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Open-Distance-Learning (ODL) system is a mode of providing flexible learning 

opportunities by overcoming separation of teacher and learner using multimedia. It 

includes print, electronic, online and occasional interactive face-to-face meetings with the 

presence of support services to deliver teaching-learning experiences, including practical or 

work experiences. This system provides ample of opportunities to those who desire to have 

education of their choice without boundary restriction. It helps students to instill self-

confidence and create awareness, as learning need not necessarily take place at the same 

time of teaching.  

ODL system having excellent administrative capability, gives its students access to 

learning, evaluation and certification. It is one of the popular ways to meet the ever 

increasing demand for higher education especially in a biggest democratic country like 

India. The ODL system contributes significantly to the Gross Enrolment Ratio which is 

stressed in the National Education Policy 2020. It enables the learners to learn at their own 

pace, amidst their other constraints/ commitments. It is considered at par with conventional 

mode in terms of credits, teaching-learning, duration, evaluation, research etc. UGC is 

consistently striving to enhance the quality of distance education based on the feedback of 

the stake holders through accreditation process. 

KSOU has large student base spreading across Karnataka. As such to facilitate 

smooth conduct of examination, the evaluation related activities have been computerized. 

The process has begun from 2018 in a phase by phase manner. The application process and 

fee payment were computerized initially followed by valuations, ledger printing, admission 

ticket. Digital valuation has been started in the year 2022.  

In order to document the process, the policy document on examination automation 

has been developed by CIQA in consultation with the service provider and examination 

section.  

                  

Prof. Sharanappa V. Halse 

      Vice-Chancellor 
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Introduction: 

Examination is the final phase of learning process. The effectiveness of 

learning is assessed through the process of the examination so as the measure the 

ability of the learners at the end of a term. 

 

The process of examination starts after programme delivery. Applications are 

invited from the learners across Karnataka along with the remittance of examination 

fee. The application shall be scrutinized based on the number of candidates, 

examination centres and admission tickets are made available to the students. 

Manpower at different designated level are appointed such as invigilators, squad, 

chief, deputy chief, and examination coordinator and so on, to ensure smooth 

conduct of examination. Questions papers are set by the respective chairperson and 

scrutinized in the Board of Examiners. The selected question papers are printed and 

send to respective centres through proper logistic support. 

 

After conducting the examination, the answer scripts are scanned and digital 

valuation process initiates. The detailed procedure is delineated in this policy 

document. 
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Automation of Examination: 

Evaluation system is one of the major functions of university. It is the 

commitment on the part of university to ensure complete transparent, hassle-free 

evaluation and declaration of results within the time. For this purpose, the university 

has automated the entire evaluation system. The CIQA has prepared the policy 

delineating the automation process of the evaluation system based on the input 

given by the office of the Dean (Academic), service provider, Registrar (Evaluation) 

and recommendations of the sub-committee. The policy of automation directs the 

various functionaries to carry out the activities without any chaos.  

 

Automation of Examination System: 

The policy of examination automation is an embodiment of Standard Operating 

Procedures (SOPs) to be followed for conducting examination and the activities 

thereafter without any obstacles.  The system provides the complete solutions of the 

evaluation which is one of the major functions of the university. The system sets out 

the SOPs that are classified in to three main stages, namely; 

 

. 

During 
Exams 

Post 
Exams 

Pre 
Exams 
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Stages of Automation: 

The automation of examination facilitate complete accuracy, timely activities, 

dependability, hassle free assessment, declaration of results and generating the 

statement of marks, certification with less intervention of the workforce.  

Pre-Examination:  

This stage sensitizes the examination branch to undertake the following steps.  
 

1. Exam Notification: The Examination section prepares the notification for 

conducting the examination on the basis of the calendar of events approved 

by the university. Further, the notification shall be uploaded in the official 

website of the university, besides forwarding message through telegram, 

WhatsApp and SMS.   

2. Separate Notification are made for UG, Diploma and Certificate, PG 

Programmes and PG Certificate Programs, Ph.D. Programs and any other 

examination as decided by the university from the time to time.  

3. Notification provides details such as the probable date of examination, the 

provisional list of examination centers, the fee structure - program wise and 

the last date for online remittance of the prescribed fee.   

4. Announcement of the opening of the portal and commencement of the 

registration process.  

5. Confirmation message to the students who have registered. 

6. Examination application and online remittance of the prescribed examination 

fee program-wise. Students shall submit the application online and ensure 

remittance of fee by the prescribed mode. 

7. Online scrutiny of application; the software check the eligibility of the 

students to appear for the examination- program-wise. 

8. Online checking of the remittance of fees - program-wise. 

 

SECTION - C 
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9. Preparation of Reconciliation statements.  

