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Online Administration Process 

There ae four main players in this online admission process taken place at IBS. They are as follows. 

1. Admin User 

2. Faculty User 

3. Executive Managers 

4. Regional Managers 

There are in total 65 Panels and each panel consists of 2 faculty out of which one is host and other is a 

co panelist. Zoom links are created by the admin user and is shared to defined faculty members 

accordingly. They schedule the date and time for the students to be allotted in each panel. There are two 

sessions, Morning session takes place from 10 to 12:30 PM and Afternoon session takes place from 3 to 

5:30 PM. Zoom link is assigned to students at the time of login depending on the panel allotment. 

Students are kept in waiting room till such time.  

The Selection process by the Faculty user will take place in 2 different aspects. They are Presentation 

and Interview process. Weightage for each is 25 marks. Once the process for a candidate is over, they 

are removed and Next candidate in the waiting room is allowed to enter the room.  

In case if the students are not available due to any technical glitches or any other uncertain reasons, 

Executive managers will follow up with the students and arrange for a new slot and inform to the 

Faculty parallelly. They act as a bridge between Student candidates and the Panel members. Regional 

managers take care of the Students details during application process.  
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Admin/ Panel Members Login: 

The following is the page where Admin members/ Faculty in panel login. They can enter once the 

username and Login details are given.  
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Admin Desktop: 

The Admin persons home page will be as follows. They take care of the Registration information before 

the selection process and students evaluation aspects after the selection process.  
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Candidates List (Panel wise): The list of students who have done the registration process will be 

displayed. And they are dynamically allotted in to each panel as shown below. 
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Panel Members List (Panel wise): The following page shows the list of panel members in each panel. 

 

Student Registration Information: The Registration information gives the students details and their 

status of process, if they have been evaluated or not. 
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Panel Member Home page: 

The panel members are taken in to the selection process room, through the zoom meeting link. 
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Student Profile Page: 

The details of the candidate are as shown below in the Profile page. Their Academic details like Class, 

Year of passing out, Percentage of marks secured, institute and University in which they studied is 

displayed.  
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Presentation Marks Entry: 

Once the student is done with his/her presentation, panel members enters the score they secured for 

Presentation as follows. They consider 5 aspects of evaluation like Confidence, Clarity of 

communication, relevance of content, flow of presentation, and presentation skills. Totally it is 

conducted for 25 marks (5 marks in each aspect). 

 

Interview Marks Entry: 

Once the student is done with his/her interview, panel members enters the score they secured for 

Interview as follows. They consider 5 different aspects like Communication skills, Logical Thinking, 

Self-confidence and body language, Flexibility and adaptability, Attitude aptitude and aspiration for 

management education. Totally it is conducted for 25 marks (5 marks in each aspect). 
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Remarks Entry: 

If there are any other remarks to be mentioned by the panel can be given in the Remarks entry as shown 

below.  
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Evaluation Status: 

To check the status, if the Panel members have completed the evaluation or if The candidate is absent or 

discontinued is mention in this aspect as shown below.  

 

Panel Evaluation Report: 

 



 11 

Panel Contact Information: 

The panel member contact details and the Executive marketing officials who takes care of backend 

operations is provided, for them to communicate if there are any glitches.  
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Student List: 

The following page provided the details of the list of all the students, who undergo the selection process 

in that particular panel.  
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Messaging/ Chat window: The messaging window for Panel members can be used for communication, 

which is not visible to the candidates.  

 

 

 

 

Offline Admission Process 

 

Login:  

The following is the login page for the administration users. Using, Login ID and Password, they can 

login. 
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Home Page: 

 

Registration: 

The list of registered applications details can be fitchered here. 
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Group Discussion Evaluation Sheet: 

The following are the sheets for evaluation of Group discussions are given to the respective panel 

faculty members, to be entered manually. They consider 5 different aspects like Initiative, Clarity of 

communication, relevance of context, Analytical skills, Ability to perform in a group. Totally it is 

conducted for 25 (5 marks in each aspect). 

 

 

 

Personal Interview Evaluation Sheet: 

The following are the sheets for evaluation of Personal Interviews are given to the panel faculty 

members, to be entered manually. They consider 5 different aspects like Communication skills, Logical 

Thinking, Self-confidence and body language, Flexibility and adaptability, Attitude aptitude and 

aspiration for management education. Totally it is conducted for 25 marks (5 marks in each aspect). 
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GD Marks Entry: 

 The marks that is manually shared in the evaluation sheets are again entered in to the Offline admission 

process portal. 

