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Admin Panel

Login lo Admin Panel through URL - http://yourdomai site/login

After successful login you will reach to Admin Dashboard. Below you can find navigational overyiew of user screen.
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Admin Panel consist 21 modules listed below -

1. F oi Otfice - for all reception/front oflice related activities like enquiries, calls, visitors, postal recelve/dispatch

2. S-htdqtt ldomatlon - for all the information related to student like student search, prolile, student admission, student history

3. Flrs CollGctlon - for allthe details related to student fees collection, fees master creation, fees dues, fees repons

4. lncomc - for allthe income other than fees colleciion can be manage here like add income, search income, income head

5. Expcnsc! - for allthe expenses related to lnstitution can be manage here like add expenses, search expenses, expense head

6. Atisrdanc€ - for managing student attendance and attendance report

7. Er.mlnatlons - for managing allthe exams conducted by lnstitution like create exam, schedule exam, exam marks entry marks

grade

8. Ac.dlr ca - for managing all the parameters / master data required to run lnstitution like classes, sections, subiects, assign

teachers, class timetable, promote student to upper class

9. Human RosourcG - for all the informalion related to staff members can be manage hereJb: staff search, profilq attendance,

payroll, leaves

10. Dovrnload Center - lor managing downloadable documents like assignments, sludymat 9os:ufllmp.rao.,
to distribute studefis and Dr
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14. R.9orts - all the va ous reports related to different modules can be found here

1 S. SlEtcm SGttlry. - confgure here for differenl settings like lnstilution , sessions, admin passwo{d, SMS, PsypEl, bac*up / restore,

languages
16. C.lndrr t ToOo Llst - lrack and manage all daily/monthly activities and create your task in todo list

To understand how works first we need to configure and setup it for our lnstitution . ln thls whole
documentation we will consider our sample lnstitlrtion which is Moum Carmel lnstitution.

Steps to setup your lnstlttttion -

l. tn the Admin panel go to S]r|tcrn S.idng3 > G.ilcfrl Slttlng in upper righl side click on Edlt button to update your lnstitution data.

t8 system settings

@
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2. Update your lnstltuUon Nam!, Addllss, Phone, Emall, lnstltutlon Code (lnstitution Code is your lnstitution affiliation / accreditation

no), Session (current running Academic Session for the lnstitution ), S€sslon $8n Monlh, T€acher Restrlctad Mode (for teachers

can see onlytheir allotted class student data as Class Teacher or as Subject Teacher), Leneuagc (language in which you want to
run your ), Languag. RTL Texi t odc (tor Arabian side languages), Tlmezonq Date Format, Cunucy (lSO standard 3 digit currency

code (https://en.wikipedia.org/wiki/lso-421 7#Active-codes)), Curmcy Symbol, Fees Duc Days (used in Fees Carry Forward),

Mobile App Api URL (used for mobile app apiurl), Mobilq App ftimary Color Code (used for mobile app primary color) and Mobile
App Secondary Cohr Code (used for mobile app secondary color) now click on Sava button to update record.

3. For updating your lnstitution logo go lo Syslem Settlngs > General Setung in lower left side click on Edlt Lqgo button. Now drag

and drop or select your logo file. By clicking on Edli Mobllo App Logo you can set logo for mobile app.

4. Update your lnstitution logo by choosing your lnstitution logo lile (it is recommended for logoto use.png image with transparent or

white background and around 200px x 200px in size) now click on Edlt button to update logo image.

5. At this point we have completed basic setup of our lnstitution . Now vre will add our academics in like Classes, Sections, Subjects,

Teachers.

6. For adding classes go to Ac.demlcs > Claases, before adding classes llrst add Sections from Academlcs > Scctions. Select

Sections comes under a Class when you adding a Class. Classes can be add from left side Add Class form and added classes can

be see right side ClasE List. Add allclasses running in your lnstituiion here.

&.r"--f-
Dr. K. MAHAOEVAN, B.E.,M.T..Ph.D.,
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a Academics

f Ac.dcmics

Q sd.cr cflleri.

I Assiqr Itti.d

oBD6eO

7. For adding sections go to Acadcmlcs > Sac,ilon6, Sections can be add from left sideAdd SGctlon form and added section can be

see right side S.c on Llst. Add all section name used in your lnstitutaon here e.g. Class t has 3 sections A. B, C and Class 2 has

only A" B sections then we will add 3 seslions A, B, C here. After adding sections, select section comes in a Class when you adding

Classes-

8. For adding Teachers go to Human Re€ourc. > Staff Dlrcclory, Teachers can be add from top right corner Add Staff button. At this
page you can add any s1aff by selecting its role. lf we are creating leacher then we should select Teacher as role and designation

as role.

9. For adding subiects goto Acad€mlc€ > Subilcts, Subjects can be add from left side Add Subi€c,t form and added subiects can be

see right side Sublaci LlEt. Add all subjects including theory and practical in your lnstitution here. Subiects will be assign to their
classes in next step.

10. For assigning subiects to their classes go to Ac.drmlcs > Asslgn Subjects selecl Class 6 and section A then click on Search

button, now below a row has been open for selecting subiect and teacher for this subject. For adding more rows click on Add

button. After s€lecting all subiects and their concerning teaciers click on S.vc button in present right bottom to save all subiects

and leachers under ihis class-section.
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11. For assigning Class Teacher on Classes go to Academlcs > Asslgn Cl.ss T6ach€rs select Class 6 and section Athen check on

T€odl..3 you wart to assign as Class Teacher.

f Acad€mics

as{tl Clasi Taadl.r

{} Front office

class TeadB Usr

E

aoBEe6

oaBDetr

12. Greatl you have completed your setup. Now further we will understand workang of allthe modules 1 by 1 in detail

Front Office

This module has 7 sections -

1. Admission Enquiry

2. Visitor Book
3. Phone call Log

4. Postal Dispatch

5. Postal Receive

6. Complain

7. Setup Front Offic,e

First trye will Setup Frort Otfic! then we will manage student Admlsslon Enqulry, daily Visltors Book, Phone Call6, Postal and Complain.

