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I. Finance Module

Finance Module is the important task to perform for any school/ institution/ college. It helps to 

an efficient and effective solution as it helps in managing the various day to day expenses and 

manages all data regarding the bank transactions as well as student fee collection or any 

expenses. 

The first thing to do in the finance Module is to set the fee category and fee name of that 

institution. Do the following step by step. 

1. First step to create the fee category, for example; Course fee, Refund Deposit, Other fee

etc…

 Finance >> Fee >> Fee category 

2. Then create the fee name. for example; Tuition fee, Admission fee, Special fee etc…

Create each fee name in the respective fee category.

 Finance >> Fee >> Fees 
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3. Then create the day book head;

Before uploading fee payments, a bank or cash must be created as a sub-head of a daybook. 

Finance >> Day book >> Day book Head (Bank/cash) 

4. Then set the batch fee/Student fee/Batch group fee. There is an option to set fee in three ways.

1. Batch fee- The batch fee is used to set fee for all students in a batch.

2. Student fee- Student fee is used to set fees for one or two students in a single batch.

3. Batch group fee- It can be used to set fees for a particular group of students, such as NRI in a

batch.

Each batch fee can be uploaded as bulk and set individually. The bulk batch fee should be 

uploaded according to the template format. 

For bulk uploading, 

Finance >> Imports >> Import batch fee/Import student fee/Import batch group fee. 

For Individual Creation, 

Finance >> Fee >> Batch fee >> Create Batch fee 



4 

Finance >> Fee >> Student Fee >> Create 

Finance>> Fee>> Batch Fee group >> Create fee 

Before uploading a batch fee group, the group name must first be created if the batch is divided 

into groups such as NRI and e-grants. 

Finance>> Fee >> Fee group >> create 

5 After setting the batch fee, each student's fee payments must be added to it. It can also be 

added as bulk and individual. 

For Bulk uploading, 

Finance >>Imports >> Imports Students fee payments 

The bulk batch fee should be uploaded according to the template format 

For Individual creation, 

Finance >> Fee Receipts 

Enter the first three letters of the student name or admission number. Then you can see that the 

student's fees are set. 
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To pay the fees, First to enter the fee amount then add the date of payment, Account head and 

payment mode then click the create button. 

The next major part of the finance module is the Day Book. All revenues and expenses 

associated with establishments should be shown in the day book .Before creating day book, 

create the head of the day book. For example, Salary, Printing and stationery, etc.. 

Finance >> Day book >> Day book head 

 Then add all the expenses and revenues of the institute. The DayBook transaction can be bulk 

and individually added to the software. 

For Bulk uploading, 

Finance >> Imports>> Import day book 

For Individual Creation, 

Finance >> Day book >> Income/Expense 

II. Academics Module

This module includes the overall management of the academics. This includes Students 

Management, Syllabus Management, Time table Management, Examination Management and 

Attendance Management. 

1.The first step of the academic module is to create the subject. Subjects must be created in

each batch for each course. 

a. Create Subject

Academic  >>  Subject  >>  Create subject. 
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b. Then Subject Employee Association means assigning faculty to each subject.

Each employee must be assigned to the course they teach before the Subject Employees 

Association can do so. 

To do that, take each employee from the list of employees in the HR module and assign them to 

the course. 

Hr >> Employee list >> Edit employee >> Assign course 
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 Then , Academic >> Subject >> Subject Employee association 

c. Assign Elective subject to students/Assign Specialization subject to students.

This option is used to assign students who have taken an elective or specialization. 

Academics  >>  Subject  >>  Assign Elective subject to students/Assign Specialization subject to 

students. 

d. Subject  plan

The college university provides a subject plan for each course. That subject plan is to be added 

here. 

Academics >> Subject >> Subject Plan >> Modules and Topics 

First create the module name and then add the subject description, objectives, hour, date, mode of 

instruction and teaching pedagogy. According to your convenience, you can add data by individual 

module and bulk upload topic. 

 For Bulk uploading, 

Academics >> Subject >> Subject plan>> Import subject plan 
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Under the subject plan, you can view the proposed plan, Mark the topic coverage, and view the 

topic coverage summary. 

2. Next part is My subject

My subject access is usually used by faculty. My subject contains all of the faculty-related 

factors. When faculty open my subject the entire subject that the faculty takes are viewable. 

Below are the things to do within each subject. Click on a topic first. 

The first component to be included in my subject is Exam. 

A.Create exam group first.

The exam group should be created in accordance with the examinations conducted for each 

course. 
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After creating the exam group, create exam. The faculty, the exam is created under the selected 

subjects. Create an exam as shown in the table. 

