
Procedure for Subject Registration 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reminder to 
HoD/Coordinator by 

UGS 

Reminder to 
HoD/Coordinator by 
UGS 

Lock Online 
Registration 

Confirmation 
of final list 

Prepare final 
class lists & 
distribution

Prepare exam 
attendance 
lists 

Prepare final 
mark sheets & 
send to HoD 

Preparation of 
Exam 
Moderator List  

Dean

FAC 

Exam 

Senate 

ADD/DROP 
Two weeks   
(Term-one week) 

Prepare list 
of offered 
subjects 

Draft 
Class List  

Online 
Registration Add new 

modules/ 
offerings to 
LearnOrg

Requesting 
offered 
subjects 
from HoD 

Repeat 
Registration 

Responsibility 
of Student 

Responsibility 
of UGS 

Responsibility 
of Shroff 

Reminder 

Responsible 
party 

Responsibility of 
Level 

Coordinator


