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Teacher Information Entry — Appointment Unit Software
WEBSITE: https://appointmentunit.uom.edu.in:3001/login.php

Step 1: Login to the Appointment Unit Software
* Open the Appointment Unit Software.
e Login using the same User ID and Password that your college uses to access the ABCID Submission
Portal (CCF).
» No separate login credentials are required.
e If you face any difficulties while logging in, please email us at: appunit@exam.mu.ac.in

Step 2: Enter College Details
¢ Click College Details from the top menu.
e Fillin all the required college information.
« Verify the details carefully.
e Click Save.

Step 3: Open the Teachers List
e Click Teachers List from the navigation menu.
e The page displays all teachers added by your college.
e You can search teachers using:
o Teacher Code
o Teacher Name
o Subject
¢ You can also filter records using the available status filter.
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Step 4: Add a New Teacher
« Click the Add Teacher button.
« Enter all the required teacher information.
o Verify the entered details.
o Click Save.

Step 5: Add Subjects to the Teacher

* In the Teachers List, click Add Subjects for the respective teacher.
* Select all the subjects assigned to the teacher.
*  Save the subject details.

Step 6: Manage Teacher Information
After a teacher is added, the following actions are available:
* View —View the teacher's information and assigned subjects.
e Edit — Modify the teacher's details before submission.
* Add More Subjects — Add or update the teacher's assigned subjects.
e Submit To University — Submit the teacher's information to the University.
* Delete — Delete the teacher record before submission, if required.

Step 7: Submit Teacher Information
* Verify that the teacher's details and assigned subjects are correct.
e Click Submit To University.
e After successful submission, the status will be displayed as Submitted in the Teachers List.
e Once submitted, the teacher information is forwarded to the University for further processing and
can no longer be modified.
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