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FOR SESSION PLAN IMPORT, YOU NEED TO FOLLOW THESE STEPS:  

  

Visit Login Page:  

 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

  

Enter the Login Credentials:  

Login ID: Your ID.  

Password: Your Password.  

Select your College/ Branch.  

And Click on LOGIN.  
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After Login successfully.  

Your Dashboard will display on the screen like this below:  

  
 

 

  

To Start the Session Plan Import process, you need to click on the LMS 

tab.  
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After Click on LMS tab, you will see the LMS Dashboard, as below:  

 

 
  

  

Now you have to select the “COURSES” option.  
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After click on the Courses option, you will redirect on a new page 

“ACADEMICS” – courses list.  

  

  

If you want to search another class, you can follow this: In the above 
page, you can see the classes and semester, which are already 
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available at a time; also, you can search by referring the Academic 
Year and Section in the Course list Section.  

   

If you do not want to change the year or semester, then you can select 

from the given list, as below:  

  

  

Now, select the “Session Plan” option (recommended: you can open it 

in New Tab).  
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Now, after click on this option for a particular class or semester, you will 
redirect on a new tab (to open this in new tab, press: ctrl + mouse 

click).  

After successfully open the new tab, you will see the Session Plan page 

as below:  
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Now, these options you can see in BLUE SECTION that is related to 

session plan only. You can see this below:  

   

Now, Click on IMPORT EXCEL:  
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Now you will see this window below, then you have to click on 

“Download Excel Format”.  

  

This will show a small Popup:  
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Enter the Number of Rows in this section and click on SUBMIT.   

Now, a popup will display to download a sample file in a system.  

Simply save it, as it is.  

  

  

After downloaded the sample file, open it in Excel:  
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This downloaded file will look like this above.  

NOTE: DO NOT DELETE ANY COLUMN OR CHANGE FORMAT OR ANY 
FORMULA.  

Update your class details and save it.  
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You can link the “Points to be Covered” with the “Unit No.” in Column  

F:  
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Now go back to the browser -> Import Session Plan window:  

  

Click on BROWSE button and select your sample file, which you had 

updated in Excel.  

And click on SUBMIT.  

If no error will appear then the result will look like this:  

  

  

FILL THE CORRECT INFORMATION AS MENTIONED IN THE TABLE.   

DO NOT   RELOCATE OR MOVE THE COLUMNS FROM THE TABLE .   
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Click on SUBMIT button.  

Done.  

NOTE: IF YOU WILL SOMETHING WRONG AGAINST THE FORMAT OR 

ANY COLUMN VALUE WILL BE EMPTY THEN IT WILL DISPLAY THE ERROR 

AFTER SUBMIT THE FILE.  

  

IF YOU DID SOME MISTAKE IN EXCEL SHEET LIKE THIS:  

   

THEN THE ERROR WILL LOOK LIKE THIS:   
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These colorful sections have some errors.  
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THANK YOU 

AND REGARDS.    

ICloudEMS 
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