cutoff Subject Graguation Marksheet Sem-4 PG |Yes |7
N Graduation Marksheet Sem-5 PG |Yes |8
Add Checklist
3 Others G |Yes |8
Misc Activity Graduation Marksheet Sem-6 PG |Yes |9
Account Settings Graduation Marksheet Sem-7 PG |Yes |10
UserMenuMgmt 4 Graguation Marksheet Sem-8 PG [Yes |11
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2.13 Misc Activity:

This module, as the name suggests, covers all the miscellaneous activities required during the
admission procedure.

2.13.1 View Interview cut off:
This sub module displays the details of the interview cut offs for all the programs at a glance. This also
gives an overview of the eligibility details so that discrepancies, if any, can be taken care of.

i AM ITY | Gurgaon (Manesan) | PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 /]
INTURDCTTV Amity Business School, Gurgaon (Manesar) (ABSM) v Set Year
UNIVERSITY ==

Home Interview Cut Off : Summary
Admissions
Form Track PCM
) Program | Program X x| i X | Grad | GPG | PG

Applications S8 || S Instiute T Code | Codell  “**8°¥ was A | oM | T°° e | Am | Cond ag MAT GMAT CA

Basket

Registration | cumcaoy  AMTYBUSINESS  PhDin ! i ! !

1 GiANgoam SCHOOL GURGAON Management  AS00078 | 13076 NS 0 40 | la0 o 55

Interview MANESAR) (an)

Admissions

) | Ph.Din | | | |

Xl Marks Updation 2 Management = AS00078 | 13078 NS 40 10 40 or 55

Reports (auy

Withdrawal S

Lateral Admissions B Management | oo s ne o w0 w0 o -

(Part Time)

Change of Name / Course e

Configuration

Misc Activity ,\PAH.D in . _ ! ! !

'anagement
View Interview Cut Off 2 (PatTime)  AB00303 | 13303 NS o 40 jao o 5
Reg. Change Faid Students (uly
Online Payment Transfer EE
Program | Program X i Xl | Grad | GPG | PG
Check Online Payment Program Code | Coderl  CZ®Y yans  avg | PCM 55‘2 PCB | Avg | Cond. Awg MAT GMAT CA
CBT - Export
CBT - Confirm i AMITY INSTITUTE OF PhDin
i BEHAVIORAL & i
Show Form Details 5 ALLIED SCIENCES, :::E’"?T‘T'"‘:g{ ABOT304 | 13304 | NS 0 40 | l40 o 56
CBT - Attendance | GURGADN = |
CBT - Call Center il
Account Settings | PR.DIn
Psychology
UserbenuMgmt & | iy ASOTIDA | 13304 NS 0 40 | l40 o 56
(dul)y

2.13.2 Registration change paid students:

This module is useful when a student applies for a course change after the payment of first installment
of academic fee and the application is accepted. The user is required to enter form number, new
program along with the correct institute and detailed remarks for reason of change. The changes
directly reflect on Amizone.

Gurgaon (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 v

| {%M II{:E‘I\ Amity Business School, Gurgaon (Manesar) (ABSM) ~

Home

e ons FomNo[ ]
Form Track
Applications
Basket

Registration
Interview
Admissions
XII Marks Updation
Reports
Withdrawal
Lateral Admissions
Change of Name / Course
Configuration
Misc Activity
View Interview Cut OFf
Reg. Change Paid Students
Online Payment Transfer
Check Online Payment
CET - Export
CBT - Confirm
Show Form Details
CBT - Attendance
CBT - Call Center
Account Settings.
UserMenuMgmt
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2.13.3 Online payment transfer:
This sub module is used to check the online payment details against the application forms.

/= AMITY Intranet - Windows Internet Explorer

@ :‘/ A |g, https amizone.net j@ || X |

File Edit \iew Favorites Tools Help

o Favorites | 5.5, L -

(& AMITY Intranet | | - B - [ dm - Page -+ Sofety - Tooks+ @+ 7

AMI I 1 SRCELRNGENCTIII|  PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 -]

