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E-Learning-Teacher
LOGIN
1. Enter specified URL in Address bar and press ENTER. Login Screen is displayed.

2. Enter UserID & Password.

Figure – Login

3. On Login - Screen opens showing Module list on left side. Click on ITLE module.

Figure -ITLE Module

4. On click of module ITLE, ITLE Menu is shown.
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Figure - ITLE Links

5. Again click on ITLE link, ITLE pages/links/sub-menus are displayed.

Figure - ITLE Menu

SEARCH MENU
‘SEARCH MENU’ is used to search desired sub-menu or page under the selected module only.

1. Click on module link. E.g. ITLE.

2. Now, in ‘Search Menu’ field, enter the desired menu, sub-menu name / link name / page
name of the said modules. It directly displays the menu, sub-menu or page name of the said
module.

Figure - Searching Menu
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1. COURSES
Link: ITLE -> ITLE -> ITLE -> Courses

This page is used to select course under which all transactions such as creating assignment,
syllabus, lecture notes will be done.

 Select exam session
 Select course from drop-down list. It displays the list of subjects on right side of the

screen.
 Click on subject link to select the subject.

Figure - Course Selection
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2. SYLLABUS ENTRY
Link: ITLE -> ITLE -> ITLE -> Syllabus Entry

In this form, faculty can define the outline of the Syllabus. Name of Syllabus can be a subject
name also.

It has three tabs - Syllabus, Syllabus Unit, Syllabus Details etc. By default, Tab ‘Syllabus’ is
opened.

Tab Syllabus:

 Syllabus Name - It is the disabled field showing course name.
 Upload file if required.
 Active - Check or Uncheck the checkbox to make the syllabus activated or

deactivated. If deactivated, it will not be available for further transactions.

Tab Syllabus Unit:

 Syllabus Name – The field is disabled and displays the name of selected course.
 Enter Unit No.
 Unit Name - Enter Unit Name.
 Active - Check or Uncheck the checkbox to make the unit activated or deactivated. If

deactivated, it will not be available for further transactions.

Tab Syllabus Details:

 Syllabus Name – The field is disabled and displays the name of selected course.
 Unit Name - Select Unit Name from drop-down list.
 Topic Number - Enter Topic Number.
 Topic Name - Enter Topic Name.
 Enter syllabus description.
 No. of Lectures - Enter No. of Lectures allotted for the topic
 Active - Check or Uncheck the checkbox to make the syllabus details activated or

deactivated. If deactivated, it will not be available for further transactions.
 Click on < >
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Figure - Syllabus Details Entry

3. CREATE TEACHING PLAN
Link: ITLE -> ITLE -> ITLE -> Create Teaching Plan

This page is used to create teaching plan for future, which will be shared with students.

 Click on < >. It opens the screen to create teaching plan.
 Syllabus – The field is disabled and displays the name of selected course.
 Unit – Select unit name from drop-down list.
 Topic – Select topic from the drop-down list.
 Title – Enter the title for teaching plan
 Number Of Lectures - Enter Number of Lectures for teaching plans.
 Description – Enter Description of Teaching Plan.
 Teaching Mode - Select mode of teaching E.g. Online Teaching or Class Room

Teaching.
 Active - Check or Uncheck the checkbox to make the teaching plan activated or

deactivated. If deactivated, it will not be available for further transactions.

 click of < >

Figure - Creating Teaching Plan
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4. CREATE LECTURE NOTES
Link: ITLE -> ITLE -> ITLE -> Create Lecture Notes

This page is used to prepare lecture notes.

 Syllabus – The field is disabled and displays the name of selected course.
 Unit – Select unit name for the notes.
 Topic – Select topic.
 Description - Enter the notes in this field.
 Upload a File – If required, attach the file.
 Active - Check or Uncheck the checkbox to make the lecture notes activated or

deactivated. If deactivated, it will not be available for further transactions.

Figure - Lecture Notes
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5. E-LIBRARY
This menu is used to define E-Library details.

