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Guidelines to PG Departments/Colleges for Subject 
Mapping and Examination Form Generation 

There are two Process : 

1 Subject Mapping 
2 Examination Form Generation and Verification 

Process 1 : Subject Mapping  

Step – 1  

Login using URL: https://ums.spuportal.in 

Click on ‘College / Department Management’ button. Following screen will be 
displayed. 

 

 

 

https://ums.spuportal.in/
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Step – 2 

a. From „College/Department Configuration‟ menu Click on „College / 
Department Subject Mapping‟ button.  Following screen will be displayed. 

b. Click on „+‟ button to mapping subject. 
c. Select appropriate option according your college from following screen 

 

Step – 3 

a. Following screen will be displayed. 
b. All compulsory subjects are already selected. You have to select only 

Elective Subjects which are your college offered. 
c. Then, press submit button. 
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Step – 4 

a. From „Student Configuration‟ menu Click on „Student Subject Mapping‟ 
button.  Following screen will be displayed.  
 

 
 

b. Click on „+‟ button to mapping subject to students. 
c. Select appropriate option according your college from the screen which will 

be displayed. 
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d. After selection, list of subject will be displayed.  
e. Select group of elective subject. 
f. From „Student‟ box, you can either select „Select All‟ option if all the 

students have same subject or select individual student or multiple students 
at a time. 
 

 
 

g. Following screen will be displayed. All selected students are displayed on 
„Student Box‟. 
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h. Press „Submit‟ button. 
i. Save record by press „Save button.  

 

 
 

j. Do same for other groups of students also. 

Step – 5 

a. After completing subject mapping to students, now go to  
Student Configuration  Release Student Subject Selection 

b. Following screen will be displayed. 
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c. Select appropriate option from above screen. Screen will look like as below. 

 

 
 

d. Press „Freeze” button then after page will be displayed as below: 
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e. Select all students from above screen and press „Submit‟ button. 
f. From following screen press green button „yes, release it‟. 

 

 
 

g. Press „OK‟ button. 
 

 
 

h. From “report menu-> Student Subject Mapping Details Report”, you can see 
mapping of subject to the students. 
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Process 2 : Examination form generation and Verification 

Step – 1  

a. Click on “Home button” 
b. Click on „UMS‟ button from Dashboard.  
c. From “Pre-Examination” Menu, Select „Generate Provisional Exam Form” 

option. Following screen will be displayed. 
 

 
 

d. Select appropriate option. Following screen will be displayed. 
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e. Select „Exam type‟. 
f. Press „Freeze‟ Button. Following screen will be displayed. 

 

 
 

g. From above screen select all students and press „Generate‟ button. 
h. Then, press „OK‟ button. 

Step – 2  

a. For college verification from “Pre-Examination” Menu, Select „Examination 
Form & College Verification” option. Following screen will be displayed. 
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b. Select appropriate option. Following screen will be displayed. 
 

 
 

c. Press „Freeze‟ Button. Following screen will be displayed. 
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d. Select student and press „Find button‟ Following screen will be displayed. 
 

 
 

e. Press „Submit‟ button, if data is ok. If you want to change then press 
„Change student subject selection‟. 
 

f. Press „OK‟ button from next screen for confirmation. 
 

g. Do same process for one by one for all students‟ examination form 
verification. 
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Step – 3  

a. For Payment receipt from “Pre-Examination” Menu, Select „Applicant List 
for Payment (Exam Activity Wise)” option. Following screen will be 
displayed. 
 

 
 

b. Select appropriate option and press „View‟ button. Following screen will be 
displayed. 
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c. Select all students and press „Submit‟ button, then after following screen 
will be displayed and Examination fee receipt will be generated. 
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