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01-28-01: Allocate / De-allocate Optional Activities to 

Students  

 

Let us understand the purpose of this activity  

There are many subjects in the school specific to class sections. There are some subjects in 

which the student is given an option to choose from multiple subjects  

E.g. especially in secondary and higher classes, there is an option for students to choose 

from multiple third languages e.g. Hindi / Sanskrit / Punjabi etc. And there are different 

subject combinations that student can opt for.  

Then there are additional subjects as well, where the student if desires, can opt for, and 

these subjects may not add to final result of the student E.g. Information technology in 

some classes is an additional 6th subject which some students may opt for in a class 

section 

So both type of subjects mentioned above, are referred to as ‘Optional Activities’ and these 

need to be allocated to specific student so that result can be entered in result entry in 

examination module. 

These subjects are marked as ‘Optional’ in the module ‘Configuration’ and the same must 

have been observed by us when we had done Subject Association to respective Classes 

It is important for us to note that if any subject is marked as ‘optional’, then the 

students names will appear against the subject in the ‘Result Entry’ screen in 

‘Examination module’ only if students are allocated to it.  

(For other subjects which have been marked as ‘Mandatory’, all students of the class 

section will automatically display.) 

So in this session we will understand the process of allocation of optional subjects to 

students and we will also see how to remove the allocation if already done 
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The optional activities should be allocated to the students before the start of result entry 

by teachers in Examination module.  

 

So, let us begin this activity 

Allocate / Assign the optional Activities  

1. Now that we are inside the Admission module, we will go the Activities by clicking 

on ‘Activities’ button on top of the screen.  
 

 
 

2. We click on ‘Activities’ and select tab ‘Assign Optional Activity’ from the list of 

screens under ‘Activities’  

3.  We will see the below screen opens 
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4. Now we select the Academic Year in the screen 

5. We also select the session such as Primary, Secondary etc. And based on the session 

selected we will see list of classes appearing in the field ‘Class’ 

6. So we select Class and Section in the respective fields e.g. XI, A  

7. Now click on the drop down ‘Activity Type’ – ‘Academic’ or ‘Non-Academic’  

8. Based on the ‘Activity Type’ the next field ‘Category’ will show list of Subject 

Categories  

9. And based on the ‘Category’ the next field ‘Activities’ will show list of optional 

subjects defined under the selected ‘Category’. E.g. Under ‘Category’ ‘Physics’ we will 

see ‘Phy-Theory’, ‘Phy-Practical’, and ‘Physics’ defined 

If the subjects does not appear in ‘Categories’ then it means that either the subjects 

are not associated to the class section or there are no ‘Optional’ subjects associated 

to the class section. So if there are no Optional Subjects in any class section, then we 

do not have to perform his Step for the class section  
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10. So we select a Category and  Activity which we need to allocate to students  
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11. Then we select whether the optional subject is opted as a ‘Main subject’ by the 

students or as an ‘Additional Subject’ by the student 

Since as per CBSE one subject can be opted as ‘Main subject’ by some students 

whereas the same subject can be opted as an ‘Additional subject’ by another student, 

so same way we have to chose the subject for allocation.  

12. Then we click on the student names where multiple student names can be selected.  

 

List of all students along with respective school admission number of the selected 

class section appear  
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13. We will see that the clicked student names will become highlighted. In case we 

wrongly clicked on any student, then we can again click on the same and the 

highlight will disappear 

 

14. No we click on button ‘Add’ and then we will see that the selected students gets 

added in row in the grid below with the Activity selected for allocation  
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15. We click on button ‘Save’ to the allocation of these subjects to the student  

16. We will receive the data saved message confirmation  
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17. We repeat above steps to allocate to other students of the class section 

18. We can also change the class section as required for allocation of optional subjects 

to other students  

 

De-allocate the optional Activities  

1. We can remove the existing subject allocation from students by following these steps 

2. We are in screen ‘‘Assign Optional Activity’ in ‘Admission’ module 

3.  Now we select the Academic Year in the screen 

4. We also select the session such as Primary, Secondary etc.  

5. So we select Class and Section in the respective fields e.g. XI A in which we want to 

remove the activity allocation 

6. Select the Activity Type, and Activity Category based on which the Activity Names 

will display 
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7. So we select an Activity Name which we need to de-allocate from students. As we 

select the Activity name the list of students allocated to the Activity will display in 

the grid  
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8. We double click on the activity row in the grid which needs to be removed and we 

will see that the selected row becomes highlighted in yellow shade. 

We can also double click on more than one activity in the grid and all clicked 

activities will show the highlighted colour 
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9. We click on the ‘Delete’ button next to the grid and we get message to confirm 

deletion  
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10. We click on ‘Yes’ on the confirmation message and then we click on button ‘Save’ 

and we receive data saved confirmation message  

11. After clicking ‘Ok’ on the message, we will see that the highlighted subject row(s) 

disappears from the grid  indicating that deletion is completed 
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12. We can repeat these Repeat above steps to de-allocate optional activities from 

other students and we can also change the class section if we have to remove the 

allocations from students of other class sections  
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View Report  
 

Once we have allocated the optional Activities to students, we can generate and check the same using MIS Report 

‘Optional Activities Allocated’ 

 

 

The report gives us the Optional Activities allocated to various students  
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Training Video Links 

 

S.No Description You-tube Link 

1.  Training Video – Examination – Allocate 

Optional Subjects to Students 

https://youtu.be/i5NwK1Da-0I 
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