Select the exam group, enter the Max Score, Pass Score and exam date and then click the Create 

button. 
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After creating the exam, assign students to the exam. Assign students to the exam by clicking the 

Assign Students button. Then click the exam result button and enter all the student marks. 

There is another way to create an exam. However, not all faculties are allowed access to this option. 

This access is only provided to HOD or other responsible persons in the organization. 

Academics >> Exam >> Create Exam 

It enables you to create and view exams, and create exams  group for any subject. 

Similarly the features that we can see through the report option are as follows; 

Academics>> Exam >> Reports 

1.Exam result

2.Student exam Report

3.Exam covered by employee

4.Arrears list

5.Exam toppers

6.Ranking.

B .The next component of my subject is attendance. 

 Attendance marking depends on your time table, so create a time table first. 
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To create time table, 

Academics >> Time table >> Create time table 

Use the time table type specified in the institution. You can set the time table in 3 ways 

Date, Period and default. Select the appropriate time table type and set the time table. 

Then Mark the attendance on period basis 

It can be used for making attendance of students with full automation. Students absent report can 

be sent to parents by sms/Email. You can generate customized reports of absence/Present of 

particular students Monthly wise, Term wise, etc… 

Click the attendance and select the date and period then comes the list of the students in the class. 

Mark the student’s attendance. 

First to tick the student name then attendance and then if they absent un-tick the attendance and 

select the leave type of authorized and unauthorized if you need marks remarks also. 

There is another way to mark attendance. My subject option describes how a faculty can mark 

attendance under a particular subject. But using this attendance option can mark attendance for 

any subject at any period. Access to its provided by HOD or the institute special responsible 

person. 

Academics >> Attendance >> Attendance 
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Other features included in the attendance option are shown below, 

1. Time table based attendance

2.Subject based attendance

3.Attendance report.

2.Student attendance report.

3.Attendance time report.

4.Students absent report.

5.Monthly attendance report

6.Attendance section

7. Possible to mark student leave- HOD has access to it.

8. Attendance monitoring

9. Attendance MarkMonitor

10.Students Medical Leave

C. Next element is subject plan.

The college university provides a subject plan for each course. That subject plan is to be added 

here. 

First create the module name and then add the subject description, objectives, hour, date, mode of 

instruction and teaching pedagogy. According to your convenience, you can add data by individual 

module and bulk upload topic. 

For Individual Creation, 
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For Bulk uploading, 

D. Subject actual coverage.

This is used to know the status of each topic. This will determine whether the topics are completed 

or not, according to a proposal from the university. 

First to click the subject actual plan and then click the add actual plan 
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Then select the module, topics, date, hours and status to be completely covered, not covered, and 

partially covered 

E. Then the next component of my subject is Assignment.

Create Assignment Name by clicking on assignments. 
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. 

Select Submission Type Direct / Online, and then add Subject, Description Maximum Score and 

dead Line. After creating the assignment name, assign students to the action button and update the 

score. 

F. Next component of my subject is Final Internal Score

Similarly, before creating the final internal score, set the rule first. As the rule sets, it is possible 

to see the final internal score mark. 

Academics >> Exam >> Final Internal Marks >> Generate Final Internal Rule 
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G. Then the next component of my subject is Learning Materials.

The Learning Material option is used to upload and save files or tags related to modules and topics. 

Click the add learning material button to upload the Learning material. After setting the module 

name, topic, and title in the opening dialog box, you can upload the required file or link. 



17 

3.Upload Leaf Proof

This option is used only for students to upload their leaves. 

Academics >> Upload Leave Proof 

After submitting the ‘from date’ and ‘to date’, upload the leave proof. 
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4.Staff Rating

This option is used to rate staff for each students . To rate ,you need to set the criterion first 

Academics >> Staff rating >> Criterion 

Type criteria ,give criteria type objective or descriptive and go.Then set the rating time 

Academics >> Staff rating >> Rating time 
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Add a rating name to it. For example, If the rating is monthly the name is January rating, February 

Rating, etc..’From date’ and ‘to date’ shows the period for rating the students. After entering the 

date and add rating time. Then you can view the result. 

5.Term Internal score/Co-scholastic grading

Usually this option is required only at the school level. The internal marks are divided into different 

heads according to the directions from the Examination Board. This option is used to display its 

score or grade. 

Certificates Module 

Using the Certificate Module helps students maintain and manage their previous certificates. It 

allows you to automate generation of all kinds of certificate needed by the school. You can 

generate all kinds of certificate which are 100% customizable for students like bona fide 

certificates, Transfer certificate etc. This module also helps you save as certificate files. 
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1. Batch Certificate

Certificate list should be prepared first. 

