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Step 1: Choose Course communities 



Step 2: Choose the course for which the proposed plan
must be uploaded 



Step 3: Click on Lesson Planner 

Proposed Plan is the
option where we upload

the  proposed plan



You can enter the
proposed plan
here in the UI

You can use the import
option to download the

proposed plan template, fill
it and import

Step 4: Preparation of Proposed Plan 



Step 5: Downloading the Proposed Plan template 

Click on Excel Format to
download the excel

template for Proposed
Plan



Points to remember:
1.  All columns in RED are mandatory.
2.  Please do not fill Date and Hour columns as they will be auto-populated

once we click on “Sync with Timetable” button.
3.  Input for “Mode of Instructions” must be one out of these 4 options:

Tutorial, Lecture, Practical, or Remedial only.
4.  Input format for “Course Outcomes” must be CO1, CO2, CO3, CO4, CO5...

only.
5.  Once the format is filled, import into the system.
6.  HODs will lock the proposed plan before classes commence.

Step 6: Filling the Proposed Plan template



Step 7: Importing the Proposed Plan template

Click on Browse and
search for the
template to be

imported

Once the template
is chosen click on

Import



Step 8: Debugging the errors if any

If there are any errors
in the template, the

system will flag it here



Step 9: Sync with Timetable



Step 10: Enter the start and end dates of the semester



Once all these steps are completed this is how the
proposed plan will look



Step 11: Recording the actual plan after marking
attendance

Once the
attendance
is marked,

confirm the
attendance



Step 12: Check the boxes corresponding to the topics
completed

Check the boxes
corresponding to the
topics completed on

that day.
 If multiple topics are
completed in a single

day, select all
applicable boxes.



Step 13: Choosing the status of completion

Choose the status
of completion for

each topic you have
checked



Step 14: Submit


