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Instructions for Online Submission of Faculty Details 
  

 It is compulsory for all the faculties of GTU to add their details subject wise. If 

faculty details of all the faculties (including Regular, Ad-hoc, Contractual, Visiting) 

are not added GTU will consider it as a faculty deficiency of respective institute. 

It will be the sole responsibility of Head of Department and Institute Head to see 

that all the regular, ad-hoc, contractual, visiting faculties details are invariably 

filled.     

 All the affiliate college institute heads should inform all concern faculties to update their 

profile on following link: http://gtuexams.in  

 It is compulsory for all regular, ad-hoc, contractual, visiting faculties to create (if they 

don’t have it) /check and update (If they already have it) their profile and are informed 

to add subjects allotted to them in the current semester. Faculty have to add all 

the subjects in which they have experience even the subject are not allotted to 

them in current semester.   

 All the faculties are also informed to add or edit the subjects in which they have teaching 

experience as per GTU teaching scheme and syllabus.  

 If the faculty is approved by GTU they should invariably mention their outward number 

and date in online entry.   

 All faculties are informed to fill the correct factual information.  

 If any faculty is transferred or joined any other institute affiliated to GTU then they 

should deactivate their profile from the old institute and update the same in their new 

institute.  

 If the faculty has resigned or left the institute then faculty profile should be deactivated. 

To inactive the profiles refer help menu in online staff application.  

  

GUJARAT TECHNOLOGICAL UNIVERSITY 
  

( Established Under Gujarat Act. No. 20 of  2007)   

  



 

 All HOD should verify and authenticate information filled (subject offered, experience 

etc.) by all their concern faculties in online module.  

 All SFI institutes have to upload faculty endorsement letter and all Govt. institutes have 

to upload appointment order issued to each teaching staff by concerned authority. 

 If there is any query regarding above you can mail it to staff_query@gtu.edu.in.   

 

 

 Once the institute fill/update the teaching staff data as per the above 

instruction, then there is no need to fill the teaching staff detail again in 

affiliation 2015-16 form. Institute has retrieve the same data via click on 

“Import from GTU admin panel”. 

 

 Last date to fill and validate online Faculty information is 16/02/2015. All the 

faculties/Head of Department are informed to follow above instructions 

carefully and adhere to it. More instructions along with the screenshot are 

herewith attached with this circular. 

 

 

 

 

 

                  I/c Registrar 

 

 

  



 

Update the PAN Number for the faculties, whose ID proof is other than PAN Details, 
Now and onwards PAN Number is mandatory for all.  

a. Steps:   

i. Go to : http://gtuexams.in/  

ii. Login with your owner credentials provided by GTU for the admin panel 
access. iii. Go to Staffs -> Add PAN Details :   

  

iv. You will find only those staff list whose PAN Details are not updated yet.  

v. Enter PAN details for each and every staff. vi. And Click "Save" button,  given at the end of 
Page.  



 

 

  

    
  



 

 
Approve Staff:  

a. Login With the Head Credentials in the admin Panel :  

b. Go to -> Verify Staff.  

  

c. Check Staff Details like name, designation, experience, subject details.  

d. Tick Approve below the staff details, And click "save" button at the end of page:   

 
   



 

    
To check staff Exists :  

a. Login with your owner credentials ,  

b. Go to : Staff -> View / Modify :  

  

c. You will find the list of staff of your institute.  

i. You can search by Staff code/ Name/designation / department / 
qualification / subject.  

ii. To download details, click "export to excel" button.  

  

 

Add New Staff:  

b. Staff-> Check /Add Staff :  



 

  

c. Select PAN NO, add pan details and click check availability.  
 

i. You will find details if already added / you can add new from here, Enter 
correct details and Click Save at the end of page.  



 

  

d. After save note down your staff code, And Click on add subject details.  



 

  

e. Add subject details: select semester, subject code, year, month details, select 
currently teaching and click on add.  

f. To Edit previous details click edit under action heading.  
 

 

 
 

 

g. Click Add Paper Details after adding subject details.  

h. Add Paper details and click on add.  

     



 

5. Check All details :  

a.  Go to View/Modify Staff :   

i. Click on View Icon under Edit heading.   

  

  


