
ADMISSION USER MANUAL

SOFTWARE OVERVIEW:

Microsoft Navision will be installed on the system of all the users. User can see the 

Microsoft Navision Icon in their taskbar 

The Counsellors will have a separate Login for using the Enquiry Page:

Step 1: Click on the link 172.0.1.105:82     for accessing the Portal

Step 2: Login Page for the Users will open. USERID and Password to be entered on Login Page.

Step 3: User Id will be the employee ID and Password can be changed once Login

Step 4: Once the Counsellor has entered the ID and Password, page for Phone Enquiry and 
Enquiry will be displayed

http://172.0.1.105:82/
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The Phone Enquiry Tab will be available both on the Website as well as on the Portal. The Applicant can
put the Enquiry directly on the website and the counsellor can view it or the Counsellor can do the Cold
Calling and put the phone Enquiry on his/her portal.
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The Counsellor can also put the Phone Enquiry on his/her portal as:

Counsellor has to fill all the Mandatory fields which are highlighted as yellow and will submit. These
Enquiries will be saved as Phone Enquiries in Microsoft Dynamics Navision Application.

Step 5: The Counsellor will then follow up with the Phone Enquiry and will update the details on the
Enquiry Page
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On this page, the counsellor can select the Old Enquiry for which Phone Enquiries have already been
created or the user can create a new enquiry without any phone enquiry.

Highlighted fields are the mandatory fields which needs to be filled before submitting the enquiry.

Step 6: All the Enquiries can be viewed by the counsellor on the View Enquiry List
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For all the Enquiries, counsellor can do the Follow ups on clicking the “Follow Up” in the list.

This will open a screen where counsellor can enter the follow up details.

All the data will be saved in the Microsoft Dynamics Application also.

The Admission Head or any user who will have the rights to access the Microsoft Dynamics Application
can view the Enquiries on the Application.

Open the  installed on the system. It will ask for your USERID and Password.

Step 7: On the Role Center Page, one can view all the Activities related to Admission

First of all we will setup in admission related for pre-qualification basis. We will click on any course
and click on edit button and go to Navigate and see Set Stage 1 Formula and fill pre qual. For 
particular course. I have attached screen in below.
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This is Admission role center page for counsellor. Screen would show two tabs: “ACTION” and the other
as “REPORT”.
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Action Tab will show all the Enquiries, Applications (Bothe Online & Offline), and Admission List
which will show all the applicants who are eligible for Admissions.

This is Enquiry page for fill any enquiry for admission. Click on New Button and fill details as Name,
course name, date of birth etc.
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After filling the enquiry, then go to sale of application page and click on new button and fill course 
code then next step show all name which has been interested this particular course then we select on 
any name and automatic fill details in application form which was filled in enquiry page. After filling the
mandatory fields in application page then go to Post button.

The “Applications” would have all the Applications whose payments are received by the
Counsellor/Fee Person.
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Counsellor will fill the Application Details and prequalification subject details on the Application

Form. This can be printed out by the tab “Application Details Form”

The same application form is also provided on the TMU Website as “Apply Now”.
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Applicant can directly apply there and can do the payment online.

All the entries will be displayed on Microsoft Dynamics Application.

Step 9: The Fee Collection User will receive the applications and provide a receipt to the 
applicant for the payment done.
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Step 10: Once the person has qualified all the eligibility criteria and paid the application cost, the
counsellor will admit the student

13



ADMISSION USER MANUAL

Step 11: The User can also do the admission on spot without going through the Enquiry to Application
Process. Prequalification marks needs to be added at the same time for checking the eligibility.
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Step 12: The Reports can be viewed on the Report Tab placed on the Dashboard.
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Course  Transfer: This  is  process  for  any course  transfer  in  same college and another college.  It  is
process for 5 level approval and final approving by finance department. It is chargeable basis and auto
reflect in fee department for transfer fee if any.
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Student Cancel: This process for admission cancel/deactivate. It is 4 level approval. We will click on new
button and select student which we cancel them. First user create this entry and fill details after that 
send to approval.
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