Link: ITLE -> ITLE -> ITLE -> E-Library

 Document Type - Select Document Type from drop-down list E.g. E-Book
 Book/Doc Title – Enter book/doc title
 Author – Enter the author name of that book.
 Publisher Name – Enter the publisher name of that book.
 Website Link – Enter website link related to that book.
 Keywords - Enter keywords
 Summary - Enter Summary
 Subject - Select subject from drop-down list.
 Upload File – If required, attach the files.
 Is Public - Check the checkbox to make the E-book open for other. On checking the

checkbox it appears a field ‘Faculty’ to select faculties like Art, Science. On Selection
of faculty, it appears respective courses with checkboxes. Check the checkbox for the
course for which E-book to be made available.

 Active - Check or Uncheck the checkbox to make the E-Library details activated or
deactivated. If deactivated, it will not be available for further transactions.

 Click of < >

Figure - Create E-Library
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6. ASSIGNMENT
Link: ITLE -> ITLE -> ITLE -> Assignment

In this menu, faculty can create assignments for students.

 Assignment Title – Define assignment title.
 Description – Enter the full description of assignment.
 Assignment Mark – Enter assignment mark.
 Hours Required - Enter expected time for completion of assignment
 Date of Submission – Enter Submission Date
 Last time – Enter last time of submission.
 Upload File – If required, attach the files.
 Submission - Select Mode of Submission either Online or Offline.
 Select the student by checking the checkbox. If the entire students are to be selected

at a time, select the checkbox of first column heading ‘All’.
 Active - Check or Uncheck the checkbox to make the assignment activated or

deactivated. If deactivated, it will not be available for further transactions.
 Click on < >

Figure – Assignment Creation

 Click on < Edit> button to edit the assignment

7. CHECK ASSIGNMENT
Link: ITLE -> ITLE -> ITLE -> Check Assignment

This page is used to evaluate the assignment submitted by students.

 Click on the < Open>

 Click on < Check> button.
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 Evaluate assignment, download the attachment if any, enter the marks obtained, and
remarks etc.

 Check the checkbox of ‘Display Marks to Student’ to make the student enable to
view the marks.

 Click on < > button to save the record.

Figure - Checking Assignment

8. QUESTION BANK
Link: ITLE -> ITLE -> ITLE -> Question Bank

This menu is used to create question bank which will be using while creating objective type test.

With Option ‘Text’:

 Topic Name – Enter new topic name or Search the existing topic by entering the
relevant character of the topic. It will display the list of topic accordingly. Select the
desired topic.

 Select an option – Select the option either ‘Text’ or ‘Image’.
 Question – Enter the question

 To add complex mathematical equations, click on < > button. It
appears the equation editor screen. Create equations as per requirement then copy
paste in text box ‘Question’ of main screen ‘Create Question’.

 Answer 1 to Answer 2 - By default, Two text boxes for answer are given. To add
more options, click on < >. Maximum six options can be given.
Enter the correct answer in any of the text box along with the dummy answers in the
remaining text boxes. It is compulsory to enter the answer (1 correct and the other
dummy) at least in two text boxes I.e. In ‘Answer 1’ and ‘Answer 2’.

 Difficulty Level – Select difficulty level for the question.
 Correct Answer – It displays the list of answer textboxes. Select the textbox in which

correct answer is there.
 Active - Check or Uncheck the checkbox to make the question activated or

deactivated. If deactivated, it will not be available for further transactions.
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Figure - Answer Entry

With Option ‘Images’:

 There is facility to upload images for question and answer if required. For this
purpose, select the option ‘Image’ from ‘Select an Option’.

 Upload the image for question and answers by usual way i.e. click on
< >, select the images.

 Also, enter the question and answer such as A, B, C or 1, 2...etc. in the respective
answer text boxes. Rest of the procedure is as same as explained above i.e. for the
option ‘Text’.
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Figure – Creating Image Question

9. DESCRIPTIVE QUESTION BANK
Link: ITLE -> ITLE -> ITLE -> Descriptive Question Bank

This menu is used to create descriptive question bank which will be using while creating
descriptive test.