. Setup Front O,ffice Go to Fro O,ffce > S€tup Front Oflicr here you will add Purpose, Complaln Typ€, Source, R€ference dala

which will be use in differenl sections of Front Office. Enter Purpose then Dcscription and click on Sayc button. All Purpose can be

see right side of ihis page.

E!

Follow same procedure to make entries for Complain Type, Source and Reference.

Admission Enqulry- Admission Enquiry feature is dedicated {or managing all student admission related leads and enquiries. lls
basically a lead management for student admissions. Go to Flom Office > Admisslor Eoqulry Here you can see all active

Admission Enquiry Admission Enquiries that have passed theit next follow up dates is marked as red. You can also search/fifter

Admission Enquiry by Enquiry Date, Source or €nquiry Status. To add New Enquiry click on + Add button. Here enter l{ame, Phong

Emall, Addrcs6, Oegcrlptlon, Note, Oat!, Next Follow Up Date, Asslgn€d, RGt€rencG, So

on Follow up button from A7@!d\,rk'e you can enter Follow up Dato, NgfFqltorillhlf!0Elr*ltB[ffirGfFlrOypur

PRINCIPAL
CMS COLLEGE OF ENGINEERING'

NAMAKKAL . 637 OO3.

Emall, Addrcs6, Oegcrlptlon, Note, Oat!, Next Follow Up Date, Asslgn€d, RGt€rencG, Soulgll.ss and Numbrr Of Chlld then click

on Save button. To edit or delete g!*li{simply click on EdluDelete button from AcUon ftQ.plptg,qdhrtlO *quiries click

l"*
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any Note. From right panel ofthis window you can check Summary ofthis enquiry. You can also change status of this enquiry from

Stalus d(opdown-

It Front officc

Q S.Ld crneraa

rd'r

€BEOEE

Vlsltor Book- ln Visitor Book we will keep records of all pelsons coming in lnslatution reception for any purpose, e.g. student

mother has come to meet their child, a book company execulive comes for general enquiry etc. Go to Front Offtce > Visitor Book

enter Purpose, Name, Phone,lD Card, Number Of Person, Date, ln Time, On Tlmq Note and Attach Documeotthen click on Save

button. AllVisitors details can be see right side ofthis page.

I From officc

celEn@q5nnh
ifui.,

6:

. Phone Call Log- Here we will keep all records for lncoming/Outgoing Phone calls from reception. Go to Front Otfice > Phone call

Log enter Name, Phone, Date, Oesqription, Next Follow Up Date, Call Duratlon, Not d C.ll Typq then click on Save buUon. All

Phone Call Log details can be see right side of this page. ffi',H;:
Dr. K. MAHADEVAN, e'r"M'r"Ph'0"
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ttlon ca{ Log Usl
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Postal DispatcF Here we will keep all records for all Postal items dispalched lrom lnstitution to outside. Golo Front Oflice >

Postal Dispatch enter To Truq R€{erence No, Addr6s, Note, From Titlq Date and Attach Docum€nt then click on SaYe bunon. All

Postal Dispatch details can be see dght side ofthis page.

E Front office

ToTlt hErt
n d.4 Eadrn lid,Yt

OBDE9O
h-11* & r&l

ara t

E
Post.l Receive Here we will keep all records for all Postal items received in lnstitution from outside. Go to Front Office > Postal

R€celve enter Frcm Title, Re{er€nce tlo, Addr€ss, Note, To Tide, Date and Attach Document then click on Save button. All Postal

receive details can be see right side of this page.

fo-.^^^A,*
Dr. K. MAHADEVAI,I, B.E..M.E.,Ph.D''
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O Front otfice
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Complalft. Here we will keep all Complain records coming to reception or trom online fronl siie complain page. Go to Fronl Office >

Complain enter Complain Type. Source, Complaio By, Phon€, Date, Description, Actlon Taken, Assigned, Note and Attach

Docum€ni then click on Save button. All Complain details can be see right side ofthis page.

6 Fronr office

Oo,{d m.ikh!rerd(,

Compliin Usl

QBBDg"

E

Student lnformation

This module has 9 sections -

1. Student Details

2. Student Admission

3. Student Report

4. Guardian Report

5. Student Hisiory

6. Student Categories
7. Student House

fonl*A,*
Dr. K. MAHAOEVAN' e't"Nl'r"PL o"
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8. Oisabled Students

ERP - Documentation

First we will add Stud.nt Cat€gorles, lnstltutloD House then lake Stud.nt Adml6slon then search Studcols Deialls.

. Student Categories- Go lo St!,rdent lnformation > Studcr Categodes Add all student categories here. S'tudent categories can be

caste, community or group wise.

& student lnformation

Categay tjsl

o?Bogtr

E

Sbdsrt Hou3e Go to S'hrdctt ln ofllrdon r S:hrdstt Housr Add all studer hqtse here. Studeflt house is also another type of

Eoupino of siudeflts.

& Srldem ln ormadon

€&EAetr

E

Student Mmlsdor} Go to Sludont lrform.tlon > Studelt Admission add student basic delails Admlsslon No, Roll No, select Class

and Sccfon, FirEt Namg Last Name, Gender, Date Of Bhh, Cd€gory Rollglo.r, Caste, S:tudent Mobil€ Numb€r, Emall, Admlssion

D.te, Studcnt Pholq Blood Group, Shd.nt Hous., Helght Welght As on Dale, if this student has sibling and already study in this

lnstitution then click on Add Slbllng button and select sibling (nole that if student has more than one sibling study in lnslitution

then you do not have to select allthe sibljngs just select any one sibling and system automatic detects other siblings), add sludent

Falh€r, Mothe( and Gualdl.n delails. Now click on Savc button to complete student admission, if you want to add more details ot
student like Sludsrft Addl"ss Detrils, Translort Routa O€iallq Hostel Drtalls, Mlscallaneous Deialls, RTE (Righl To Education - in

some countries there is a government funded schetne under which sludent get fre€ educalion and governmeflt pay fees for these

students) and Upload Documems then click on Add More Detall button. Student admission, admit students in by defauh in current

selected session.