 

 



 18 

 

PI Marks Entry: 

The marks that is manually shared in the evaluation sheets are again entered in to the Offline admission 

process portal. 
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GD Marks Editing: 

In case if there are any further changes in the entries, editing can be done as following. 

 

PI Marks Editing: 

In case if there are any further changes in the entries, editing can be done as following. 
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Selection Process Confirmation: 

The selection process confirmation for each applicant is done as follows once the process is completed, 

for the candidate’s information.  
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Selection Process Date Change: 

If there is any change in the selection process date, it is communicated to the candidate, and the admin 

can modify the date as follows.  
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Briefing Timings: 

The timings, location for respective batch is indicated as follows. 

 

 

Batch Timings: 
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Batch Capacity Change: 

Each panel’s Batches consists of 12 students. Incase if there is change in the capacity, it can be edited as 

follows. 
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Group Discussion Panel List: 

The list of faculty allocations for group discussion  in each panel are assigned as follows. Each panel in 

each batch contains 2 faculty.  
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PI Panel Members List: 

The list of faculty allocations for Personal interview in each panel are assigned as follows. Each panel in 

each batch contains 2 faculty.  
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Student Name Correction: 

Incase if there is any correction required regarding the details of the student, it is modified here as 

follows. 
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Registration Status: 

The analysis for the Registration status is as follows. Out of total number of applicants, how many have 

registered and appeared for the selection process can be checked her.  
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GD Panel Marks Analysis: 

The detailed analysis of each panel is obtained. The maximum and average marks obtained in Group 

discussions can be seen as follows. This helps the management to look in for selecting the candidate. 
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PI Panel Analysis: 

The detailed analysis of each panel is obtained. The maximum and average marks obtained in Personal 

Interview can be seen as follows. This helps the management to look in for selecting the candidate. 
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Day Wise Attendance: 

The entire admission process is undertaken for 7-8 days. The percentage attendance of Students on each 

day analysis is shown as below. 
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Student Profile: 

The student’s profile is built with the final details such as Personal details, Selection process details and 

the marks obtained in Group discussions and Personal Interview are shown as below. 

 

 

 

PMS User Interface Process Manual 

 

Introduction: 

 

Placement Management Systems (PMS) at IBS introduced a web application for their placement cell that is user-

friendly for students. This application seeks to put all stakeholders together on a common forum, including 

students, faculty, recruiters, placement coordinators, and different departments. This software will keep students 

updated about the companies visiting the University for an ‘On Campus Placement.' 

  

This Placement Management System (PMS) launched at IBS is meticulously designed to aid students in planning 

their career approach. Campus placement cell serves as an important platform for students to get their first job or 

start their career in the right place at the right time. 
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Students can now register online with their placement cell and even list down their ‘dream job companies’. This 

will allow the University to prepare collect data of students who prefer ‘a particular’ sector of company’. The 

students can have detailed criteria for which recruiters are looking based on the companies visiting the college 

campus. They are sent notification with all the details about the company and their required credentials based on 

their eligibility. The placement cell can prepare the students about the generalised requirements of the 

organizations in that departments (Marketing/Finance/ HR/ Operations IT/Business Analytics etc) and respective 

sectors (Consulting/Insurance/Financial services/Marketing research/banking/Manufacturing/ IT/IES etc). 

 

This helps students prepare well for their on campus placement interviews. The PMS also helps to minimize the 

chances of an company losing a placement position by keeping placement coordinators up to date on the 

placement status of each student during on-campus placement.  

Not only can students benefit from this scheme, but corporations who come to hire students and offer them direct 

entry to the company will pick the best of the bunch. 

   

The data collected by the PMS in IBS automatically updates the eligible candidates, based on the criteria of 

Company. This helps the company assess and filter the students and thus plan their  potential candidates for the 

interview. Students are sent information reminding them of the interview dates on a regular basis. 

  

The manual procedure of registering for the campus placement is time consuming and creates trouble for both the 

students and the University in managing data and information. The purpose of PMS is not only to make the on 

campus placement process less tiresome but to create one database place for all the information concerning one 

student.  