Certificates >> Batch certificates >> Certificate List 

 Thereafter, Certificates are to be assigned to each batch. 

Certificate >> Batch certificates >> Batch certificates 
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2. Certificate submission

Then mark the certificate status of each student, for that select certificate >> Certificate submission 

Tick the submitted certificates column and also enters the certificate number and Remarks after 

that save the data. It is also possible to upload the certificate copy. 

3. Certificate Bins

4. Generate Certificates

This function is used to generate and view transfer certificate and Conduct certificate. This way 

you can easily generate the certificate and print it to the students. 

 Certificate >> Generate certificate>> Transfer certificate/Course and conduct certificate. 

5. Courier Tracking

6. Reports
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It helps to view a different type of customized report like certificate report, Pending Report and 

due reports. 

Students Module 

Students Module allows you to carry out registration and admission of new and old students 

easily. Student Module allows you to make a list of students studying the school throughout the 

year and add and edit their details.it allows you to search for students of a particular course, 

batch, class etc... 

1.Admission

Admission is the first function in the student’s module. All basic information must be filled in on 

this admission form when a student is admitted. 

Students >> Admission 

If the students data is added Individually You must first create the Religion, cast and community. 

Students>> Settings >> Religion/castes/ communities  

Student’s data can be uploaded in bulk. 

Students>> Settings>> Import students 

Download the template first then fill in the template and upload it. 

2.Student List
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Details of all admitted students can be viewed through the student's list. Student’s details can be 

listed and printed as we need. 

Students >> Students list 

If you ever want to make changes to the student details, use the Edit option in the student list 

.Similarly many functions can be done directly with this action button. 

3. Student Profile

This function is used to individually view the profile of each student. 

Students >> Students profile 

4. Student Report card

This function allows us to view and print the report card. We can generate the report card as we 

want. The report card can be created as individual and batch. Marks must be assigned to each 

term / session before creating a report card. It can create the report card design we need. Before 

creating a report card, you will need to create exam and enter the marks. The academic module 

describes how to give marks. 

Students >> Students Report card 

5.Student grievance

This function is used to view student’s complaints. 
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Students are given an option called grievance in their profile. It can submit complaints. 

6.Student ID Card

It provides automatic generation of ID Cards with a single click. It can generate id cards of the 

students as per your school needs and design. You can customize the school ID card design for 

you school. Using these  facility there would be no need of manually entering students and staff 

details for all the ID card. 

First, design and upload the front and back of the ID card. 

Students >> Settings >>> ID Card template 

The id card can be generated and printed only after the id card has been set. 

Students>> Student ID card 

Now ID card print can be taken as an Individual or group. 

7. Student House/Student club

Student’s house and students clubs are usually needed at the school level. It enables the students 

to create a house name and club name and assign it to the students. 

Students >> Students house /Students Club 

First create the student's house name and the student's club name, then assign the club name and 

house name to the student. 

Students >> Bulk Edit 

8.Bulk Edit

Bulk edit is used to edit the data of a group of students or a batch of students. 
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Students >> Bulk edit >> Students Bulk edit/Bulk batch edit 

9.Student Transfer

This function is used to transfer a student or group of students from one batch to another batch. 

To transfer the Individual student 

Students>> Student Transfer >>Student transfer 

To transfer a batch of students or group of students 

Students>> Students Transfer >> Students Bulk transfer 

The transfer list function allows you to transfer and view the student list. 

10.Leave

Students can apply for leave online. 

11.Reports

This function helps to take the demography report and sibling’s report of a batch wise or class 

wise student. 

For taking students demography list 

Reports >> Student demography 

For taking siblings Report 

Reports >> Siblings 
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Transport Module 

Vehicles 

First to create the vehicle name and add all the details about each vehicle. 

Transport >> Vehicle >> Create Vehicle 
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Enter all the Information and click the add button. In order to enter the driver name selection 

box, First you need to create the driver name in the HR module. 

HR >> Employee >> Create Employee 

Then take the list of categories of employees and tick the category of drivers. 

HR>> Employee >> Employee category 
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After you have added all the vehicles, take view vehicles to see the total details. 

Transport >> Vehicle >> View Vehicle 

Similarly ,all vehicle related expenses can be add to it 

Transport >> Vehicle >> Vehicle Expenses 

After creating the vehicle, follow the steps below and add the rest of the information. 
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1. Create the area where each vehicle is going.

Transport >>Setting >> Create area 

2. Next to create the Route.

Transport >>Setting >> Route >> creates Route 

Select the route area then creates the route name, distance and route number. 
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3. Then create pickup points. Create a pickup point under route and also add distance.