To importing bulk students for admission click on upper right side lmport Student button. Noyr select class and section and

browse .csv and click on lmport Sludents Dala file to impon student data. You can download sample .csv file by clicking upper

right Download Sample lmport Fih button. Note that by importang bulk sludent you have to update student record for proper

admissiofl record.

&r---t.--
Dr. K. MAHAoEVAN, s.r.,lvl.r..pr'.0.,

PRINCIPAL
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Sluder Details- Go to Student lnformation > Student Delalls select Class and Section and click on Search button to get student

list underthis class-section. You can also search student by keyword in S€arch lnBrt Box and Alick on Search button. After search

you willget student list below. There are two views here one is LtstView and Dstails Vl€w. in right side

Show (to see student

profile. Student profile

miscellaneous details,

details,

documents and timeline related to t!$grtCSLtEtEkoFtlCgNlEERlNG,
NAMAKKAL . 637 OO3.

10/56
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guardian login credertials by clicking on Login Delalls link. lf any student get admitted by mistake and we need lo Dlsdle studenl

then you can click on red color hands down icon button. After disabling studed yos can also d.ic this disabled student. Be

carerul! once student deleted, there is no way to tollback ils record.

& $udent lnformation

qs4l€crOil4rh

@ !
o&otse6
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alStudent lnformation
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. Stud.ot RGport- Go lo Student lnrormation > Student Report here you can view class-section wise student report.

Ua Bepons

Q selecr C.rtena

l studenl sepo,r

E

QADBEO
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. Guardian Roport- Go to Student lntomation > Guardian Report here you can view class-section wise student guardian repon.

t studcrit lnfomrthn

Q sckcl &n€ria

I Gu.rdlan Repon

ct- .d'*.r

cb..t^)

[!w.l.dl

ddrlr)

. Student Hl3tory- Go to Siud€ni tdormalion > Studsn History here you can view class and session wase Student History.

--0
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. Dlsabled Sludent- Go to Studeot lnfomation > Disabled Studsrt here you can view all Disabled Students.

400

Fees Collection

This module has 10 sections -

1. Collect Fe€s

2. Fees Masler
3- Fees Group

4. Fees Type

5. Fees Discount
6. Searci Fees Paym€ni
7. Search Due Fe€s

8, Fees Staterne'nt

9. Balance Fees Report

10. Fees Carry Forward

First we will prepare our Fres Structur€ for Current Session by configuring F€es Typa, Feas croup and F.cs Maater then we will Collect
F€es of students then we will understand and review vadous fees reports by using Ssarch FgSEeymrnt, Sc.rd| Duq Fr€6, Fce€
s:tardtt.r and B.lancc FeGs Rcport. 

Ad a-L^_A_
:":: :io:,"1i9 

n:: 
Ye 

wirrcreate;2::H:tu: in bv.us.r.ns.Fees-rvp",.:*:9'*p-'
fees can be cottecr-by tnsritutiolp$@fees can be collect by lnstitution g.d:Idtfr$Oe Fees, April Month Fees, May Month Fees,Utndlrrld{tfH6,tlal
Fees, Library Fees, Sporrs rees,/rafiOona-iitft]s Fees, Plcnic Fees etc. Fess croup FeesG_r9rt,1:": 

f1B.JltJ,
Fees Type Then you can asslgnldifo;Hhieffi Group to whole class-section or a
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can assign/allocate multiple Fees Groups on a class-section or a particular student. Suppose we have creald a Fees Group wilh the
name Class 6 (2lnstalments) and added Fees Types Admission Fees (S'1000), lst Instalment (S5000),2nd lnstalment (55000) then

assign,/allocate this Fees Group Class 6 (2 lnslalments) on those students only who want to pay fees in 2 Instalments. You can create

another Fees Group rvith the name Class 5 ('l lnstalments) and add Fees Type Admission Fees (S1000), Full lnstalment ($9500). You can

also create anolher fees group with the name Class 6 Transport Fees and add Transport Fees as Fees Type and assign/allocate on those

students who use transpon facility. Note: FleE Type and F€e6 Group arr not d€pendfit on Acad€mlc Sasslon but Faes Master is
craai€d slsslorr wlse so you ned to e]filr Fees Master data for cvery sesslon.

. Fces Type Go to Fccs Collcctlm > Fees Typs add all your Fees Type here wilh Fees Code. All Fr€E Type can be see at right side of

this page.

lD Fees Collection

C) Fees Collection

O F!.s concclion

Add Fees Man.r 2017-18

G!

oaDEe6

. Fees GrcuF Go to Fees Collection > Fees Group add all your Fees Group here. All Fees croup can be see at right side of this page.

Fe.s Mart€r tbl : 201718

QOBEI 9@

Fees Mastcr- Go to Fees Collestlm , Fees M.ster add all your fees amount for current selected session here. Select Fees Group

then F€€s Type then Due Date then enter Amour means fees amount for selected session now click Saye button. All Fees Master

with Fees Group and Fees Code with amount can be see at right side ofthis page for curent selected session.

ooB0eo

lDi*ur*€ga@,

A
To assign/allocate Fees Group click on Assign/View button from Aaion column. ffi-a61ext paqe seleclolass then Section and

click on Search button. Now selest the students on which you want to assign/allok$( AJ8l,olprtd*a on save button.