\' I\I.rl; R\‘l'l*\' Set Your Campus Amity School of Applied Sciences,Gurgacn (Manesar) (ASASM)

e 2l
Interview
FormMo m
Admissions
Xl Marks Updation
Reports
Withdrawal Form Mumber 5288452
- AKA A RA
Lateral Admissions Mame CJ-‘FT;USE')—'?-L!EIE?,TH RAY
Ehangs ofNams / Course Email lynncute.happy@gmail.com
Configuration Applied For B.Arch.
Misc Activity Form Cost 1100
Vigw imervigv Cut 011 Receipt Number 1074450
Reg. Change Paid Students Transaction Number 201402078225793
Onling Payment Transfer About Transaction Transaction is successful.
Check Online Payment Payment Transfer To Form ,7
5T Export number
CBT - Confirm
Show Form Detailz
CBT - Aftendance
CBT - Call Center
Account Settings
Userllenuligmt =
Done € Internet Voo | H100% v

2.13.4 Check Online Payment:

This sub module is used to check the status of online payment of application forms. The dialog box,
gives the receipt number, transaction number, status of the payment, date and time of transaction. If
the payment is successful and not updated at student’s end, then it can be done using sub module
online transaction of Admissions module.
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/= AMITY Intranet - Windows Internet Explorer !E

@.\-_;/.v |g, https amizone. net ﬂ@ || X | 22

File Edit Wew Favorites Tools  Help

{\IFavorites i::‘s Ao | -
- L »
(@ AMITY Intranet | | 3 - B - =) im0 - Page+ Safety - Tooks - @~

AMI I S EERNCEREIIIRA|  pLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2013 - |

-'I'NI\-"}" I\“"‘\l'l‘y Amity School of Applied Sciences,Gurgaon (Manesar) (ASA5M)
A oo - [z

Interview

Admissions Form Number 5288452
X Marks Updation Name AKASHLEENA RAY CHAUDHURI
Reports Email lynncute.happy@gmail.com
Withdrawal Applied For B.Arch.
Lateral Admizzions Form Cost 1100
Ehange of Name/ Course Address 1 E 32, GREENWOOD CITY
confeuraien Address 2 SECTOR 45
micusnal:-u:rus Cut OFf Mobile 9671698943

Form Received No

Reg. Change Paid Students
Transaction Number|Receipt Number|Transaction Response|Transaction Date Refund|/Refund Transaction Mumber
201402078225793 1074450 Transaction Successful |07/02/2014 22:13:01/Sale

Online Payment Transfer
Check Online Payment
CBT - Export

CBT - Confirm

Show Form Details

CHT - Attendance

CBT - Call Center

Account Settings

Userllenugmt = P j

& Internet S v H100% v

2.13.5 CBT Export:

This module has list of all the applicants who have chosen to appear for CBT. This command auto
creates a file with 9 fields and is normally saved in .CSV format and sent to Head office. They send
the file to ATTEST Mumbai for opening the CBT scheduler access and the confirmation is sent back
to AUH from Head office.

ey
‘ ‘ AM ITY | Gurgaon (uaneszn v} PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 V|

JUNIVERSITY Amity Business Scheol, Gurgaen (Manesar) (ABSM) ~

Home

Admissions CBT Processing : Make Batch and Export to Excel
Form Track
Applications Select All | DeSelect All

Bastet Export To CSV

Registration
Interview
Admissions
Il Marks Updation
Reports
Withdrawal
Lateral Admissions
Change of Name / Course
Configuration
Wisc Activity
View Interview Cut Off
Reg. Change Paid Students
Online Payment Transfer
Check Online Payment
CBT - Export
CBT - Confirm
Show Form Details
CBT - Attendance
CBT - Call Center

Account Seftings
UserMenuMgmt
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2.13.6 CBT- Confirm:

This module confirms the status of CBT applicants. Upon confirmation, CBT scheduler Link
automatically appears, on the micro site of the aspirants pertaining to a batch. The aspirant to click this
link, access the CBT Scheduler and book Test Venue, Date and Time.

: AM ITY | Gurgacn (Manesan) v/ PLEASE SELECT THE INSTITUTE TO CONNECT THE | RIS B

INIVERSITY Amity Business School, Gurgaon (Manesar) (ABSM) v

Admissions CBT Processing : Confirm Batch to make CBT Active on Microsite
Form Track
Applications Created Batch [ Gurgaon (Manesar)20130926T161252723 V|
Basket Status ® Need to Confirm ) Already Confirmed
Reqgistration
Search Result
Interview
Admissions
XII Marks Updation
Reports
Withdrawal

Lateral Admissions
Change of Name / Course
Configuration
Misc Activity
View Interview Cut Off
Reg. Change Paid Students
Online Payment Transier
Check Online Payment
CBT - Export
CBT - Confirm
Show Form Details
CBT - Attendance
CBT - Call Cenier
Account Settings
UserMenuMgmt

2.13.7 Show Form details:
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TP
|' AMITY Lrgaon (Manesan PLEASE SELECT THE INSTITUTE TO GONNECT THE INTRANET OF THAT INSTITUTE 2014 W

W UNIVERSITY

oS e Show Applicant Details

Form Track Search By : ® Form no/ Registration no O First Name / Last Name

Applications

Basket

Regitration
Interview Form No o ] ‘{O:tmna\

Admissions Registration | ] ‘CO:UDHG\?