On click of the link, it appears the screen as shown below. Already created question are shown
at the bottom of page.

 Topic Name – Enter new topic name or Search the existing topic by entering the
relevant character of the topic. It will display the list of topic accordingly. Select the
desired topic.

 Question – Enter the question

 To add complex mathematical equations, click on < > button. It
appears the equation editor screen. Create equations as per requirement then copy
paste in text box ‘Question’ of main screen ‘Create Question’.

 Difficulty Level – It displays the list of difficulty level. Select difficulty level for the
question.

 Select Marks for the Question– Select Total mark allotted for the question.
 Active - Check or Uncheck the checkbox to make the questions activated or

deactivated. If deactivated, it will not be available for further transactions.
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Figure - Descriptive Type Question Entry In Question Bank



CIMS User Manual – E-Learning/ITLE (Teacher)

Proprietary of Mastersoft, Nagpur - 19 Apr 2020 - Page 14 / 32

10. IMPORT QUESTION BANK
Link: ITLE -> ITLE -> ITLE -> Import Question Bank

This menu allows the faculty to import questions from the excel file. Read the NOTE given on
right-top

 On right side, there is facility ‘Click Here to Download’ to download sample format of
excel file.

 Download the file at desired location.
 Open the file and add questions. User can add multiple questions. Refer the following

excel format.

Figure - Questions in Excel Format

 Click on < > button (on left side of the screen), select the excel
file.

 < > button displays the file structure as shown below.

 On click of < >, it displays the question list that to be imported.

 Click < > button to add questions of the excel file in to the Question Bank.

11. EXPORT QUESTION BANK (MCQ)
Link: ITLE -> ITLE -> ITLE -> Export Question Bank

This form is used by faculty to export questions from Question Bank (Database) and save in
excel file.

 Selects option either ‘All Question’ or ‘Topic Wise’.
 Select the course from its drop-down list.
 Click on < > button, it displays the questions as follows.

 Click on Excel file symbol (at the center of the screen) to save questions in
excel file.
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Option ‘Topic Wise’:

 On selection of topic wise, it appears an additional field ‘Topic’ to select the topic.
 Select the topic from drop-down list.
 Rest of the procedure is as same as explained above for option ‘All Question’

Figure - Export Questions from Question Bank - Option ‘Topic Wise’

12. CREATE TEST
Link: ITLE -> ITLE -> ITLE -> Create Test

This page is used to create the test for student.

On click of link < >, it opens the form to create the test as shown below.

 Test Title – Enter the test title.
 Test Start Date – Enter start date for the test.
 Test Start Time – Enter test start time.
 Test Duration – Enter test duration .
 No. of Attempts Allowed – By default, it shows 1 I.e only one attempt. Attempts can

be managed through < > which is shown on opening screen. But, this
facility will be used in particular cases e.g. technical problems during the test. It is
explained later in the same content.

 Show Result after Test – Check its checkbox if the result is to be shown to the
student after test

 Add Question – Select the option either ‘Randomly’ or ‘Manually‘.

Option ‘Randomly’ – By using this option, it selects the topics sequentially. E.g.
Refer the above figure. As the option is ‘Randomly’, Firstly, it selects the 1 question
from first topic ‘Blobtestpre’. Secondly, it selects 5 questions from second topic
‘Botany’. Then, it selects 1 questions from 3rd topic ‘Botany’ and so on. On question
paper, questions will also be appeared accordingly.

Option ‘Manually’ - On selection of this option, it displays list of questions on right-
top. Select the questions by checking the checkbox.
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 Apply Full Randomization - Check the checkbox to apply ‘Full Randomization’.