Transport  >> Settings  >> pickup points. 

4. Then assign each vehicle to pick up points.

Transport >> settings >> Route >> Assign Vehicle 

Select each route and assign each vehicle to that route 

5. You should also mark whether students are using the transportation when uploading student

data. If no data is provided, use Bulk Edit and mark students using batch-wise transport. 

Students >> Bulk edit >> Students Bulk edit. 

6. Import student vehicle and pickup point

Transport >> Student Import student Vehicle and Pickup points 
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After downloading the template, upload student’s details and pickup points. 

7.Assure each student that the vehicle and pickup points are uploaded exactly as per the template

then set the transport fee. 

In the finance Module, Set the fee category and create fee name and upload batch fees and 

students fee payments. 

a. Create fee category (Transport fee)

Finance >> Fee >> Fee category 

b. Create Fee name under fee category (ex: Installment 1, Installment 2,etc..)

 Finance >> Fee >> Fees 

After creating the fee category and the fee name, the students' fees must be set. Fees can be set 

for both bulk and individual. 

For bulk uploading, 

c. Import batch fee

Finance >> Imports  >>  Import batch fee 
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d. Import student fee payments.

Finance>> Imports>> Students Fee payments 

For Individual Creation, 

Transport >> Student >> Transport Fee 

You can set the fee by adding the fee category, fee name and fee amount. 

Students List 

It allows you to see the list of students by route name or vehicle number. 

Transport>> Student List 

Vehicle Tracking 

It helps to know how far our vehicle has traveled and how many kilometers it has travelled and 

where is the vehicle is now . 

Live Location 
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LMS(Learning Management System) Module 

This module helps you conduct tests and Assignments online for students. To start off you create 

and organize question banks consisting of questions relating to different subjects and topics. 

Faculties post the assignments online with necessary documents and files and guide the students 

for the Assignments. Students can view the Assignments assigned to them along with the 

necessary documents submitted by the teachers from their desk.. 

1.Assignments

Create Assignment Name by clicking on assignments. 

LMS>>Assignments 
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You must first select the course batch and subject. It is after that the assignment must be created. 

Select Submission Type Direct / Online, and then set Assignment group ,topic, Description 

Maximum Score,scheduled date,scheduled time, deadline date and deadline time.If you allow late 

submission, tick the box below then create the assignment. 
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2.Learning Materials

The Learning Material option is used to upload and save files or tags related to modules and topics. 

First to create the Assignment category 

LMS  >> Learning Material >> Categories. 

 Then create and upload the learning Materials 
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 LMS >> Learning Material >> Create 

First, select the material type file or tag. Enter the title name and category in the opening dialog 

box, and then upload the required file or link. Then created the material assigned to the required 

course and batch. 
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3.Online Exam

Message Module 

This Module allows you to send a lot of Email/sms/Notifications is just one click to Institution 

,Course , Batch, Individual Staff, Individual Student, Parent , and Custom Number . 

Automated Emails/Sms can be sent to parents regarding complaints against his wards exam result, 

absence of their wards or any misbehavior etc.. 
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1.Compose

Message >> Compose 

First, Type the content in the message box. To send the content as SMS, tick the SMS or send it 

to email or notification and click on it. Then select the receiver type and send a message.  

2.Inbox

This function allows you to view the list of total messages received and sent.Similarly you can 

create message by sending compose in the inbox. 

Message >> Inbox 
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3.Sent Message

The SMS details we sent are known through the sent message. From this you can easily find the 

total number of messages sent and to which number the messages were sent. 

4.SMS Template

SMS template is used to set up the message we want to send. 

Message >> SMS Template 

Enter the template name first, type the content and click the add button. 

5.Message Group
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Leads 

Students Leads is an online marketplace for Students Database Generation and Education Lead 

Management.Student lead is the identification of student.This step represents the first stage of an 

education sales process. 

1.Create Lead

The first step for this module is to create leads.This should include all student enquirers who 

come in contact with the course at the institution. 

Create the source, stage, life cycle, and response in the settings before creating the lead. 

Lead >> Setting>>Source/Stage/Life cycle/Response 

Leads >> Create Leads 
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Datas can be upload in Bulk 

Download the template first then fill in the template and upload it. 

2.View Leads

Details of all students' leads can be viewed through the students list. 

Leads >> View Leads 
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If you ever want to make changes to the leads details, use the Edit option in the leads list 

.Similarly many functions can be done directly with this action button. 

You can view the lead profile and convert the lead into admission or walk-in using the action 

button on the View Lead. 

3.Walk in

With this function, the lead can be added to the direct walk in 

Leads >> Walk in >> Create 

4.Message

5.Reports
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