XIl Marks Updation —

Reports

‘Withdrawal

Lateral Admissiens
Change of Name / Course
Configuration
Mise Activity

View Interview Cut Off
Reg. Change Paid Students
Online Payment Transfer
Check Online Payment
CET - Export
CET - Confirm
Show Form Details
CET - Attendance
CET - Call Genter

Account Settings

UserMenuMgmt

2.13.8 CBT- Attendance: (slide to be taken from mail):
This module gives details of students who appeared for CBT at their respective test centres.

AMI I ! PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE
JUNTVERSITY Amity Business School, Gurgaon (Manesar) (ABSM) ~

Aarios New Port
Form Track
Applications
Basket
Registration
Interview
Admissions
Xl Marks Updation
Reports
withdrawal
Lateral Admissions
Change of Name / Course
Configuration
Misc Activity
View Interview Cut Off
Reg. Change Paid Students
Online Payment Transfer
Check Online Payment
CBT - Export
CBT - Confirm
Show Form Details
CBT - Attendance
CBT - Call Center
Account Setfings
UserMenuMgmt

2.13.9 CBT-Call center:

A few enhancements were made in the functionality of Amitranet/ micro site to facilitate the CBT
Process.

This module has exactly the same data as the CBT Export file for ATTEST, PLUS all contact
information fields, to enable Call Centre follow-up for the CBT Slot Bookings with students.

The user is required to click on this icon and the CBT opted cases get populated, in an excel file, with

contact details of the candidate. The the Call Centre follow-up on each and every case, and generate a
status report.

(Add screen shot from mail).
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Gurgacn (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 v

Set Your Campus Amity Business School, Gurgaon (Manesar) (ABSM) hd

Home CBT Processing : Data for Call Center
Admissions

Form Track Created Batch [ Gurgaon (Manesar)20130026T161252722 v|
Pepteatons

Basket

Registration
Interview
Admissions
XII Marks Updation
Reports
Withdrawal
Lateral Admissions
Change of Name / Course
Configuration
Misc Activity
View Interview Cut Off
Reg. Change Paid Students
Onling Payment Transfer
Check Online Payment
CBT - Export
CET - Confirm
Show Form Details
CET - Atlendance
CBT - Call Center
Account Settings

UserMenuMgmt
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3. Account Settings:

AMI I ! Gurgacn (Manesar) v PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

AT e LY Amity Business School, Gurgaon (Manesar) (ABSM) ~
JUNIVERSITY SELIi Canow:

Home

Admissions Password Change Interface

Account Setiings
Change Password Enter Old Password
Logout Enter New Password

UserMenuMgmt Confirm New Password

Please enter your secret answers
‘What is the second digit of your day of birth?
‘What is the second digit of your father's day of birth?

‘What is the second digit of your mother's day of birth? | |

‘What is your mother's maiden name?

‘What is your place of birth?

Which year did you pass out your Xth standard? (please write in YYYY l:l
format)

‘ Change |

AMI I Gurgaon (Manesar) W PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE 2014 W

IUNIVERSITY Amity Business School, Gurgaon (Manesar) (ABSM) ~

Home Page session is not initilised, yet.

Admissions . . " .
Please wait or click on home link, again.

Account Settings
UserMenuMgmt
Add User

Configure User Access
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4. UserMenumgmt:
This module is used by Head, Admissions to create new user and configure user access for the
corresponding module.

