
ONLINE VIVA
MARK ENTRY MANUAL 

FOR GTU
CO-ORDINATOR



This document explains procedures for GTU coordinator to register external examiner, allocate 

student batch and helping external examiner for marks entry and locking.

1. Go to http://viva.gtu.ac.in/ For Online Viva Mark Entry. Following page will be displayed.

http://viva.gtu.ac.in/
http://viva.gtu.ac.in/ExternalViva/


2. Please select role either GTU Coordinator or Examiner.



3. Please use username and password which are 

provided in official email id.



4. On Dashboard User Can See Currently Open 

Mark Entry Exam Phase’s Details



5. For External Faculty Registration:

5.1 Select radio button of Staff code/Staff PAN card 

number/Faculty ID.



5.2 Enter Staff code/Staff Pan Card number/Faculty ID

according to selection, get faculty details.       

 Staff Code:



 Staff pan card number



 Faculty ID: After the first time of registration,External

examiner will get faculty id, username and password.



 If radio button is not select, then error shows on page:



5.3 If faculty is already registrar then message show:



5.4 If faculty has not his/her staff code, then enter:

-Enter Name of Faculty

-Select institute type and college code

-Enter email id and mobile number

-Enter Bank details like Bank name, Branch Name, Account number, 

IFSC Code.

- Select semester, branch code and subject code, batch size.

- If faculty have not bank account number, IFSC Code, then enter 

random number and register.

- At the time of relieving, for TA DA Process, Faculty can edit Bank   

Name, Branch Name, Account number and IFSC Code.





5.5 Print the list of batch attendance sheet and marksheet.



6. Allocation and Deallocation Menu:

6.1 For allocation, GTU coordinator can assign other 

subject to faculty.



6.2 For deallocation students will remove from faculty





7. Active Examiner:

7.1 In list of active examiner, examiner details will be 

edited. Faculty will get again email and SMS after 

updating his/her details.





7.2 Examiner can take also print out of attendance sheet 

and marksheet.



7.3 Deactive examiner, deallocate all students from 

faculty and faculty will be remove from portal.



8. GTU coordinator can unlock subject for editing marks.



9. Student Status:

9.1 GTU Coordinator can check enrolment number is available or 

not in relevant subject code.

9.2 GTU coordinator can check that which faculty allocated to 

student.





10. GTU Coordinator can relieve examiner after 

completion of external exam by entering relieve code. 



11.TA and DA can be entered by GTU Coordinator. And if 

any wrong entry of bank details of External Examiner, 

GTU Coordinator can edit that details at the time of 

relieving.



12 Ta Da With bank details



INSTRUCTIONS 

FOR 

EXTERNAL 

EXAMINER



1. Select role of examiner and enter username and 

password receive in sms or email.



2. Faculty will get email and SMS after registration 

successfully.

2.1 Email



2.2 SMS text :

All Examiner For viva-online-entry marks please visit 

link http://viva.gtu.ac.in your facid: 5 username 

: disha@gtu.edu.in Password : mkPXa9u

http://viva.gtu.ac.in/
mailto:disha@gtu.edu.in


3. List OF Subject:

3.1 There is list of subjects which are allocated to 

faculty.



3.2 Faculty can take print out of attendance sheet.



3.3 Faculty can take provisional print of marksheet before

entering marks.



3.4 For mark entry:



3.5 These are user instruction.



3.6 Enter Marks Next to Student name which he/she has 

opted.



3.7 And Submit on Filling All Student data.



3.8 After Submitting User Can View This Screen.



3.9 User Can Update Marks (if Required)



3.10 After That User Have to LOCK mark this to finalize it. 

Once user lock subject code  mark entry page will be blank.





4. User Can Get Final Print of locked Data by Clicking on 

post exam print.





5. Click on examiner relieve code will be generated in 

Exam  completion letter.



Important Rules:

 External Examiner Registration Will Be Done on the

day of Exam only.

 Advance Or Post exam Registration is Not Allowed In

Viva Mark Entry System

 Default Allocation Of Students Are Decided By Exam

Section.

 Gtu Coordinator Have To Collect The Letter After

Locking The Subject Code and Then only Gtu

Coordinator can Relieve The External Examiner.



Thank You


