Steps to Enable the Grace Mark Entry Module

www.vhseportal.kerala.gov.in

Requirement: Initiator .......User employee who enter
the details (confirm level)

Verifier .........User employee who verify the data
(verification level usually principal)

1. Login as Institution-Level Approver (Principal)

Log in to the system using the Institution-Level Approver credentials.

2. Create Seats for Grace Initiator and Grace Verifier

Navigate to News and Notifications — Seat Management.

VHSE Kerala Home Dashboard  Help Inbox m 2

DashBoard

Menu Admission NSS Results

Institution Examination Management News And Notifications Staff Mangement Allotment Reports
# Relieved Employees # Examination Dashboard # Public Notifications #- Time Table Management #- Allotment Report

# Manage Sanctioned Posts. # Examination Stock Management # Dashboard Notifications #- Allotment Tie Report

- Employee Management - Examination Infrastructure - Seat Management Student Management

#= Institution Profile #- Issue Packets - Define Workflow #- Student Management Hallticket Management
#- Governancestructure #- Download Examination Result #- Institution Governance #- TCManagement #- Hallticket Download
- Seat Management = Re- Admission Approval # Admission Register
& Employee Approval{ Migrated) # HODto Department Mapping #- Student Transfer Management{Incoming)
# Employee Transfer Management #- Elective Courses Offered By Institution #- Student Transfer Out Management( Outgoing)

#= Manage Internal Class Batch #- Fee Concessionapproval

#- Class Division #= View Student Details

- Course Faculty Mapping #- Semester Registration Details

#- Request For Change #- Semester Registration Details

# Mark Student Attendance

Contact Us

Address: \
Directorate of General Education (Vocational Higher Secondary Wing)

NIC



http://www.vhseportal.kerala.gov.in/

Seat Management

No seats found (Seats are listed based on institutions)

Step 1: ‘Add new seat’ , Seat code = 1, Seat Name = Grace Initiator and save details

Create/Edit Seat

INSTRUCTIONS
Basic Details Of Seat
« All fields marked with * are mandatory Seat code Seat name *
- After fi e form, click on save button at the bottom
1 Grace Initiator
of the page.
[ Head of institution Intercom number

Save Close

Step 2: Add new seat, Seat code =2, Seat Name = Grace Verifier and save details

Create/Edit Seat

INSTRUCTIONS

Basic Details Of Seat

ked with * are mandatory Seat code Seat name
e form, click on save button at the bottom
2 Grace Verifier
Head of institutior ntercom number
a
v

m St

Seat Management m

Show 10 W entries

s $Seat $Employee $Contact# $Action
1 2 - GRACE VERIFIER UN-ASSIGNED m
p - GRACE INTIATOR UN-ASSIGNED m

Initiator and Verifier created



Step 3: Assign suitable employees initiator and Verifier ( Role to enter and verify data) for activity

Menu >>>>Assign employee

Seat Management m

Sh 10 v i
s $Seat SEmployee SContact# $Action
1 2 - GRACE VERIFIER UN-ASSIGNED

=

Assign/Un-Assign employee

View

Modify seat

Remove seat

Contact Us

Activities assigned

Address: 4 :
Directorate of Genera Employee history

Get employees on the basis of designation

Assign/Un-Assign Employee

Designatio

Lab Tech Asst (ECG & AMT) x

No Records Found
w2 ASWINI A(9847598549)

ab Tech Asst (ECG & AMT *

Close

Employees assigned as initiator and verifier

Seat Management m

Show 10 v entries
s sSeat $Employee +Contact# #Action
1 2 -GRACE VERIFIER l#. DRVIKASKS < Mem

2 GRACE INITIATOR @2 ASWINIA m

Normally verifier is Principal



STEP 4 : Workflow setting

Navigate to News and Notifications — Define Workflow

Command Center

Menu Admission NSS

Institution

#= Relieved Employees

#= Manage Sanctioned Posts

#= Employee Management

#= Institution Profile

#= Governancestructure

#= Seat Management

#= Employee Approval( Migrated)

#= Employee Transfer Management

Examination Management

#= Examination Dashboard

#= Examination Stock Management
#= Examination Infrastructure

#= Issue Packets

#= Download Examination Result

News And Notifications

#= Public Notifications

#= Dashboard Notifications
#- Seat Management

#= Define Workflow

#=Institution | Command code is #245

#= Re- Admission Approval

# HODto Department Mapping

#= Elective Courses Offered By Institution

#= Manage Internal Class Batch
#= Class Division
#= Course Faculty Mapping

#= Request For Change

| Enter Command # v | X

Staff Mangement

#= Time Table Management

Student Management

#= Student Management

#= TCManagement

#= Admission Register

#= Student Transfer Management(Incoming)

#= Student Transfer Out Management(
Outgoing)

#- Fee Concessionapproval

#= View Student Details

#= Semester Registration Details
#= Semester Registration Details

#= Mark Student Attendance

Allotment Reports
#= Allotment Report

#= Allotment Tie Report

Hallticket Management

#= Hallticket Download

Define Workflow
No Data Found

Step 5 : Seat 1 (Initiator ) should be set as Confirm level

Define WorkFflow

It Is Mandatory To Define The Entry Point Workflow Action. The Action 'CONFIRM" Is Currently Defined As The Entry Point Action. This Is Where First Level Processing Of Applications Takes Place.