Dr. K. MAHADEVAN, s.e.,M.r.,Pt'.0.'
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FeeE Dlscou - Go to FGG8 Coll€ction > Fs€s Discounl add all your Fees Discount here with oiscount Name, Discount Code,

Amount and Description. AllFGGS Dlscou[t can be see at right side ofthis page. To assign/allocate discount click on Assign/View

button from Action column.

oaa0eo

On Next page seleci Clsss and Section tien click on Search bu,non. After Sea(ch select studems on which this discount haye to be

applied then click on Save button.
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!D Fecs collcdion
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Collns.t Fe!s- Go to FGos Colloction > Collcct FGos select Class & S€ctlon & click in Soarch butlon lo get siudent list underthis

clasesection. You can also search student by keyword in Search lnput 8ox and click on S€arci butlon. After search you will get

student list below. Click on collsct Fses button to go to collect fees page. Here you can see student details including student

picture then next you can see all assiqn/allocate fees details. Collecting fees is very simple just click the + button from Action

column a modal window will appeat here selecl Date then tunount will be ado fetch by balance for this Fees lnvoice. You can

enter any amounl for Parual FG€s payment, then select Dlscosr Group or enter Dlscount (if any) then enter Fins (if any) then

Payment Mod. then Note then click on Collect Fecs button. Now fees has been collected & Rwerl button visible for reverting this

fees. For printing Fees Recclpt click on Prlnt button from Action column.
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Fees Discourlt Adlustrent lf you have applied discount by selection of Dlscpunt croup then there is no need for any adjusitment.

When you assign/allocate Fees Discount on any student then it will be only assigned. To make it apply you need to adjust this

discount on any Fees lnvoice payrnent by giving discount. To apply discount you need to tirst give discount on any tees invoice then

click on Apply Discount button from Action column, a modal window will be open. Here enter Paymeni ld on which this discount

has been given and enter description (if any). Now click on Apply Discount button to apply discount.

tO Fees Collection

cLss 6 ironitly F.6: s€Ffiloftth{..6
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. Search Fee6 Payment- 60 to Fees Collectlon > S.arch Fees Paymqtt for searching any fees payment detaals through Paytncnt lO

enter Paymer ld & click search bunon you will ge( the details for this paymert id

lll Fccs Colledion

q, s.6rch F.€3 Prymfit

@
aDoDea

3ro@ 9e ,o !a

S€aach Due FcGs- Go to Fees Collecdon > Search Due Fces for searching those students who have not done payment for a

particular fees typethen select Fees Category then Fees Type then Class then S€ctlon & click Search button, you will get allthe

students list for due fees.

tL Fe€s Collcction

q Sebct qileria

Fees Statement- Go to Fe€s Collection > Fees Siatement to get fees statement for a student. Select ClasE then Section then

Student then click Search.
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galanco F€es Report- Go to Fees Coll€qtlon

panicular Section, select
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Fee6 Cary Forwar* Go to Fce6 CollGc'tior > Fees Carry Foffard if any student has balance fees in previous session then you can

forward this balance fees to current session. Select Class, Scction then click Seardr button. Students with balance fees will be

display below. lf you want you can edit balance fees amount to be forward. ln Top right corner you can see Due Date for all these

fees forward. This Due Date will be number ofdays ahead which is set in SlEtlm Settings ' General Setting > Fees Due Days. This

balance fees carry forward can be see in collect fees page as Balance Master (Fees Group) and Previous Session Balance (Fees

code).

Pttrols SessEn Salam€ Fees
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lncome

$ tncome
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This module has 3 sections -

1. Add lncome

2. Search lncome

3- lncome Head

Firsl we will c,eate our lrlcome Head then we will Add our daily/monthly lncomes then we will Search our lmome.

. lncome HaaG Go to lnc e > lncoms Head enter lncomc Hoad and its Oescrlption then click on Ssye button. All lncome head can

be see right side ofthis page.

E

a&BoBo

Add lnclltt+ Go to lncome r Add lncom. seled lncomc Hcad then enter lncome Name then lnvolce l{unbsr, Date of lncome then

Anrorrnt then Altach Documfit then D6cdpdon & click on Srye button. Recemly added 1O lncomes can be see right side of this

page.
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Expenses

This module has 3 sections -

1. Add Expense

2. Search Expense

3. Expense Head

First we will create our E Oals€ Head then we will Add our daily/monthly Explnses then we will Seerdr our Erp€nse.

. Expenss Hea+ co to Erp€nsss > Expsosa Hlad enter ExponsE HGad and its Descrlpllon then click on Save button. All expense

head can be see right side ofthis page.

El Erpenses

aacBet!

E
Add Expcnse- Go to Exp€nses > Add Expense select Expensc Head then enter expense l{ame then lnvoice Number, Date of

expensethen Amount then Attach Oocument then DascrFtlon & click on Saye button. Recently added 10 expenses can be see

right side ofthis page.
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Search Exp€ose Go to Expenses , Search Exp€nse to search expenses between two dates or by a keJrword select Date From &

Dat€ To or enter keyword then click on Search button, you will get the list of all expenses related to your search criteria.

E Expenses

Q s€l€d Cdefla
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Attendance

This module has 3 sections -

1. Student Attendance
2. Attendance By Date

3. Attendance Report

First we will enter Student Attendance then we will search student attendance for a particula. date or we can Oet whole month students
Attendance Report.

. Studeot Anendancr Go to Attqrdance > Studclt Attendanca select Class then klon then Attendancc Date then click S€ardl

button. Now below yo! can see list of studeflts & attendance options like Presmt, Late, Abss|t etc. S€lect the attendance {or

students then click on Submit Anrndance button. To enter Nalional Holiday or Sunday select MaIk as hollday button then Snbmit

Atisndrnca bunon. Note lhat is attendance is akeady submitted for a date then you can only edit attendance.
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Attcndance By Datq Go to Attgndanc€ > Anendance By Dateto check attendance for a particular date select Class then Section

then Date then click on Search button.

O Atandance
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Attcnd.nce Report- Go to Attendance > Atiendance Report to check attendance for a whole month selecl Class then Section then

Month then click Sca.ch button.
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This module has 4 sections -

ERP - Docrimenlalion

1. Exam List

2. Exam Schedule

3. Marks Register

4. Marks Grade

First we will prepare Matks Grade then create exam in Eram Llstthen enter EIam Schqduls then erter marks in Marts RegiEter. Note
thatthere is no need to prepare Marks G6de ifyour lns'titution is not following Gr.dlng syst.m in exams. Just leave Marts cr.de & dont
make any entry in it.

