
Steps for Grading for Odd Semester: 

Head of Department 

1. Head of department need to login through his/her LDAP username and password on the URL-  
http://portal.mnit.ac.in/mis. 

 
 

2. HOD has to assign the Course Coordinators of the courses in their respective programs running 
in the department by clicking on the link “Assign Course Cordinator” provided at the right top 
corner. There are two different links for assigning course coordinators according to the course 
types. One for Program core & program electives. Another for Open electives floated by this 
department. 

  Same procedure will be followed for both of the links. 

 

 



3. All the respected courses of all the odd semesters will be shown. In the drop down box, all the 
faculties are listed, with the faculties of the same department at the top. 

 

 

 

4. Once course coordinators are assigned, the grading process can be initiated by the respected 
course coordinator only. 
 

Note: An HOD can also login as the faculty and do the grading and registration work by clicking 
on the link “Faculty Corner” 

 

Course Coordinator 

1. Course cordinator need to login with his/her own LDAP username and password. They will be 
redirected to the instructions page where the proper instructions for adding grades are given. 

2. There are two links provided at the sidebar. For Grading, click on the “Grading” link. 
3. Now, all the schemes are shown into which the faculty logged in, is assigned as the course 

coordinator. 
4. There is a separate link for “Open Elective courses”.  

 



 

5. All the courses under the selected schemes for which you are assigned as course coordinator 
will be listed semester wise. Upon selecting a course, you will be redirected to the page where 
all the students who have registered under the course will be shown. Corresponding to which 
proper grades need to be entered. 

6. You have an option to add one student by one student at the right side corner of the page. 
Student should be identified properly as regular or back for this particular course. 

7. Back students will be added at last in the list of students. 

 



8. To add more than one student at a time, Click on the link “Add multiple students” link provided 
at the right side corner. 

 

 

9. Students can be filtered by providing the student’s ID prefix. Example- 
To view only B.Tech Computer Engineering of year 2008- 
Type “2008ucp” and click on “Filter” button, the required result will be seen at the bottom. 
Students to be added in this course need to be selected one by one. Upon clicking to the 
Register button, the selected students will get register to the same course. 
 



 
 

10.  Then, clicking on the next button, you will be redirected to the grading page where proper 
grades can be added to each student. 

11.  Only proper letter grades can be added - 

A,A+,B,B+,C,C+,D,E,F,AU,X,I,W 

12.  If the grade space is blank corresponding to a student, then the student is considered to be not 

registered in that course and will be deregistered from that course. 

13.  Keep saving your data in between while entering the grades .Only after all the grades have 

been correctly entered and has been rechecked, then click the final “SUBMIT” button. 

14.  No more alterations will be allowed after final submission. 
15.  Grading of all the courses is entered similarly. 

 

 

 

 

 

 



Steps for Registration correction for the (2011-2012 EVEN) semester 

This portal is made to correct the registration of students who want to add / drop any course for 
the even semester. 

Head of Department 

1. Head of department need to login through his/her LDAP username and password on the link-  
http://portal.mnit.ac.in. 

 
 

2. HOD has to assign the Faculty Advisors for the semesters in their respective programs running 
in the department by clicking on the link Assign Faculty Advisor  on the right sidebar. 



 
 

3. Choose the corresponding program assign the faculty advisor (program advisor) of the 
respected semester. Once assigned the program advisor, the names would be displayed on the 
screen. 

 



 
 

Note: An HOD can also login as the faculty and do the grading and registration work by clicking 
on the link “Faculty Corner” 



 

Faculty Advisor  

1. Faculty Advisor need to login with his/her own LDAP username and password. They will be 
redirected to the instructions page where the proper instructions for correcting registrations are 
given. 

2. Click on the “Registration” link given in the right sidebar of the page. 
3. All the programs with the semesters specified are shown. Also there are two different links 

available with each scheme and semester “Regular” and “Back”. 

 



 

4. On clicking on the regular link, all the students registered as regular student for the 
corresponding courses in the specified semesters are listed. (Similar procedure is followed for 
the back student registration also.) 

 
5. The matrix of students and courses shows the registration of students. The checkboxes with 

checked shows the registration of the students. To deregister any student in any course, de-
select the respected checkbox. 

6. After making all the changes click the update button on the page. 
7. Faculty advisor can also add a new student to the semester using the “Add new student panel” 

shown at the bottom of the page. 
 



 
 

All the registration will be done by following these steps.  


