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GOVERNAMENT OF ANDHRA PRADESH
Department of Technical Education

Help Document for usage of TLEM Application in
Principal Login (url:103.39.134.234/CTE_SPMS/)

1) How to Add Teacher Leaves ?

Masters (Menu) ->Teacher Leave Entry ->Click on Add leave
link.

Provide the required information as shown below and press Save
button.

Adding Teacher Leaves

Scloct Inatitutlon * meomumm POLYTECH 'v_]
Departrmant = I —~Select Department-- __.._:_}
Teacher * [ -—_s_t_h:t_'unch_l_'n_—_ o _VJ

Leave Sesalon For (Oplional) | ._-s.!lcct— ) . "*;]
Loave Typo * —Seglect— ~

Laave from *

| eL
- | sL
Leave Roason | op

| o

ML[Medical Leave)
ML{Matemnity Leave)
PL{Patarnity Laave)
EL

HPL [PA)

HPL (MC)

Child care leave
Others

Then teachers Leave details will be listed as shown in below table.
By Default his/her leave will be approved.

Teacher Leaves Entry
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Note: Until 11 am same day leave can be cancelled by principal by
clicking on Approved link in Leave Status column. For next day

|
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leave cancellation, delete icon must be pressed.
2) How to do Teacher Leave Class Adjustment ?

Masters (Menu) ->Teachers Leave class adjustments
Select the Class for the Date and click on Go button as shown.

et of kel Prdeh
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Then principal will have a facility to view with 3 radio buttons: 1)
List view 2) Substitute entry 3) Reschedule (Recoup)
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Principal has to select Substitute Entry radio button, look in to
Substituted by column in the table and then select LE(:.turer name

who has to be substituted. Then press Save Cl .
button. o ass Adjustments
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One popup window will appear for confirmation as shown below.
Click on OK button to save the details.
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Confirmations will be displayed in the List view, and then the
adjusted staff member has to take the class.

3) How to Recoup(Reschedule) classes ?

In_order to recoup classes, first leave must be approved and
adjusted to some other staff member as explained above.

Masters (Menu) -> Teachers Leave class Adjustments

In order to recoup, select Reschedule from the Radio Button
selection (RECOUPING PROCESS).

3
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Select the Reschedule date.
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Select the Reschedule time and the click on Save Reschedule
Classes button.
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One popup window will appear for confirmation. Click on OK button
to save the details.

10 Ay s gl Pipol Bl | rmia 1w s e e

I:imi 'mo] wrmi g 1

e -

Madpnw  Meprmowe  Myply Twsowmie  Oedtertw Tencher Leave Class

DUt abiute clasaes L% Ase] gueeseriully (|

free Pt s s Fopdores §
FUNI=A - U <] uie sy GovisRNT I+ | ke -
Courw LR Tarhw Classt ot vt Dtas_ — n
Sckiocy S Crndes SubyName = Aelsar Clam E =) =Salt Tember = I+hee 201 |
Vo Vi L P fouy @t Aok Piew Qs bty

o BV OONTTe | | .
fu L0 -] FAS AT U0 AN S | 0wl 00 P - 0N B0
I LZ T FOUTIE |"“ Rl b R PITPUR (1% d el TEILTES ¥
HC, TR | |
- S SR (. e = B ey
| ll‘r’f”‘ Py T, |
2 O e r_l: (e TR T ) Idl‘|w='mﬂl o o 1hnI0r CRRO AN w Tismbes | 1. nn 1o = 'J
i Qe ] s " i o |He2B AM
\ lu:nru-un | |
r i R fo | W (WA
[ ot wvooven | TN e
DlI'LDwI Bkl = 0 0 TR D107 ENGEE T AP V0 AME Trewer rl
h AENT POUYTEC | | MLEFNARDY | i - St = ¥
' WA . _ 3
o i |n easnma !
| S gV GO | | - -
WL soreane “"'”"‘"‘c'“""u I‘m“w] Wty ;"'" == ::w' nlews | Sl -
heet, Tirweer b =
, PEP i S, =i}
10 By CIVETS | ——
Al
L |7 smwtsounpe PSMAS IremiBn | einilan  |coowe ;”"'" ':Tw‘ auu[ [ ——
I st 0 f S 4

4) How to approve Deviated classes ?

Transaction ->Approve Deviated Classes

a) Principal has to select dropdowns accordingly & click GO

b) Click on the check box of the staff member you want to approve.

c) After clicking the check box Pending for Approval radio button
will be selected & then click on Approve button.

Home | Maskorsw Rogistmlions w | Maggloup | Transactions w Dashiboard w Approve Deviated Classes
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d) After the above step status in the last column will be changed from
red colored cross mark to green colored tick mark as shown below.
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Note:
1) Deviations will happen by means of

« Transfer of classes by principal or individqal faculty.
« Cancellation of class work by principal or ujdwidual faculty.
2) Principal must see every staff member request is approved with

green tick.