  

The PMS allows recruiters  to maintain an organized Video resume which is submitted by students. This single 

application will organize the activities of three bodies, including recruiters, students, and the University, reducing 

the risk of data loss and duplication. It also keeps track of all of its students' information for potential use by the 

university and recruitment companies. 
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Each student of IBS will be allotted a separate login in SIS (Student Information system) that gives them access 

to this PMS application where they can receive all the information and status report of the on campus placement.  

  

All required information pertaining to recruiting company, their required qualification criteria, their 

eligibility criteria, list of approaching companies for the campus recruitment, schedule of interview dates as well 

as online registration is now available from time to time to the students who are registered with the placement cell 

via the PMS.  

  

Campus placement is one of the most essential stages in a student’s life. A compelling decision at this stage helps 

students achieve their goal in lesser time. IBS has attempted to simplify this decision making process for students 

to have a successful career at the right place. 
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1. Placement Management System (PMS) User Manual 

 

This document provides how information to enter Employer Organization data and Placement details.   

 

1.1 Login Page 

After the entry of User name and Password, Placement manager can login to the Placements Management 

system (PMS).  

 

1.2 Home page 

Placement portal Home page is displayed as follows. One can find the status of Number of students placed 

overall and individual Specialization wise and those who are yet to be placed is displayed. The number of 

students placed in domestic recruitments companies, and International is mentioned. The average CTC, Min and 

Max CTC is displayed.  
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1.3 Calendar: 

The calendar page shows the details of the Recruiters under process and their status in every month and 

respective dates.    

 

 



 36 

 

Placement manager uploads the companied details/ Job profile description in PMS. And Students find those 

details based on their eligibility in SIS. The Placement Management System (PMS) and Student information 

systems (SIS) portal is integrated internally such that the updates of the recruiters are received to the students 

based on their eligibility status is appeared in SIS portal. At any point in time who are eligible for the placements 

are available to the placement coordinator and the management. The Job postings are appeared in the student’s 

portal after filtering based on their eligibility.  

The details of the recruiters and the categories to which they belong to is segregated based on which they can 

understand the sector of Job profile they belong to.   

 

2. The process of Placement is as follows. 

The Students get registered for the Placements through their SIS. Those students who registered and ready for the 

placement process eligibility is available in PMS. At any point in time, if there is a change with respect to 

Students, there is a change here in PMS. Reasons being some of the students might withdraw, some might not be 

interested with company profile or location or other reasons.  

 

2.1 Students coordinators:  
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The student’s details who are allotted for coordinating, if there are any requirements of students details 

during the process of placement is displayed here. 

 

2.2 OOPs: 

Out of placements displays the list of students who are voluntarily out of placements for various reasons like 

Family Business, Academic affliction, Disciplinary grounds, dropped, Fee dues, Higher studies, Location 

constraint, Low attendance, not available, Opted out, Own business and Not will after Pre placement talks. This 

helps to capture how many of them actually require placements.  

 

 

2.3 Job Posting Notice 

The details about the recruiter’s company, and the designation to which the role is offered, CTC and recruitment 

process date is displayed. The status of the Recruiters is displayed in the student portal as well, based on their 

eligibility.  
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2.4 Task status 

To view the task status 

 

It describes about the status of the companies about the process of recruitment; number of posts 

is mentioned.  

3.  Placement Process: 
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1. Initially Job description is sent by the organization is posted in PMS by placement managers. 

Which is notified in the student’s portal accordingly based on their eligibility. 

2. Application process: All the companies for which the students are eligible will only be displayed 

in their respective SIS page. The students who are willing to apply for the company through SIS 

– PMS will capture their status. 

3. Shortlisting of Students: 

The students eligible for the company are only forwarded to the recruiter. The shortlisted 

students are being captured by the PMS system. 

 

 

4. Different stages of selection process 

1. Pre-Placement talk 

2. Group discussion  

3. Personal Interview 

4. Final Selection. 

At any point in time at which stage the student is qualified, or disqualified is all captured in 

PMS. This helps to analyze based on individual students’ perspective, to improvise and focus on 

that particular stage, where they get disqualified.   
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5. Offer letters are uploaded for the track of records of those students which are being placed 

into which companies.  

4. Students Corner:  

4.1: Students list: 

The list of students who are placed is recorded.  