. Marks Grsdc Go to Eramlnatlon > MarkE Grada enter Gradc Nrmq P€rcent from, Porc€nt Upto, Description & click on Save

button. Allthe grades can be see at right side ofthis page.

rJ Examioations

Exam Lisi- Go to Eramination > EIam Llst enter Eram Name, Note & click Save button. Allthe exams can be see at the right side of
this page, you can also check exam status by clicking Vl€w Status button.
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Exam Schedule- Go to Exardnatlor > Exam Schedul€ thjs section has two parts 1) Adding/Editing Exam Schedule 2) Viewing

existing Exam Schedule.

For Adding/Ediiing Exam Schcdule click on Add button then on next page select Exam Name, Class, Sec-tion then you will get all

Subiects now enter Date, Eram Start Tlme, Ex.m End Timc, Exam Roorh, Exam Subject Full Marks, Exam Subjects Minimum
Passing Marks & click on Submlt button to save exam Schedule.
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For viewing existing Exam Schedule (go to Examinatlon > Exam Schedule) select Class, Section then click Search button, you will

see all exams uflderlhis Class-Section now click Vlew to see Exam Schedule.

Marks Roglster- Go to Examlnation r Marks Reglster Marks Register section has two parts 1) Adding/Editing exam marks 2)

Viewing exam ma*s.

For Mding/Editing Exam Marks click on Add button then on next page select Exam Name, Class, Sectio'l then you will gel all

students list now enter marks for alllhe exam subjects & click on Srve button to submit marks.
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f,l Examinations
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For viewing Exam Marks (go to Examination > Malks Registea) select Exam Name, Class, Section to see marks list.
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Academics

This module has 7 sections -

1. Class Timetable

2. Assign Class Teacher

3. Assign Subjects
4. Subjects
5. Class

6. Sections
7. Promote Students

We have already described few section of Acsdomlcs Moduh during Slrps to S.tup your lnstitution, but now we will understand
completely Acadlml6 module sections. First we willc.eate SGctlons then Chss€s then Asalgn Clsss Teachar on class-sections then
create Suuccts then Asslgn Sublrc-ts & TeadleIs to Class-Section then Cr€atc Class Tlm€trtle-

. Sectlons- Go to Academics > Sections enter Se€{ion Name & click Save bunon. All th-e sections can be see right side on this page.
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- Academics
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F Academics

I Assign Subj.cl
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Asslgn Sublocts- co to Academics > Assign Subiscts select Class, Scction then click Search button. Now select Subrect &

Teacher. For adding more Subrect & Teacher click on Add button & select Subj€ct & Teacher, finally click on Save button to Save

assigned Subjects & Teachers.

4
E

Cl..s Tlm.trbl? Go to Ac.dfirlcs > Cl.!! Tlm.t bh class Timetable has tvro parts 'l ) Addhgr'Edltlnt cirss ilnct bL 2) Vla$ng

class ttr.t ble.

For Mdh!r'Edth9 Chss Tlmrt ble click on Md button then on next page select Cl.$, Srctloo, Suqcct & click Sesrch button

then you will get 7 days list now ente. Strt Thl., End Tlma, Room No for eac,h days & dick on Save button to save timelable.
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- Academics

E

Cltss- Go to Academics > Class enter Class Name then select Sectloos underthis Class then cliqk Sive button. Allthe Classes

and their Scc ons can be see at right side of this page.

FAcademics

Add class chs Lisl

Cl6s Taad.i Lid
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Assign Class Toaqher- Go to Academics > A$ign class Teacher select Class then select S€ction then select Class Teachets for
this class section then click Save button. Allthe Class-section and their class Teachers can be see at right side ofthis page.

aAcrdlrnics

Assign dass T€adl€r

E

. Subjects- Go to Academics > Subrects enter Subject Name, Subject Type (Theory/practical endick Save button

Dr. K. MAHADEVAN, s.r.,M.t.,Ph.o.,
PRINCIPAL
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F Academics
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For viewinq Class Timetable (go to Academics > Class Tim€table) select Class, Section & click Savc button to see class timetable.

F Academics
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Promott Sudonis- Go to StudGnt lntormatlon > Promote Stud€nts select Cla6E and SCctlon and click on Slardr buton to gel

studenl list underthis class-section. Here you can see every studenl has Current Resuh column with Pass / Falland N€xt Session

Status column wilh Continue / Leave options and three drop down to select Promote ln Session, Class, Seciion just above the

stud€flt list-

Now let's understand how Promote Student works. Promoting studentsto next sesslon and class-seclion depends on lwo things,

I). Student is pass oI fail in main examination and 2). Student will be continue in lnstitution or leaving from lnstitution . lf student is

pass and will continue lo lnstilution , only then student will be promoted to next session and class-section. lf student is fail and

continue to lnstitution then students will be promoted to next session but cla6s-6ection will be remain as it is. lf student is pass but

leavlng to student lhen student will not be promoted to next session nor promoted to next class-section. Thls is ihe whole

mechanism of Promote Student. automatically manage promolion of session and class-section. To promote students first select

Promote ln Session, Class, Section and for every student select Current Result pass or.fail and Nexl Session Status continue orPromote ln Session, Class, Section and for every student select Current Result pass glfail and Nexl Session Status

leaveandclickon Promo)[ffiuottomrrstrt 
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& studrnt loiormatior

! Pomote Stud€nlr h [en s€5sion

& Human Fesource
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Human Resource

This module has 11 sections -

'1. Staff Dnectory

2. Staff Attendance

3. Staff Attendance Report

4. Payroll

5. Payroll Report

6. Approve Leave Request

7. AppV Leave

8. Leave Type

9. Department
10. Designation
11. Disabled Staff

ln Human Resource we will manage all aclivities of lnstitution staff (not studenl or parent or guardian) trom Principalto Owner to Peon

or any lnstitution member even he/she using or not using application. First we will add Department, Designation, Leave Types then we

will add Staff Member rrom Staff Directory then we willmanage day by day Staff Attendance then manage Payroll/Salary of staffthen
Apply or Approve Leave Request.