Option ‘Apply Full Randomization’ – By using this option, it auto-selects and
appears the questions on question paper randomly. As the option is ‘Apply Full
Randomization’, firstly, it may select 5 questions from 2nd topic ‘Botany’ directly and
next, it may be 1 question from 1st topic ‘Blobtestpre’.

 On right side, it shows the table ‘List of Question for Test’ to enter no. of question to
be selected from topic. Refer the following figure.

Figure – Questions List for Test

Figure – Selections of Question Manually

 Total Questions and Total Marks - It automatically fetches the total no. of question in
the field ‘Total Questions’ and calculates Total Marks for test which can be seen in the
field ‘Total Marks’.

E.g. For objective type of test, if 2 is entered in the column ‘Selected’ for two topics,
so it will select 2 questions from both topics and will be shown as ‘4’ (2 x 2) in the
field ‘Total Questions’. By default, there will be 1 mark for each question. So, it will
calculate ‘4’ (4 question x 1 mark = 4 marks) which can be seen in the field ‘Total
Marks’.
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 On right bottom, it displays the student list. Select the students by checking the
checkbox to make allow for the test. If all the students are to be selected at a time,
check the checkbox of first column heading ‘All’.

 OTP Valid Timing (in Min) - Enter the timing in min. up to which OTP will be valid.
 Final Submission Allowed (in Min) - This is the time in minutes that after how much

time student can submit the test?

 Active - Check or Uncheck the checkbox to make the test activated or deactivated. If
deactivated, it will not be available for further transactions.

Figure – Create Test

 On click of < >, it saves the record and appears on back page i.e. the screen
opens on click of the page link - Create Test.
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Figure – Showing Saved Test

Click on < >, it generates OTP for Faculty which will be shown in the field ‘OTP’ located on
right-top. Faculty will share this OTP with students. Student will enter the OTP in respective field.
Then only student can appear for the test.

Reschedule Test:

< > is used to reschedule the test and for only those students if in case the test
is discontinued due to any technical problem or valid reason. The decision is completely under
the control of faculty.

 Click on < >, it opens the screen to reschedule test.
 Click on < > for the desired student.
 Enter the rescheduling details as shown in following sample entry.
 Click of < >, test will be reschedules for the said student on specified date and

time. It also appears a field to generate OTP at the bottom of the page.
 This OTP will be again shared with said student who selected for rescheduled test.

Figure: Rescheduling Test

13. CREATE DESCRIPTIVE TEST
Link: ITLE -> ITLE -> ITLE -> Create Descriptive Test

This page is used to create the descriptive test for student.

 Click of link < >.
 Test Start Date – Enter start date for the test.
 Test Start Time – Enter test start time.
 Test Duration – Enter test duration .
 No. of Attempts Allowed – By default, it shows 1 I.e only one attempt. Attempts can

be managed through < > which is shown on opening screen. But, this
facility will be used in particular cases e.g. technical problems during the test. It is
explained later in the same content.

 Add Questions – Select the option either ‘Randomly’ or ‘Manually‘.



CIMS User Manual – E-Learning/ITLE (Teacher)

Proprietary of Mastersoft, Nagpur - 19 Apr 2020 - Page 19 / 32

Option ‘Randomly’ – By using this option, it selects the topics sequentially. E.g.
Refer the above figure. As the option is ‘Randomly’, Firstly, it selects the 1 question
from first topic ‘1.1 Testing Demo….’. Secondly, it selects 1 question from second
topic ‘An Ecosystem..’. Then, it selects 1 questions from 3rd topic ‘Botany’ and so on.
On question paper, questions will also be appeared accordingly.

Option ‘Manually’ - On selection of this option, it displays list of questions on right-
top. Select the questions by checking the checkbox.

 Apply Full Randomization - Check the checkbox to apply ‘Full Randomization’.

Option ‘Apply Full Randomization’ – By using this option, it auto-selects and
appears the questions on question paper randomly. As the option is ‘Apply Full
Randomization’, firstly, it may select 3 questions from 3rd topic ‘Botany’ directly and
next, it may be 1 question from 1st topic ‘1.1 TestingDemo….’.

