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     STANDARD OPERATING PROCEDURE (SOP) FOR ONLINE EXAMINATIONS, 2021 

 

The following procedure will be followed by Kumar Bhaskar Varma Sanskrit and Ancient 
Studies University, Nalbari, to conduct the online examinations of MA/IMS First Semester, IMS 
Seventh Semester. 

1. Only those students who filled up their examination form as per notification No. 
KBVS&ASU/REG-27/2014/324 dated 23-04-2021 can appear in the examination. 
 
2. Before appearing in the examination the students have to arrange all hardware (like 
computer, mobile etc) and software (like internet browser, pdf scanner etc.). The university will 
have no role if anyone fails to arrange such devices or software. 
 
3. The examination will be conducted as per schedule notified. No candidate can appear in the 
examination once time is over under any circumstances. 
 
4. For appearing in the examination the students must log in their account through university 
website (www.kbvsasun.ac.in) by using own user name or password (which was used during 
the time of filling up of application form). 
 
*List of User name of MA/IMS first semester regular students will be made available in the 
website. 
* For IMS Seventh Semester and all Repeat/Arrear students, their university registration 
number is the user name. 
* Those students who forget the password used during the time of filling up of Application 
Form can reset the password by clicking ‘forgot password’ option. For reset the password, 
students must ensure that his/her mobile no. is registered with the University. One Time 
Password (OTP) will be sent to this number only. 
 
5. After successful log in, the students will be able to download question paper and upload 
answer script. The timing of download and upload is fixed by the system and students are 
directed to follow the time table strictly. 

6. Students can download the question paper before 30 minutes of commencement of the 
examination and the upload facility will remain open up to one hour after the end of the 
examination. More specifically, examination will be started from 11-00 AM., students can 
download the Question Paper at 10-30 AM and upload the answer script by 3-00 PM.  
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Those students, who failed to upload the answer script in the portal by 3-00 PM, must inform 
the office of the undersigned immediately with sufficient evidence of technical error. 

7. The papers used for answer script should be white and in A-4 size; the papers of other 
sizes will not be allowed. Students are directed to write only with Black Ball Pens with own 
handwriting.  A model of Front Page (cover page) where students will be writing their admit 
card details i.e. subject code, paper code etc. and the other pages of answer script will be 
uploaded in the website and this model answer sheet may be downloaded, printed and then 
used for writing answers. 

8. Each page of the answer script must contain Roll No, Registration No.(if available) of the 
candidates. It should be written exactly in the top centre. 

9. Mention page no. on the “extreme top right” of every page (Except “first page” where the 
students will be writing their Admit Card details). 

10. For writing answers of one paper, a maximum of 30 pages can be used by the students. 
After writing the answers, the answer sheets should properly scanned maintaining serialization 
of the pages in pdf format and covert to a single pdf to upload.  

11. The size of pdf file must be less than 20 MB. Students can use any software for scanning 
the answer sheets in pdf. 

12. Students are strongly advised to practice this process well before the examination. 

13. The university will arrange a Mock Test before the examination to rehearse the entire 
process. Date and Time of Mock Test will be notified later on. 

14. Admit Cards will be issued to all the students before five days of commencement of the 
examination. 

15. Students must submit the hard copies of all the answer scripts in a sealed envelope of A-4 
size writing their details on the envelope to the office of the undersigned whenever the 
situation permits. 
 

 This has the approval of Hon’ble Vice Chancellor, Kumar Bhaskar Varma Sanskrit and 
Ancient Studies University. 

           (S/d) 
         Dr. Sushanta Kumar Kashyap 

  Controller of Examinations 
 