. D€partrnent- Go to Human Rscource > D€parunenl enter Departmsf Name then click Save button. All exasling Depa(ments can

be see right side ofthis p8ge.
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. Designation- Go to Human Resource > Deslgnatlon enter Designation l{ame then click Save button. All existing Designation can be

see righl side ofihis page.

& Hurun Rcso!rce

Add Deggnaton

& Human R6ourcr
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Leave Type- Go to Human Resounce > Leave Type enter Leave Type Name then click Save button. All existing Leave Type can be

see right side ofthis page.

E
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Sbft Directory- Goto Human R€source > staff Directoly here you can search all active staff members. You can filter staff

members by Role or search by any keyword. You can also see staff directory in two views Card View or List View.

& Human Resource

ad.{ih

qFrdntl

@

You can edit any staff by clicking on Edlt button on Staff Card. To view staff details/protile click on View button present on staff

card. Staff profile provides 360* view of staff including complete profile, payroll, payslip, allotted/apply/approved leaves,

monthly/yearly attendance, uploaded documents and timeline. After staff retlrement or rellving you can Dlsable staff from top right

down hand red icon button. After disabling stafl 9aff profile is marked as red color in background and its login to also being

disabled. Disabled staff can be seen in Human Resource > Disabled Staff. You can alsp add staff leaving date and resignation letter
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from staff Edit. staff can be drSlFrRlx,blins staff.
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To add new staf, member click on + Add Stafl button from 1op right corner of this page- Enter Slaft lD, select Role (roles can be

manage from Slstem Settings > Roles Permission), Daslgnatlon, D€partm€nt, Fkst Name, Last Nrmq Falh!. amc, Mothql

Name, Garder, MaritC Status, Date Of Birth, Oate Of Jolning, Phono, Emergency Cor act Number, Email, Photo, Cunent Addreas,

Peflnanent AddrBs, Qualitication, Work Expericnce, Note, EPF No (Employee Proyid€Jlt Fund Numbor), Basic Salary Conbact

Type, Work Shift, Locailon, Number Of Leavcs, Bank Acaount Title, Bank Account Number, Bank Name, IFSC Code, Bank Branch

Neme, Facebook URL, Twitter iJRL, Llnk€dln URL, lnstagram URL, Upload Resume, Jolnlng Letter and Olher Documents then click

on SaYo button.
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& Human Resource

o

E
. staff Attendance- Go to Human Resource > stall Attendance here you can record staff attendance. select slaff Role and

Atterdance Dalethen click on Sea]ch button. Now can see staff list, select attendance radio button for Presenvlate/AbsenvHalf

Day and enter any ote then click on save Attandanca button to submit attendance. lf you mark selected date as Holiday then

check button Mark As Hollday. tf attendance has been akeady submitted then you vi,ill get message of'Attendance Akeady

Submined You Can Edii Record' in this case you can still edit exiting attendance +^ t
@n'+*'ar"
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I Safl List
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& Human Resource

q s4l4d qn.ria

& Human Resource

I $arf aierd{lc€ Reporl

C
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sw ltt-aana. n"port- Go to Human Resource > staff Attendance Report here you can check staff monthly report,

Present/Late/Absenl/Half DaylHoliday, Gross Present % etc.
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pa,toll Go to Human Rcsourca ' 
pat,loll here we will generate monthly salary of staff members. Select Rolo, Monlh and Year then

click Scrrdl button to see staff members list and th€ir payroll status. Now you can see staff list, from Status column you can see

current salary status available option from Action column. Payroll has three status Not Generated -> Generated -> Paid. lf ststus is

Not cenerated then you can see Generate Payroll button, if status is Generated then you can see Proceed To Pay button and if

status is paid then you can see View Payslip button in Action column. lf status is Generated or Paid then you can revert this status

in previous status.

& Human Resource

q Sebcr critena

ll srarf Lbt

q
€&8850
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Ac'tlon column. At this O"n" ro, 
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Amount then in deduction column entel
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right corner Attendance this month all attendance and approve KAL"l
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deduction for this st8f0 then in Payrollsummary column enler any tax if applied then finally click on cdcu|rtc button to calculate

Net Salary amount then click on Save butlon to save this salary generalion'

& Human Resource

ff
E o€ddioo

i ".r

E Payrol $rfflary(S) il
t20oo

500

300

lzl00

0

tz2m

I

Now come again on payroll page and check this staff payroll status for same monlh now it should be Generatcd and in AcUon

column proceed To Pay button should be visible. Here click on Proceed To Pay button to pay generated salaryto this staff. Now at

proceed To pay modal popup window you can Staff, Nst Paymeri Amount Modh-Ysar, selecl Paymer mods through which you

are paying salary, Payment Date, and Notethen click on SaYe button.

Now come again on payroll page and check this staff payroll status for the same month now it should be Pald and in Ac-tlon

column ViGw Paysllp button should be visible. Here click on VieY{ Paysllp button to see and print payslip.

&-*a'-
Dr. K. MAHADEVAN, e.r.,M.r.,pl,.o.,
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payloll RepoIt- co to HuBan R6ource > Payrol R€port here we will check payroll report. Seleci Rolc, Monlh and Year then click

on Search.

& Human Resource

q S.kd clnera.
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Approve Leiwe R€qu€si- Go to Human Resourc! > Approvc Leave Requegt here you can view approve or manually submit staff

leave requesi. Click on Vlew icon button from Actlon column to see details of applied leave request. Now at this modal popup

window you can see details of leave requesi and chanqe its status to Approva/Disapplwa/Pendhg then enter any Notethen click

on Sava button.