10. Upload of Internal Assessment marks: The Chairpersons in case of PG/ 

Diploma/ PG certificate/ Certificate programmes and Regional Directors in 

case of UG programmes shall upload the internal assessment marks to the 

examination portal within the stipulated time.  

11. Generate Admit Card programme wise based on the online application 

submitted by the students.  

12. Generate indent for printing of question papers and answer books program-

wise and center-wise. 

13. Preparation of chart showing the seating arrangements in each room of the 

examination center.  

14. Dispatch of answer books to the examination centers based online 

registration of the students.  

15. Online status confirmation of the receipt of answer books - Centre wise. 

16. Generating of encrypted question papers and password - Centre wise.  

 

During Examination: 

1. The encrypted question papers shall be mailed to the email id of the 

respective chief superintendent; centre, date, course and programme wise 30 

minutes prior to examination.   

2. Invigilators shall fill the Invigilators Dairy. 

3. Invigilators shall affix bar codes on the answer booklets. 

4. Invigilator shall submit the status in the examination center to the chief 

superintendent, who in turn consolidate and upload in the examination portal.  

5. The whole examination shall be under the surveillance through CCTV 

installed for the purpose. The headquarters shall monitor such arrangements 

scrupulously. 

6. Each canter of the examination shall preserve the footage of CCTV date wise 

and send it to the headquarters within the stipulated time.  

7. The chief superintendent of the examination centre shall arrange to dispatch 

the answer books within two hours after the examination.  
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Post-Examination: 

1. The designated officer/ coordinator shall receive the answer book from the 

centers. 

2. The officer shall consolidate the answer book so received; course and 

programme wise.  

3. The coordinator concerned shall arrange to get bar code of the answer book 

scanned.  

4. The coded barcode shall be generated by the use of barcode of the answer 

books.  

5. Each answer book course wise/ programme wise shall be scanned 

completely, out of which the coordinator shall retain the facing sheet and the 

rest shall be uploaded for digital evaluation.  

6. The Registrar (Evaluation) shall intimate the respective chairpersons of the 

Board of Examiners to arrange for the digital evaluation of scripts. 

7. The chairperson of the Board of Examination shall submit the list of 

examiners as approved by the Board of Studies, keeping in view the number 

of answer books and the time span of the evaluation.  

8. The digital evaluation team shall generate login credentials and allotment of 

scripts to the examiners.  

9. Registrar (Evaluation) shall arrange for digital evaluation of the scripts. 

10. After the evaluation, the answer book shall be decoded and marks awarded 

shall be posted to the role number of the concerned students. 

11. Marks obtained in the internal assessment shall be imported from the 

examination portal and the same shall be added to the respective students so 

as to find out the status of the results.  

12. Tabulation shall be arranged on random basis to ensure accuracy in the 

results status.  

13. Registrar (Evaluation) shall declare the results and the same shall be 

uploaded in the examination portal, besides sending message to the students 

by whatsApp. 
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14. As per the examination manual students concerned shall apply for 

Revaluation /Photocopy of answer book within 14 days from the declaration 

of the results.  

15. The Coordinator concerned shall arrange for digital valuation of the scripts of 

the students who have applied for Revaluation / Photocopy of answer book. 

16. In case the difference between the first valuation and revaluation exceeds 15 

marks such paper shall be referred automatically to the Board of Examiners 

for board valuation.  

17. The consolidated ledger is generated of the marks obtained by the students 

course wise/programme wise. 

18. Generate marks card of each student. 

19. Generate classification of results with CGPA based on the aggregate of all 

the semesters/ annual of the programmes.  

20. Generate the list of eligible candidates to receive the degree certificate as per 

the rules.  

21. University shall intimate such candidates to remit the prescribed fee online.  

22. Generate the certificates such as PDC/Migration/Genuine/Rank/Convocation.  

23. In case of any discrepancies in the statement of marks/certificate, the students 

concerned shall apply online and remit the prescribed fee.  

24. After verification, corrected statement of marks/certificate shall be issued.  
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SECTION - D 
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 Annexure - 1: Software Process Flow 
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Annexure - 2: Examination Process Software Screenshot 