Seat "
1
Workflow action *

Select Workflow Action
|

Select Workflow Action

Activity *

 Grace Mark Eligibility

CONFIRM

VERIFY
APPROVE

o e |

Qose



Step 6 : Seat 2(Verifier) should be set as the Verify level

Define Workflow

It Is Mandatory To Define The Entry Point Workflow Action. The Action ‘CONFIRM" Is Currently Defined As The Entry Point Action. This Is Where First Level Processing Of Applications Takes Place.
Seat * Activity *

2 Grace Mark Eligibility

Workflow action *

VERIFY

Select Workflow Action
CONFIRM

VERIFY

APPROVE

Step 7 : The process should be repeated for each category
a) Grace mark eligibility
b) Grace mark eligibility NCC
c) Grace mark eligibility NSS

d) Grace mark eligibility Sports and games

Define WorkFflow

It Is Mandatory To Define The Entry Point Workflow Action. The Action ‘CONFIRM" Is Currently Defined As The Entry Point Action. This Is Where First Level Processing Of Applications Takes Place.
Seat* Activity *

1 Grace Mark Eligibility Sports and Grace

Workflow action *

CONFIRM

| Q
Select Workflow Action

VERIFY

APPROVE

Home

1 VHSE Kerala

Dashboard  Help  Inbox & AswiniA  SignOut
hBoard

\ctivity Management
\ctivity Management
» Grace Mark Eligibility

» Grace Mark Eligibility Sports and Grace



Total 8 rows will be created ( 4 confirm + 4 Verify level)

P O e o
Define Workflow LU soownions | +new |

#  Seats Activity ¢ Level ¢ Workflow Action Is Entry Level Action
1 Grace Initiator Grace Mark Eligibility Sports and Grace 5 CONFIRM Yes m
2 Grace Initiator Grace Mark Eligibility 5 CONFIRM Yes m
3 Grace Initiator Grace Mark Eligibility NCC 5 CONFIRM Yes m
4 Grace Initiator Grace Mark Eligibility NSS 5 CONFIRM Yes m
5 Grace Verifier Grace Mark Eligibility 20 VERIFY [« Menu |
6 Grace Verifier Grace Mark Eligibility NSS 20 VERIFY m
7 Grace Verifier Grace Mark Eligibility Sports and Grace 20 VERIFY m
8  Grace Verifier Grace Mark Eligibility NCC 20 VERIFY m

Showing page 1/1 of 8 results

GRACE MARK ENTRY

After completing the Seat management and Work flow,

Initiator employee should be login and select the role as Activity 1 Grace (role below employee)

Home Dashboard

Help Inbox & Aswini A Sign Out

DashBoard

Services

Operating As GOVT. VHSS NJEKKAD - Employee ©

DashBoard

Activity Management
Activity Management

» Grace Mark Eligibility
» Grace Mark Eligibility NCC
» Grace Mark Eligibility NSS

» Grace Mark Eligibility Sports and Grace



Select the suitable activity menu

Activity >>>select batch >>course>>name >>Grace category

Grace Mark Eligibility Application

Select Batch . Select Course
| a

Select Batch

2025-2026(First Year)
2024-2025(Second Year)

Grace Category *

Browse

o

Document upload
Browse >> select Pdf format certificate copy and upload (max 100kb)

No document needed to upload for NSS

Select student >>menu >>process

N
Grace Mark Eligibility Management Qsearch

#  Application Number $ Student Name 3 DOB % PRN 3 Admission Number & Initiated by $ Current Seat Action

1 25396 ANUJAS 31-07-2009 3014 Grace Initiator 901 =
25396(ANUJA S)

Showing page 1/1 of 1 results
® View

[# Edit

® Process

Verification

On completion of the data entry, the details will be available to Verification user (Principal)

<« > C 25 vhseportal .kerala.gov.in/portal/activity Q % c

:i VHSE Kera Ia Home Dashboard Help Inbox & DrVikasK S

DashBoard ,‘
>

SN
Activity Management DrVikas K S
Activity Management Ay,
» Grace Mark Eligibility
» Grace Mark Eligibility NCC
» Grace Mark Eligibility NSS

» Grace Mark Eligibility Sports and Grace

Verifier user login >> select role activity 2 Verifier and process students (verify)



Process Grace Mark Eligibility Application ( ANUJA S/25396 )

Application Number 25396

Student Name ANUJAS

Allotted School 901016 - GOVT. VHSS NJEKKAD. VADASSERIKONAM. P. O
Allotted Course DIA - Dietetic Aide
Candidate Name ANUJA'S

« National Service Scheme
« Others

Grace Marks

Note : Grace mark entry for NSS Volunteers may be done as per the direction from NSS Cell,
VHSE

For any queries mail : apsarapillai@gmail.com, vhscap@gmail.com, nssvhsetvm@gmail.com
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