 On right side, it shows the table ‘List of Question for Test’ to enter no. of question to
be selected from topic. Refer the following figure.

Figure – Questions List for Test
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Figure – Selections of Question Manually

 Total Questions and Total Marks - It automatically fetches the total no. of question in
the field ‘Total Questions’ and calculates Total Marks for test which can be seen in the
field ‘Total Marks’.

 On right bottom, it displays the student list. Select the students by checking the
checkbox to make allow for the test. If all the students are to be selected at a time,
check the checkbox of first column heading ‘All’.

 OTP Valid Timing (in Min) - Enter the timing in min. up to which OTP will be valid.
 Final Submission Allowed (in Min) - This is the time in minutes that after how much

time student can submit the test?
 Active - Check or Uncheck the checkbox to make the test activated or deactivated. If

deactivated, it will not be available for further transactions.

 On click of < >, it saves the record and appears on back page i.e. the screen
opens on click of the page link - Create Test.
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Figure – Showing Saved Test

Click on < >, it generates OTP for Faculty which will be shown in the field ‘OTP’ located on
right-top. Faculty will share this OTP with students. Student will enter the OTP in respective field.
Then only student can appear for the test.

Reschedule Test:

< > is used to reschedule the test and for only those students, who were not
able to submit the test due to any technical problem or valid reason. The decision is completely
under the control of faculty.

 Click on < >, it opens the screen to reschedule test.
 Click on < > for the desired student.
 Enter the rescheduling details as shown in following sample entry.
 Click of < >, test will be rescheduled for the said student on specified date and

time. It also appears a field to generate OTP at the bottom of the page.
 This OTP will be again shared with said student who selected for rescheduled test



CIMS User Manual – E-Learning/ITLE (Teacher)

Proprietary of Mastersoft, Nagpur - 19 Apr 2020 - Page 22 / 32

Figure: Rescheduling Test

14. CHECK DESCRIPTIVE TEST
Link: ITLE -> ITLE -> ITLE -> Check Descriptive Test

This page is used to check the descriptive test given by student.

 On click of the link, it appears the screen as shown below. On the screen, it shows
the list of descriptive tests for which student appeared.

 Click on < >, it opens the screen as shown below, showing student list who
appeared for the said descriptive test.

 On click of < >, it shows list of questions.

 Click on < > for the question which is to be checked.
 Check the answer for the said descriptive question.
 Enter the marks for the answer.
 Click on < >.

Figure - Checking Descriptive Test
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15. REPLY FAQ
Link: ITLE -> ITLE -> ITLE -> Reply FAQ

This page is used to answer the questions sent by students.

 On click of the link, it shows the < > button at the top middle
to download the answer.

 It also shows already created questions. The last column ‘Faculty Reply’ shows the
status for the questions which has been answered and those which has to be still
replied.

 Click on < > button to reply the answer of particular question.

 Click on < >, it displays the screen as shown below.
 Give reply for the question.
 Upload file if required.
 Enter the remark.
 Active - Check or Uncheck the checkbox to make the reply activated or deactivated.

If deactivated, it will not be available for further transactions.
 Click on < >.

Figure - To Reply

 Faculty can also edit the reply.
 To edit, go to: Link: ITLE -> ITLE -> ITLE -> Reply FAQ

 Click on < Edit> to edit the reply.

 Click on < >
 Edit the details as per requirement and

 Click on < >.
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16. ANNOUNCEMENT
Link: ITLE -> ITLE -> ITLE -> Announcement

This page is used to create the announcement.

 Announcement Title – Define suitable title for Announcement creation.
 Description – Enter the full Description of Announcement.
 Announcement Validity – Enter date of validity for announcement.
 Upload File – If required, attach the files.
 Active - Check or Uncheck the checkbox to make the announcement activated or

deactivated. If deactivated, it will not be available for further transactions.
 Click on < > to save announcement.