AMITY
|. AMI I Y Gurgaon (Manesan PLEASE SELECT THE INSTITUTE TO CONNECT THE INTRANET OF THAT INSTITUTE

SRSIT Set Your Campus. Amity Business School, Gurgzon (Manesar) (ABSM) &
User Details
oot Seings
1078 | Admissions Gurgaon (Manesar) | Change Access|Set Module | Config Menu|
UserMenuMgmt DrVikas Madnukar |5744 | Admissions Gurgaon (Manesar)| Change Access|Set Module | Config Menul
Add User Mr Ankit Kumar 6460 | Admissions Gurgaon (Manesar) | Change Access|Set Module | Config Menu
Configure User Access Mr Atim Kumar (6887 | Admissions Gurgaon (Manesar) | Change Access|Set Module | Config Menu|
Mr Narayan Singh (9129 | Admiseions Gurgaon (Manesan)| Change Access et Medule | Config Menul
Mr Rajesh Kumar _ [10780| Admissions Gurgaon (Manesar)| Change Access|Set Module | Config Menu|
MrRaviKumar  [8144 | Admissions Gurgaan (Manesar) | Change Access |Set Module | Config Menu|
Mr Saurabh Shamalg142 | Admiseions Gurgaon (Manesan)| Change Access et Medule | Config Menul
MrsBani Sinha (8140 | Admissions Gurgaon (Manesar)| Change Access|Set Module | Config Menu|
Ms Asmita Tiwari__[10770| Admissions Gurgaon (Manesar) | Change Access | Set Module | Config Menu|
Ms Jyoti Shama | 7197 | Admissions Gurgaon (Manesar)| Change Access et Module | Config Menul
Ms Pallavi Gupta  |5899 |Admissions Gurgaon (Manesar) | Change Access |Set Module | Config Menu|
Ms Sarika Biswas (8145 | Admissions Gurgaon (Manesar) | Change Access | Set Module | Config Menu|
Ms Shachi Gupta | 10506] Admissions Gurgaon (Manesan)| Change Access et Module | Config Menu|
Ms Shubhra Knare [10495| Admissions Gurgaon (Manesar) | Change Access|Set Module | Config Menu|
Ms Snehiata Bnatt_| 11333 Admiseions Gurgaon (Manesan)| Change Access et Medule | Config Menul
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Procedure of Admission at AUH

1.

Submission of Application forms:

a.
b.

Duly filled in application forms are submitted either in campus or in city office or online.
The application forms are scrutinized to check the eligibility

Processing of application forms

a.

d.

The completed application forms are then registered and incomplete forms are sent for
calling.

The students are counseled for change of program if candidates are found not eligible.
The list of eligible candidates is shared with the counselors who then inform about to
download the admit card and procedure of selection.

An sms is also sent to all the eligible candidates

Interview date

a.

The interview date is then released and students are informed to choose the date and
download the admit card

Interview Set up

a.

g.
h
i
j.
k
I

Result
a.

The requirement of faculty members is assessed as per the number of application forms
received and the same is sent to the Head of the Institute.

The interview board members names once received are added and program groups are
created.

The floor wise interview coordinators are assigned.

The floor wise plan is also prepared in excel sheet to make seating arrangements and
interview rooms.

On the day of the entrance test, all parents and students are guided by admission team
members and faculty members on duty with the help of Marshals are guided to be seated
in Auditorium

The session begins with brief presentation about Amity group and AUH by Director
Admissions followed by address of Pro Vice Chancellor, Vice Chancellor, Maj Gen G S
Bal, Dr Gunjan M Sanjeev and Mr Ankur Gupta explaining in detail about security, SAP
and over view of placement respectively.

On the day of the admission test, the data of the students who have selected the interview
date are ported and attendance is marked.

Once the attendance is marked, Group for group discussion is created

The Chairperson and interview board member enters the marks.

The interview coordinators assigns the interview panel

The interview panel verifies and asses the candidate.

The OMR sheets are evaluated and marks of the written test are uploaded as per the given
format.

Once results are approved by Chancellor, the choice of hostel is marked as per the
application form of the candidate and admission letters are published on student’s micro
site.

The list of selected candidates is shared with the counselors who then inform about
selection and modes of fee payment.

The hard copy of the application form is dispatched to each candidate.



Application form recerved

Yes /
(

'

Form receipt

Y

omplete

A4

Form entry(Downloaded
and ICR forms)

Called for form
Completion

Applicant list

l

Yes

No

Y

Register

©

Basket Courge
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Release of interview date

'

Configure Board members & interview coordinators

I

Import Data

!

Mark Attendance

!

Board members enter interview marks

!

Written test marks upload

I

Approval by CVI Sir

I

Generation of Admaission Letters

:

Publish Admission Letters

I

Dispatch of admaission letters