 

4.2 Video Resume:  
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The students resume can be uploaded in a video format. Which is stored in PMS and is 

shared to the recruiters during selection process.  

 

4.3 Notice board: The student receives the notifications if they are placed/ shortlisted/ in which 

stage of selection process have they qualified or disqualified.  
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4.4 Place students list:  

In the following manner the student’s details such as Enrollment no, Name, Gender, Date of 

joining, Country, Specialization, Company recruiter where they got placed, Sector to which 

the company belongs to, their position and CTC is stored.  
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SIS User interface Process manual 

Introduction: 

Student Information Systems (SIS) application launched at IBS is used to manage all the student related academic 

information.  SIS application at IBS allows the students and management to maintain even the minutest details of 

the student in a highly organized way. From enrolment to handling inquiries, tracking students’ progress, 

sending reminders and notifications, the student information system does it all. The SIS helps to 

channelize the faculty’s workload and stay concentrated on students learning and work towards 

continuous improvement. 

 

SIS portal helps the students to undergo a hassle-free recruitment and enrolment process. Since it is integrated 

with the placements Management system, the students get automatic notifications about the recruiters and their 

job description based on their eligibility criteria. Each student of IBS will be allotted a separate login in SIS 

(Student Information system) that gives them access to this PMS (Placement Management System) application 

where they can receive all the information and status report of the on campus placement.  

 

SIS helps to keep track of all the student’s activities across the years in one place and maintaining the course 

related information and Gradings details. The student’s portal in SIS benefit he student management. SIS at IBS 

provides the students to track the schedules, attendances, courses, invoices/payment dues and all the data related 

to their day to day activities, get notified about placements, grades etc. Also, it helps the management to build the 

Alumni network, for placements, job referrals and funding.  

Academic advising like Information regarding new resources, video lectures, more library resources are 

provided to the students through SIS. Thereby They get exposed to shifts in attitudes about 

education and expect greater flexibility in achieving their goals. Intentional interactions by 

advisors are sure to assess students’ progress toward IBS objective. This feature  of student 

information system  at IBS has advisors assessing student profiles with precision. They then 

guide thriving students toward their goals and get at-risk students back on track. 

Thereby IBS is able to maintain healthy communication with the stakeholders through its 

Student Information system. There is a closer interaction between Student – faculty – parents 
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and management for a healthy teaching and learning community. All sorts of communication is 

sent with an instant integrated messaging and notification tools via emails and messaging.  

 

1. Students Management system User Manual 

 

This document provides the information about the student’s data and list of features available in SIS.  

1.1 Login Page:  

After the entry of Login details i.e. Enrolment number and Password, Student can login to the 

Student Information System (SIS).   

 

1.2 Home Page: 

The SIS home page is displayed as follows. One can find their personal information, notices 

they get from the management/ faculty etc. They can check for the details like status of fee, 

Academic related material, Hostel, Leave form, SIP, Placements information, Access Library 

and other Video resources.  
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2. My info: 

This contains the student’s personal information such as following: 

Profile Picture, Video for the resume purpose. Transfer Certification and Migration Certification for the 

administration details. Student can upload the resume to attain.  The Personal data information related to the 

student, and their parents is displayed.  
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The students Medical related information, address and Banking details is displayed in My info module.  

3. Notice: 

The notice documents are available in this module. All Notices related academics, courses schedules and 

materials, uploads from the faculty, placements related in formation, Fee payment due/ invoice details, 

Examination schedules, etc. that are in common from the University are notified to the student.  

 

4. Fee  

The details related to students fee schedules, Receipts, and all other fee details are recorded.  
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The fee details if Online payments are also displayed as below: 

 

5. Academic: 

The following are the details provided in the academic section 

5.1 Mentor details: 
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5.2 Registration: 

Number of courses registered in each semester is displayed here.  

 

5.3 Attendance: The student’s attendance in percentage, and their presence in each courses and 

lectures every day is displayed as follows. 
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5.4 Grade List: Student’s grade details in each course in all semesters along with CGPA is 

displayed. 

 



 50 

 

5.5 Online Exam: 

The results related to online exams attended is displayed here. 

 

5.6 Suggested answers: The suggested answers uploaded by faculty for the respective online 

examinations conducted is displayed here. 
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5.7 E books: 

Online links to the E books to be read by students is uploaded here by the faculty.  