&-r^--A-
Dr. K. MAHADEVAN, s.r.,M.e.,pr,.u.,

PRINCIPAL
CMS COLLEGE OF ENGINEERING,

NAMAKI(AL . 637 OO3.
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& Human Resource EEE
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To add leave request manually click on Add LGave Request button ftom top right corner. Here select Role, Stafl Nam., Apply Date,

Leayc Type, LeavG Date, reason, Ngte, Attach Document and Status of leave request then click on Save button.

Apply Lcave- co to Human R6ource > Appl, Leaye here logged in staff user can apply/view leave tequest for his own only. To view

applied leaves click on View icon button from Actior column. To apply leave click on Apply Leave button from top right comer.

& Human Resource EE
Q&BEgtr

Disabled Staff- Go to Human

At profile page you can

, Disabted staff here you can see att Disable, 
""r.hf"r^#ns/her 

prorrle.

by delerins staff all profile data willbe tlft.tlMffitots*Ng+FlillEfPh.0.,
PRINCIPAL

cMS COLLEGE OF ENGINEERUIft
NAMAKKAL . 637 OO3.
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& Human Resource
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Download Center

This module has 5 sections -

1. LJpload Content

2. Assignments

3 Study Material

4. syllabus

5. other Downloads

ln Downlord C6r er we will upload all contenl from Upload Co sr section under four content types Asslgnm{ts, Sludy Mat€rial,

Sylabug Other Downlord & rest of four sections are used for viewing uploaded content under these content types.

. Upload Contlot- Go to Download Ceoter > Upload Contrrt enter Coriert Tltlc, Cont€nt Type, Avallablo Fol, Clasq Udoad Date,

DescalDflon, Sdcct Flla & click Slva button. Recently uploaded 1O contents can be see right side at this paqe. You can download

content by clicking Download button in action column.

lile//C JUsers/CHIPTRONE)UDesktop/cmsce-dooJmentatioMndex.html 38/56
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I Download Clmcr

Upload cs cr{

OQBDgO

.tADBOII]

E
Assignmmts- Go to Download Center > Assignmenls all the content uploaded under Assignments conlent type can be see at this

page.

Study Material- Go to Download Center > Study Materlal all the content uploaded under Study Material content lype can be see at

this page.

Syllabus- Go to Donnload Cente. > Slllabus all the content uploaded under Syllabus content type can be see at this page

* Download ceflrer

Othel Downloads- Go lo Download Center r Other Downloads all the content uploaded under Other Downloads content type can be

see at this page-

. Homrvlrk Go to Homework > Add Homeworr Here vou can see a[ previousrv creat" 
"*mr;:Il**,

II::Ij${{}di,}:l:"

Homework

This module has 2 sections -

1. Add Homework

2. Evaluation Report

Here Teachers can create Homework for their Class-Section. After creating homework teachers can evaluale homewoak for class-section

students that who has completed homework or not completed. First we willAdd Homework then we willevaluate homework.

_documentation/index.html 39/56
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A Homework

q seied cnH'a

@

oaBBso

To add new Homework click on + Add button to open Add Homework modal window. Here enler Class, Section, Subi€ct,

Hom€work Date, Submlssion Date, Attach Document and Description then click on SaYe button.

To evaluate homework click on Vi€w bunon from Action column to open Evaluate homework modal vrindow Here from left

Stude Llst select student who has completed this homework and move them lo Homework Completed Llst then select

Evaluation Date then click on saye button.

. Evaluation Report- Go > Evaluation Rcport Here You can search in different criteria.
l./
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A l-iomework

q S.kcr O&ia

I EYaluation Repon

€oo6co

To see reporl detaals that how many students have completed homework or nol click on View button from Action column.

Inventory

This module has 6 sections -

1. lssue ltem

2. Add ltem Stock
3. Add ltem

4. ltem Category
5. ltem Store

6. ltem Supplier

First we willcreate our ltem CateCory then ltlm Stq]! then ltem Ssppller then we will add ltem then ltem Stoqk then we will lssue ltems
to any staff members.

. ltlm Category- Go to lnvlntory > ltcm Catsgory enter tt€m C.tegory and its D€scrlptlon then click on Savc button. All ltem

Category can be see right side ofthis page.

tp^r^-l*
Dr. K. MAHA0EUAN, 8.E.,r.,n.E.,Ph.o.,
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EI,",,*

Elv:v

El lnvcmory

ldd ltcrn $"dcr

a?3

QE0tsedl

300etr

E

Itlm stot.: Go to lnventory r ltem store enter ltem Store Namg li€m Stock Code and Descrlptlon then click on save button. All

llem Store can be see right side of this page.

Item Suppller- Go to lnye ory > ltem Suppller enler ltem Supplier Name, Phone, Email, Add.ess then enter Contact PeGon Name,

Phone, Email and Description then click on Save buuon. All ltem Supplier can be see right side ofthis page.

_D^

&x-^A-

6

E
Add ltem- Go to lnvGntory > Add ltem enter ltem Name, seleqt Jtem Category and De6criptlgn lhen click on Save button. All ltems

can be see right srde ofthrs page.

Dr. K. MAHA0EVAN, s.r..r'il.r.,ph.o.,

PRINCIPAL
CMS COLLEGE OF ENGINEERING,

NAMAKKAL - 637 OO3.
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El lnventory

El lnvcnrory

Iteo Lr$

llan $odr Lrst

a0Eso

oaEts5t!
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E
Add ltem Srtock- Go to lnvedory > Add ltlm Slock select ltem Category liem, Supplier, Store then enter ltem Quantity, Date, select

Attach Documenl and Description then click on Saye button. All ltem Stock can be see right side of this page.

E
lssuc liGn- Go to lnvcntor, > lssur ltern at this page you can see issued item status. To return an item click on Cllck to Rrtum

button from S:tatus column.

lI lnver ory

rc-F

C
gBEEt6E

@
@
EE!
@

To issue an item click on lssua llem button present on top right side ofthis page. Now at this page select Usrr Tne then select

person from lssue To then enter name who is issuing this ltem in lssue By, select lssuo Datq Rstum DatG, enter Not€ then select

Item cat€gory, ltem, enter Avallabl€ Quanuty then click on savc.

