Procedure for Course Addition and Assign Session in ERP

as per Applicable Course Code Format

With reference to Memo No. AdtU/DRA-I1/2024-25/121 dated 23/06/2025 regarding the
implementation of the revised course code format from the Academic Year 2025-26, this is to

inform all concerned about the course addition and registration process to be followed in the
ERP for different batches.

1. Batches enrolled from 2025 onwards — New 8-Digit Course Code Format

For students belonging to batches 2025 onwards, where the revised 8-digit course code
format is applicable, the following process shall be followed:

A course needs to be added in the ERP only once, when it is introduced for the first
time.

For subsequent academic years/semesters, the same course need not be added again,
provided there is no change in the:

o Course Name

o Course Code

o Credit

o Evaluation/Assessment Parameters
o Other relevant course components

If the same course is offered to a subsequent batch, the existing course entry shall be
reused by simply updating the applicable Academic Session in the ERP.

Thereafter, the concerned course may be taken up for course registration for the
respective batch/semester.

A fresh course entry should be created only when there is a substantive change in the
course details, such as course name, credits, evaluation parameters, or other approved
academic components.

This process is intended to avoid unnecessary duplication of the same course in the ERP and
to ensure consistency of academic records.

Example:

Suppose the course BTCS1101 — Data Structures, with 3 credits, is introduced for the 2025
batch. The course will be added in the ERP for the first time with the applicable Academic
Session, e.g., 2025-29.



If the same course is offered to the 2026 batch without any change in the course name,
credits, or evaluation parameters, the course should not be added again. The existing
course entry should be retained, the Academic Session should only be updated to 2026—
30, and the course should then be registered for the concerned batch.

Similarly, if the same course is offered to the 2027 batch without any change, only the
Academic Session should be updated to 2027-31, followed by course registration.

2. Batches enrolled before 2025 — Previous 11-Digit Course Code Format

For students belonging to batches enrolled prior to 2025, who are continuing under the
previous 11-digit course code format, the existing process shall continue to be followed.

Accordingly:

o Courses are required to be added in the ERP at the beginning of each semester as
per the applicable curriculum and semester.

e The course addition shall continue to follow the 11-digit course code format
applicable to the respective batch.

e The procedure for course addition and subsequent course registration shall remain
unchanged for these batches.

All Deans, Programme Heads (PHs), Faculty Members, and other concerned
stakeholders are requested to strictly follow the above process while adding and registering
courses in the ERP. The step-by-step process is detailed in the enclosed SOP.

Notes:

1. The “Assign Session” operation shall be performed only after the respective course
has been successfully added to the system.

2. The “Assign Session” operation shall be available and performed in both formats,
as applicable to the respective course/session configuration.

3. The detailed SOP for “Assign Session” in a particular course is attached
herewith.



SOP for “Assign Session” Process in Course
Bucket 2022 Onwards

Step 1: Login in the academic portal (https://academic.adtu.in) and go to Course Bucket
(2022 onwards) under LMS-Pran.

Step 2: Search for the existing course where the session needs to be assigned for the required
academic session/batch and verify the ERP_ID along with Course details before proceeding
further.
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Step 3: Click on the Action button associated with the required course and select the Assign

Sessions option from the dropdown menu.
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Select the appropriate session from the Academic Session dropdown for which the course
needs to be re-used. For example, select 2026-29 if the course is required for the 202629

batch.
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Step S: Assign Faculty Members
Select the appropriate faculty member(s) from the Assigned Faculty Members dropdown for
the selected academic session against the course.
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Step 6: Finally, click on the Save Session Assignment button to complete the process.
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