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Note :  Institute has to get username and password for
super admin login from Company - Shri Software
Solutions And Training Center
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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 Super Admin  module
 as shown below
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You will See control Panel for Super admin
after successful login as below
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Step3 : Create Officer In-Charge , Data entry,
 Billing Users . User can create more than one account as per the need.
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Step 4 : Add Institute Details * including exam center also *
Version 1.4 supports multi-institute. 
It means if exam center has 2 or more than two connected
institute’s exams, then application will support it.
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Step5: Add distribution center details. 
Note: user can add only one DC per Exam
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Step 6: Add Officer In-Charge Details. 
Note:User can add only one Officer –In charge at a time. 
When Officer In-Charge changes,
user can delete old record add new record over here.
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Step 7: Add Controller details. User has to change Controller
details, if new controller has been allocated by DC. 
First Delete old record and add new record. This option is optional
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Step 8 : Add RAC Q.Paper Details . Set hereno of Q.Papers added in AB
bundle which will be used in RAC. This is important link as it reflects
count of Q.P in Q.Paper Records Report.
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Step 9 : Super admin can change current password
by clicking on setting menu

01

02