Figure - Announcement Creation

17. SEARCHING CRITERIA
Link: ITLE -> ITLE -> ITLE -> Searching Criteria

This page is used to search the desired book and can refer the same to the concerned students.

 To search the book, press spacebar or enter relevant character, it displays the list of

book accordingly and button < > to refer the book to the concerned students.

 On click of < >, it displays the screen to select the student to whom book is to
be referred.

 Check the checkbox for the student to whom book to be referred. If all the students
are to be selected at a time, check the checkbox of first column heading ‘All’.

 Click on < >.
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Figure - List of Book and < > Button

18. DISCUSSION FORUM
Link: ITLE -> ITLE -> ITLE -> Discussion Forum

The page is used for subject wise open interaction between students and faculty. The forum will
be creating by faculty only.

 To create new forum, click on < > link shown on the middle-top of
the screen.

 Message Type – Select any of the desired option from ‘Question’, ‘General’, ‘News’
etc.

 Forum Title – Enter the suitable forum title
 Description– Enter the description.
 Upload a File – Attach the file if required.
 Click on < > to save the forum.

Figure - Create Subject wise Forum

To view forum and its respective details, click on < > for desired forum link (on opening

Page). It will display the details as shown below along with & button.
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Figure - Details of Forum/Comment

On click of on left side, it opens the screen to add the comment as shown below. User
can also attach files if required.

Figure - Reply

Click on < > button to save the reply. On click on < >, it goes back to opening screen
and shows the reply against the subject wise forum.

Figure - Showing Reply against the Subject wise Forum
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19. ASIGNEMENT RESULT REPORT
Link: ITLE -> ITLE -> Reports -> Assignment Result Report

It is used to generate and print student assignment result report.

Various options have been provided to print the report such as Subject wise Assignment Report,
Single Assignment Report or Single Student Assignment Report.

Refer the following selection criteria to generate report.

Figure - Selections for Assignment Result Report

Figure - Subject wise Assignment Result Report

Figure - Selection to Generate Single Assignment Result Report
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Figure - Selection to Generate Single Assignment Result Report

Figure - Selection to Generate Single Student Assignment Result Report

Figure - Single Student Assignment Result Report

20. TEST RESULT REPORT
Link: ITLE -> ITLE -> Reports -> Test Result Report

The form is used to generate and print the result report of students for a particular course and
its test.

Refer the following selection criteria to generate report.



CIMS User Manual – E-Learning/ITLE (Teacher)

Proprietary of Mastersoft, Nagpur - 19 Apr 2020 - Page 29 / 32

Figure - On Selection of ‘Test’

Figure - Test Result Report - Last Attempt

Figure - Test Result Report - Maximum Marks Obtained in All Attempts
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Figure - Test Result Report - View Absent Student

21. SUBJECT WISE TEST RESULT REPORT
This is used to get subject wise test result report.

Link: ITLE -> ITLE -> Reports -> Subject Wise Test Result Report

Refer the following selection criteria to generate report.

Figure - Subject Selection for Subject Wise Test Result Report

Figure - Subject wise Test Result Report - Last Attempt
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Figure - Subject Wise Test Result Report - Maximum Marks Obtained In All Attempts

22. STUDENT RESULT REPORT
This form is used to generate and print result report for particular student.

Link: ITLE -> ITLE -> Report -> Student Result Report

Refer the following selection criteria to generate report. Search the student either by Name or
ID No. Enter the relevant data according to the type of field.

Figure - Student Selection for Result Report

Figure - Student Result Sheet - Last Attempt
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Figure - Student Result Sheet - Maximum Marks Obtained in All Attempts

23. STUDENT ANSWER SHEET REPORT
It is used to get student test result answer sheet copy.

Link: ITLE -> ITLE -> Report -> Student Answer Sheet Report

Refer the following selection criteria to generate report.

Figure - Selection of Data for Answer Sheet Copy

Figure - Test Result Answer Sheet Copy - Last Attempt


