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

 

 

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

 

 

 

 

 

 

Initiator and Verifier created  

 



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

Menu >>>>Assign employee 

 

 

 

Get employees on the basis of designation  

 

 

Employees assigned as initiator and verifier  

 

 

 

Normally verifier is Principal  

 

 

 



STEP 4 : Workflow setting  

Navigate to News and Notifications → Define Workflow 

 

 

 

 

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

 

 

 

 

 

 

 



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

 

 

 

 

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 

 

 

 

 



 

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

 

 

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) 

 

 

 

 

 

 

 

 



Select the suitable activity menu 

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

 

 

Document upload 

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

No document needed to upload for NSS 

 

Select student >>menu >>process 

 

Verification  

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

 

 

 

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



 

 

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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