
ASSAM STATE SCHOOL EDUCATION BOARD, DIVISION-II: GUWAHATI-781021 
USER MANUAL FOR HIGHER SECONDARY FINAL EXAMINATION-2026 ATTENDANCE PORTAL 

URL: http://attendance.ahsecexam.in 
1. Login Page:  

 
 

Step1: On the login page, enter your CENTRE CODE. (4 Digit Code) 
Step2: Enter Default Password (123456). 
Step3: Click Login to proceed. 
 

2. Change Default Password: 
 
 

 

 

 

 

 

 

 

 

 

 

Step1: Once logged in user will be redirected to a page asking for your Phone Number of the 
Centre-in-Charge. Enter phone number in the provided field. 

Step 2: After entering your valid phone number, click Send OTP to receive a One-Time Password 

(OTP) on your phone. 

 

 

 

http://attendance.ahsecexam.in/


 

 

 

 

 

 

 

 

 

 

 

Step3: Enter the OTP in the provided field. 

 

 
 

Step4: After successful OTP verification, the user will be prompted to set a new password. 

 Enter your new password and confirm it by typing it again. 

Step5: Once the password is set, click Submit to save your new password. 

 

 

 

 

 

 

 

 

 



 

3. Returning to the Login Page:  

 
 

Step1: After setting your new password, you will be redirected to the Login Page.  

Step 2: Enter your Centre Code and the new password that you just set. 

Step3: Click Login to proceed to the Dashboard. 
 

4. Dashboard Overview 

 
 

 After login with your new password, you will be redirected to the Dashboard page. 

 You will see a list of Subjects of your Centre for Theory examination. 

 SEARCH: Find the Date, Shift and Subject for which you want to enter Attendance 
and Click on the Search button, For Make Attendance. 

 

 

 

 

 



 

5. Mark Attendance 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 The list of candidates of concerned Subject will appear on the screen. 
 
Step1: For each candidate, select one of the following options: 

Present: If the candidate is present. 

Absent: If the candidate is absent. 

Expelled: If the candidate is expelled from the exam. 

Step2: After marking attendance, scroll down to the bottom of the page. 
 

 

Step 3: Tick the Declaration Box. 

Step4: Click ‘SUBMIT ATTENDANCE ‘to save the current entries and proceed. 

 



5. Reviewing and Submitting Attendance: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 After saving, the next page will display a summary of your entries. 

 
Step1: Review the marked attendance for accuracy. 

 
Step2: If corrections are needed, use the Edit Here button (available at the top and bottom of the page). 

Step3: Once all data has been reviewed: 

 Click Final Submit Data. 
 A confirmation dialog will appear. Click OK to confirm. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 A notification will confirm successful submission with the message "Successfully Saved Final 
Submit Data." 



6. Exporting Attendance Data (Top-Sheet, Evaluation Zone Allotment Sheet) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 After the final submission, the updated candidate list will be displayed. 
 To download the attendance records as a PDF: 

1. Click the Export PDF button. 

2. Save the file for offline reference. 

3. Click the Generate TOP-Sheet for Top-Sheet and Evaluation Zone Allotment Sheet PDF 
Generation. 

7. Demo top-sheet: 

 

 



8. Demo Evaluation Zone Allotment sheet: 

 
9. Packing Answer Scripts: H.S final examination 

 

Packing Rule: 

 Each packet shall normally contain a maximum of 100 answer scripts.  
However, if the remaining number of answer scripts after packing full packets is less than 100, the 
remaining scripts shall be merged with the previous packet, instead of forming a separate packet.  

 After packing all packets as per the above rule, all packets shall be placed together into one combined 
outer packet for dispatch through Speed Post.  

 Example: 
 If the total number of answer scripts is 346,  

 then: 

  Packet 1: 100 answer scripts 

  Packet 2: 100 answer scripts 

  Packet 3: 146 answer scripts (No separate 4th packet is formed.) 

 

  346 Answer Scripts → 3 Inner Packets → 1 Combined Speed Post Packet 

 

 

 

 

 

 

 

 

 



9. Logging Out 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
a. Once all tasks are completed: 

b. Click the Logout button in the left-hand menu 
c. You will be securely logged out and redirected to the login page 

 
 
 
 
 

 

For further queries or assistance, please contact: 
ahseccoe@gmail.com 
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