3) Recouping must be completed as soon as possible (typically

within one month).

4) Principal must ensure that transferred class is taken by assigned

faculty.

5) How to view/download work done statement?

a) For individual teacher work done statement: Dashboard -> Work

Done statement
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After clicking on Work Done Statement another page will be
opened as shown below. Now click on Search Options link which
appears on the right side of the page and provide necessary details

especially From date and To date.
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b) For consolidated work done statement of all teachers of the institute
: Dashboard -> Teacher Wise Summary

Etudan] Progress Exam VWoe

Student Frograss Clazs Wiese

Oruaants Progress Subredt
Wice

Welco
to

Atcrdance Regsier

Crtegs Abziract
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7 GMR POLY TECH]| reroncetor AKA

Loggecin Ucers Counts

Colege Wise Summany

< Tazcher VWrae Summary ,>
Yicrv Done Statament

After clicking on Teacher Wise Summary another page will be
opened as shown below. Now click on Search Options link which
appears on the right side of the page and provide necessary details
especially From date and To date.
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6) What is the process to be followed by principal when staff

cancels classes due to some emergency work?

In the mobile App staff member can cancel a particular period.

a) It will be reflected in principals login

b) under Transaction ->Approve Deviated Classes
c) Select check box and press Approve button

d) “"Approved successfully” message will be displayed.

e) Then class will be displayed in reports as Approved deviated

class.
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Note:- Follow Teacher Leave Class Adjustment process and
follow Recoup process.

7) How to suspend class due to local holiday or by any valid
reason?

Masters ->Suspend Classes->click on Add Suspension link.
Fill all fields appropriately and press Save button.

Note: This can be done only on the suspension day/session.
8) How to set exam time table?
Step 1) Masters -> Add Examination->click on Add Exam link.

Provide Year, Sub Code/ Sub Name, Examination Type (Eg: Unit
Test) and press Save button.

Adding Exam
Zono * EQH_E; - - "'l
District * {EAS‘E g:n-w.xm i ~ 1

Salect Institution * [_057 GIMR POLYTECHMNIC, YATA v 1

Se‘.cu\‘ca:‘,r;__" § .v;

Select Sub Code/ Subt Nama = rowmr.m - EE-ath SEM-ENGLI ¥ |

Examination Type . Il:ll';1 TEST! i ]

Step 2) Masters -> Examination Calendar->click on Add Exam
Calendarlink.

Adding Examination Calender

Zone * Ené_}—:—— s

Diszricy * ES:I'_G;D&._‘JAFI ~

Select Instaution E?_t?_.’_-le _pf_:n_.v‘rl:::hil_l_c;‘;tc_m_ b

Selecl Year * z_ 1. . -~

Course ~ '._D__l;"_é’_'i“_‘ EE-4th SEPA-ENGLI

Setect Exarn meeT ~

Session For (Oplicnal) Egeleét-.— ~ |
Exams from * l i BB : O . |
Remarks = o [ B3E

N TS

Note: On the Day/Session of examination the scheduled classes in
the time table will be replaced with examination time table and will

not be considered for compliance.
%k Xk X
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TLEM APP HELP DOCUMENT FOR TEACHING STAFF

1. All the registered staff members must download/maintain the latest
version of TLEM mobile app.

APP URL:http://103.39.134.234/CTE _SPMS/CCE-1.0.28-cte-prod.apk

By providing USERNAME and PASSWORD following window
opens.

un Delivery &
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Welcome, ABC
ﬁ [:: :‘/
A TINCTABLL ATTE b
= e E
KOW5 L MDA . CaLLlRy FDears
) ) (2]
ATy ESTet Y e
(=}
bl @

sweroET AacuT

2.After completion of class the staff member has to upload the class
details immediately through ATTENDANCE ->Attendance Entry or -
TIMETABLE->New Entry option.

9
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3. Whenever the staff member is on leave/OD, and unable to take the
class, his/her scheduled classes must be transferred to another staff
member by going through Timetable->Transfer Class.

Choose Option

New Entry

Cancel

Reschedule
—

TransferClass )
C st
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4 The teacher must reschedule(recoup) his/her

erred/deferred/deviated/cancelled classes by going through

transf .
Timetable-> Reschedule, without doing so it may be treated as, the

teacher has not taken prescribed number of classes as per curriculum and
the same will be reflected in the compliance of respective staff member.

Choosc Option

New Enlry

Cancel

e
Reschedule )
. o

Transter Class

5. Timetable-> Cancel option used only when classes are cancelled or
suspended officially, and such classes must be rescheduled (recouped).

6. The teacher has to get approval for transferred, rescheduled/
recouped, deviated and cancelled classes in Principal login.
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