Figure Descriptions 

1 Software Landing Page 

1.1 Examination Process Software Home Screen 

1.2 Programs/ Course Master 

1.3 Couse/ Subjects Master 

1.4 Exam Session/ Batches 

1.5 Student Master 

1.6 Student Details 

1.7 Program Settings 

2  Examination Fee Payment Link 

2.1 Examination Application Form 

2.2 Examination Fee Payment 

3 Examination Application  

4 Internal Assessment Module 

4.1 Subject/ Course wise IA Entry 

5 Internal Marks Report 

6 Pre-Examination Process  

6.1 Examination Time Table Update 

7 Admission Ticket Download 

7.1 Sample Admission Ticket 

8 Seating arrangement 

9 & 9.1 Invigilator Diary  

10 Candidate List 

11 & 11.1 Post-Examination Process  

11.1.1 Admin Login Screen 

11.1.2 Course Creation 

11.1.3 Booklet Upload 

11.1.4 Booklet Allocation 
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11.1.5 Expert Creation 

11.1.6 Question Paper Pattern Set 

11.1.7 Question Paper Upload 

11.1.8 Evaluator Screen 

11.1.9 Evaluator Login 

11.1.10 Evaluator Screen Login 

11.1.11 Valuated Booklet Submission 

11.1.12 Evaluated Marks Report 

12 Sample A-Form  

13 Coding Dairy 

14 Coding Check List 

15 Result Process 

16 Theory Marks Entry Screen 

17 A-Form Print 

18 & 18.1 Result Ledger 

19 Result Publishing 

19.1 Result Sheet 

20 & 20.1 Marks Card Printing 

21 & 21.1 Online Fee Payment for Certificates 

22 & 22.1 Certificate over Printing 

22.2 Prize Certificate 

22.3 Medal Certificate 

23 Result View 

24 Result Sheet 

25 Result Statistics 
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Website URL: www.ksouportal.com 

 

 

 
Figure 1: Software Landing Page 

 

 

 

 
Figure 1.1: Examination Process Software Home Screen 

 

 

http://www.ksouportal.com/
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Figure 1.2: Programs/ Course Master 

 

 

 
Figure 1.3: Course/ Subjects Master 

 

 

 
Figure 1.4: Exam Session/ Batches 
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Figure 1.5: Student Master 

 

 
Figure 1.6: Student Details 

 

 
Figure 1.7: Program Settings 
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Figure 2: Examination Fee Payment Link 

 

 

 

   
Figure 2.1: Examination Application Form 
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Figure 2.2: Examination Fee Payment 

 

 

 

 

 
Figure 3: Examination Application 
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Figure 4: Internal Assessment Module 

 

 

 

 

 

 

 

 

 

 

 
Figure 4.1: Subject/ Course wise IA Entry 
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Figure 5: Internal Marks Report 
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Figure 6: Pre-Examination Process 

 

 

 

 
Figure 6.1: Examination Time Table Update 

 

 

 

 
Figure 7: Admission Ticket Download 
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Figure 7.1: Sample Admission Ticket 

 

 
Figure 8: Seating Arrangement 
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Figure 9: Invigilator Diary 

 

 

 
Figure 9.1: Invigilator Diary 

 
 

 
Figure 10: Candidate List 
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Figure 11: Post-Examination Process 

 

 

 
Figure 11.1: Post-Examination Process 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 11.1.1: Admin Login Screen 
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Figure 11.1.2: Course Creation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 11.1.3: Booklet Upload 
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Figure 11.1.4: Booklet Allocation 

                   

 

 

Figure 11.1.5: Expert Creation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 11.1.6: Question Paper Pattern Set 



 

 

P a g e  | 25 

 

 

 

 

 

 

 

 

 

 

 

                  

Figure 11.1.7: Question Paper Upload 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

Figure 11.1.8: Evaluator Screen 
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Figure 11.1.9: Evaluator Login 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 11.1.10: Evaluator Screen Login 
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Figure 11.1.11: Valuated Booklet Submission 

        
 

 

 

 
 
 
 
 
 
 
 

Figure 11.1.12: Evaluated Marks Report 
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Figure 12: Sample A-Form 

 

 

 

 
       Figure 13: Coding Diary 
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Figure 14: Coding Check List 

 

 

 

 
Figure 15: Result Process 

 

 

 

 
Figure 16: Theory Marks Entry Screen 
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Figure 17: A-Form Print 

 
 

 
Figure 18: Result Ledger 

 

 

 
Figure 18.1: Result Ledger 
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Figure 19: Result Publishing 

 

 
Figure 19.1: Result Sheet 

 

 
Figure 20: Marks Card Printing 
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Figure 20.1: Marks Card Printing 

 

 
Figure 21: Online Fee Payment for Certificates 
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Figure 21.1: Online Fee Payment for Certificates 

 

 

 

 

 
Figure 22: Certificates over Printing 
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Figure 22.1: Certificates over Printing 

 

 

 

 

 
Figure 22.2: Prize Certificate 
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Figure 22.3: Medal Certificate 

 

 

 

 

 

 

 
Figure 23: Result View 
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Figure 24: Result Sheet 

 

 

 

 

 

 

 
Figure 25: Result Statistics 
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Annexure - 3: Committee for Developing Policy for Exam Automation 
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Annexure - 4: Extract of Academic Council Proceedings held on 20-05-2022 
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Annexure - 5: Extract of Board of Management Proceedings 
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