 

6. Hostel: 

The details related to the hostel facility room details are displayed here as follows.  

 

7. Leave Form: 

8. SIP: 

Details related to their summer internship, Mentors details, organizations to which they have applied 

for internship, and individual company details are uploaded as shown below.  
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9. Placements 

The students are directed to the placement management systems portal where in they find the 

appropriate Job notices, and other resources required for their placements.  

9.1 Notices 

In the notice board, they get the notifications related the recruiters, their job description and 

other placement selection process notifications 

 

9.2 Resume 

The student can update their profile and upload video resume, to be shared to the recruiters.  
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9.3 Job notices 

The student gets the list of Job postings available, based on their eligibility criteria. They can view the Job 

description and apply for the company. These details will be automatically captured by PMS and hence 

placement managers can take the shortlisted students list to Recruiters.  

9.4 List of Job postings available  
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9.5 Applied  

It shows the list of companies, to which student has already applied.  

 

 

9.6 Resources 

It gives the all the required resources important for analysis of the students in the perspective of 

placements.  
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10. Swayam videos: 

Any video-based lectures on Swayam portal related to the courses are updated to the students in this 

module.  
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e-governance in Student Admission and Support 

 

 

Login:  

The following is the login page for the administration users. Using, Login ID and Password, they can 

login. 
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Home Page: 

 

Registration: 

The list of registered applications details can be fitchered here. 
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Group Discussion Evaluation Sheet: 

The following are the sheets for evaluation of Group discussions are given to the respective panel 

faculty members, to be entered manually. They consider 5 different aspects like Initiative, Clarity of 

communication, relevance of context, Analytical skills, Ability to perform in a group. Totally it is 

conducted for 25 (5 marks in each aspect). 

 

 

 

Personal Interview Evaluation Sheet: 

The following are the sheets for evaluation of Personal Interviews are given to the panel faculty 

members, to be entered manually. They consider 5 different aspects like Communication skills, Logical 

Thinking, Self-confidence and body language, Flexibility and adaptability, Attitude aptitude and 

aspiration for management education. Totally it is conducted for 25 marks (5 marks in each aspect). 
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GD Marks Entry: 

 The marks that is manually shared in the evaluation sheets are again entered in to the Offline admission 

process portal. 
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PI Marks Entry: 

The marks that is manually shared in the evaluation sheets are again entered in to the Offline admission 

process portal. 
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GD Marks Editing: 

In case if there are any further changes in the entries, editing can be done as following. 

 

PI Marks Editing: 

In case if there are any further changes in the entries, editing can be done as following. 
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Selection Process Confirmation: 

The selection process confirmation for each applicant is done as follows once the process is completed, 

for the candidate’s information.  
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Selection Process Date Change: 

If there is any change in the selection process date, it is communicated to the candidate, and the admin 

can modify the date as follows.  
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Briefing Timings: 

The timings, location for respective batch is indicated as follows. 

 

 

Batch Timings: 
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Batch Capacity Change: 

Each panel’s Batches consists of 12 students. Incase if there is change in the capacity, it can be edited as 

follows. 
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Group Discussion Panel List: 

The list of faculty allocations for group discussion  in each panel are assigned as follows. Each panel in 

each batch contains 2 faculty.  
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PI Panel Members List: 

The list of faculty allocations for Personal interview in each panel are assigned as follows. Each panel in 

each batch contains 2 faculty.  
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Student Name Correction: 

Incase if there is any correction required regarding the details of the student, it is modified here as 

follows. 
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Registration Status: 

The analysis for the Registration status is as follows. Out of total number of applicants, how many have 

registered and appeared for the selection process can be checked her.  
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GD Panel Marks Analysis: 

The detailed analysis of each panel is obtained. The maximum and average marks obtained in Group 

discussions can be seen as follows. This helps the management to look in for selecting the candidate. 
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PI Panel Analysis: 

The detailed analysis of each panel is obtained. The maximum and average marks obtained in Personal 

Interview can be seen as follows. This helps the management to look in for selecting the candidate. 
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Day Wise Attendance: 

The entire admission process is undertaken for 7-8 days. The percentage attendance of Students on each 

day analysis is shown as below. 
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Student Profile: 

The student’s profile is built with the final details such as Personal details, Selection process details and 

the marks obtained in Group discussions and Personal Interview are shown as below. 

 

 

 

 


