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Step 1 :  Open Google Chrome and 
type www.polyexamsoft.com  in address bar
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Step 2 : Login to Officer Incharge module as shown below



OFFICER IN-CHARGE 

HELP MANUAL

7588685522 / 8983361283

This Help Manual is property of Shri Software Solutions & Training Centre | Copyright 2019 PAfGE 04- polyexamsoft.com/OFFICER IN-CHARGE/HELP-MAUAL

You will See control Panel for Officer Incharge User
after successful login as below
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Step3 : Step 2 : Make block setting . This is must to create block
strength and report generation and block arrangement . Column Break
means Number of Benches in that column

01

02

03 04
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Step 4 : Make block arrangement for particular Date &Session .
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02

01
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Make Block Arrangment as below.

01

02
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01

02

Step 5 : Make Supervisor Allocation – This is optional
, but if user wants to print supervisor name on Reports then this 
option must be used .
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Allocate Supervisor and reliever to blocks as below

01

02
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Step 6  : REPORT Tab – 01 
Note : After Block arrangement, User has to just print the reports .
 These reports must be print before the Examination day.
 

Attendance Report / Supervisor Report

01 02
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01

02 03 04

Attendance Report Print 

Kindly Print this Report in Prortrait Format
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Supervisor Report Print

Kindly Print this Report in Prortrait Format



OFFICER IN-CHARGE 

HELP MANUAL

7588685522 / 8983361283

This Help Manual is property of Shri Software Solutions & Training Centre | Copyright 2019 PAfGE 13- polyexamsoft.com/OFFICER IN-CHARGE/HELP-MAUAL

Gate Chart

01
02

03
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Gate Chart Print

Kindly Print this Report in Landscape Format
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Bench Arrangement

01

02

03
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01

02

03

Bench Arrangement Print

Kindly Print this Report in Prortrait / Landscape Format as per your requirement
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01

Blank Absent Report

02
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Blank Absent Report Print

Kindly Print this Report in Portrait Format 
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Supervisor Allocation Report

01

02
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Supervisor Allocation Report Print

Kindly Print this Report in Landscape Format 
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Format 02 -Q.P Receipt

01

02

03



OFFICER IN-CHARGE 

HELP MANUAL

7588685522 / 8983361283

This Help Manual is property of Shri Software Solutions & Training Centre | Copyright 2019 PAfGE 22- polyexamsoft.com/OFFICER IN-CHARGE/HELP-MAUAL

01

Format 02 -Q.P Receipt Print
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Format 03 / Annexure- G

01
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Format 03 / Annexure- G  Print
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Format 03-A / Annexure- H 

01

02
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Format 03-A / Annexure- H  Print

01

02
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Advanced Question Paper requirement

(Format no 2-B)  -  Report

01

02
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Advanced Question Paper requirement

(Format no 2-B)  -  Report Print

01

02
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Format no 22 (Panchnama  Report )

01
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02

Format no 22 (Panchnama  Report ) Print
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01

Step 7  :Assign / De- assign Special Codes  , when absent student seat
numbers are available .

02
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02

When you have list of absent seat numbers 45 min after

start of exam , kindly mark absent numbers by clicking on

Assign Button.  (Use " Control+F " to search seat number)
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01

Step 8  :REPORT Tab – 02 
Note : After filling absent numbers in Step 5 , These Reports should be printed.

Print Packing Slips and Attendance Report – “A”

02

03

04

05
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01

Packing Slip Print - Old Format (Format 7)

02

Packing Slip Print - New Format (Format 7)
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Attendance Report "A" Print

02

03

04

05

Kindly Print this Report in Landscape Format 

Separate Format will be generated for each Course/Subject and Inst.Code.

Example : Consider that CO-5-I  course with subject Java Programming having

inst code 1644  has 80 students and these students are allocated to 3 different

blocks , then single report for CO-5-I - Java Programming  - 1644 inst code.

This format will be enclosed in Answer Book bundle for the same. 
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Format of receipt of sealed Answer book

Bundles( format no 8) 

02

01

02

02

02
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Format of receipt of sealed Answer book

Bundles( format no 8) Print 

02

Kindly Print this Report in Portrait Format 

02
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Format of receipt of sealed Answer book

Bundles( format no 9) 
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Format of receipt of sealed Answer book

Bundles( format no 9)  Print

02

02

Kindly Print this Report in Portrait Format 
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NIL Report
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NIL Report Print
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Record of Question paper Packets
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Record of Question paper Packets Print
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Step 9  :Total Attendance Report “A”
(Examination Summary Report) REPORT TAB – 03 – After end of Exam

01

                This Report should be printed after end of whole theory
examination. It will be useful when there is any query from RAC ,
Institute can check this pdf report very easily and check status of any
absent student , CPS Details etc . 
               There is no need to check all documents of examination.
Only this Summery report is sufficient to cross check status of any
seat number. 
                We recommend institutes to download this report after
end of whole theory exam and save copy on email and computer
also for future reference.  
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Total Attendance Report “A” 

Summery Report Print
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Step 10  : Change Password of Officer In charge
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02