Dr. AHADEVAN, B.E.,M.E.'Ph.D..

PRINCIPAL

CMS COLLEGE OF ENGINEERING'
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fl lnvemory

@

Reports

This module has 15 sections -

1. Student Report

2. Guardian Report

3. Student History

4. Fees Statement
5. Balance Fees Report

6. Transaction Repon

7. Attendance Report

8. Exam Marks Report

9. Payroll Report
'10. Staff Attendance Report

1'1. Homewo* Report

12. User Log

Allthe regorts of other different modules are also present underthis Report module.

. Sluder R.port- Go to R€ports > student RGpon select Chsq Soc{on, c.t€gory(optional), G.nder(optional), RlE(optional) click

Search bunon. You will get allthe studenls list details also you can download this report as PDE

ld Repons

q sd€cl On6ia

I"r*, 
^.*a o&o40tr

Ldffi.rs. firIsni..*n rd-iil( or.orsin cdn, c.4o.y n aa.llu!$.r

. Guardian Report- Go to Sludqrfi lntormatlon > Guardian R€port here you can view student and their parent/guardian details report.

fiQ^l.^A*
Dr. l(. MAHADEVAN, e.r.,r4.r.,ph.o.,
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. Student Hlstory- Go to Student lnformation > Student History here you can view student class and session wise history.

& studcm lnfo.maton

Q SeLd oneia

I studeir Hrsiory
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F.cs S-t tsnrtnt- Go to Rlpons > F!!3 Statsr€ni to get fees statement for a student. Select Class then Sac,tlon then Siitdant then

click Sarrdi.

ful^*^-1.
Dr. K. MAHADEVAN, a.r.,M.r.,ph.o.,
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lD Fees Colhction

lD Fees Collection
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Balance Fees Rcport- Go to Repods > Balance Fees Report to know Total Fees, Total Paid Fees &Total Balance Fees in a particular

Section, select class then S€ctlon then qlick on Search button.

I ftdlrn f€€! RtFn
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T6nsactlon Reporl- Go to Rcports > Transaction Report to get all the transactions under fees collection & expense can be search

here. Select Date Frcm, Date To & click Search button to get allthe transactions.

ha Reports

q scarch Ttmsaclion

lD Trxs.clion Fr dr' 220212018 To I I /0m01 I

ct' 6 6) r.r+d a! F.-
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La. Reports

q S.a.h Tr |setlon
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Attendanqe Report- Go to R€pon > Aiieidancc R€port to check attendance for a whole month select Class then sectior then

Monlh then click Sc.iEh button.

O Anendance

ishldc l-rsr

E
.PId

M.'hsbgn

. tuam Marks Report- Go 'to Repori$ > Exam Marks Reporl to view exam marks select Exam Name, Class, Sectlon to see marks list.

h ^t^A-Dr. (. ll/lA HA0 tVAiit, e.r.,M.r.,pr'.o.,
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. Staff Anendance Rsport- Go to Student lnlormation r Staff Attgndance Report here you can view staff attendance report.
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. Payroll Report- Go to Student lnformation > PayrollReport here you can view staff salary details report.
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. Homework Repod- Go to Student lnlomation > Homewolk Repod here you can view student and iheir parent/guardian delails

report.

A Homcv{ork

Q Sel€cl (I(€m

@

User Log- Go to Reports > User Log to view which user has been login to system at which time, from which lP Address, 0S,

Browser etc.
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Calendar ToDo List

This module has 2 sections -

1. Calendar
2. ToDo List

ln Calendar we can add personal or public events can be visible under login panels. ln ToDo List we can add our personal task.

. Calendar- Go to top riglil com€r of pag€ bcsldes your profile lcon you can 8€e Calendat icon now at calendar page click on any

date ortime frame, at this modalwindow enter Evsr( Tttle, Dsscrlp$on, Event Date, Event Colol and Event Type (Public is visible to

all, Privato is only you can see this event, All <your role> is this event will be visibleto all users ofyour role, Protected that means it

is visible to all staff members but not sludent or parent) then click on Save button-

f leriicJusers/CHIPTRONEX/Desktop/cmsce-r

I Evdriathn R.9on
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E calendar
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ToDo Llst- Go to top rlglrt com€r of pagc besides your profile lcon yoir c{l s.eToDo List icql, cld( olr Vi All httton now at

calendar page right side you can see allyour task click on + icon button, at this modal window enter Tlde and Datethen click on

SaYq button.

System Settings

This module has 12 sections -

'1. GeneralSetting
2. Session Setting

3. Roles Permissions

4. Backup / Restore

5. Users

A
A{^}^A*

Dr. K. MAH ABEVAN, s't"iJt'r"pi''0''
PRINCIPAL

c r,r! s cf,,.l.t 
:[ :i AoJ 

€N G rNE E Rr N G'

5U56

F]

A @,!,-,, 
'znoa

4.......
puurcrft;n.r{sgA6

FI



6n1l24. 1:12 PM ERP - Documentalion

All 12 sections ofthis module are mutually interdependent but need to conftgure to run whole system properly

. Genrral SettlngF Go to Systrm Sctllngs > Gaocr.l Scltlng this section has 2 parts.

. Updating Institution profile data

. Updating your lnstitution logo

(e System Serings

w
a Gdl€ral s.n,ng

LL rO A-t c- c.a.

HL rr l-*r c.Li ct..

'fisa..h.,q.d4.r

C

U

For updating your lnstitution data click on Edit button (upper right side of page). On next page update your lnatltution Name,

Addrcss, Pfione, Emall, lnstliution Code (lnstitution Code is your lnstitution affiliation / accreditation no), Sesslon (currenl running

Academic Session for the lnstitution ), Session Start Month, Teacher Restrlclcd Mode (if this Teacher Restricted Mode feaiure is

Enabled then teachers will not have access to all students data, that means class teachers can access lhear allotted class whole

data and subject teachers can access for only those classes student data for which they have assigned as subject teacher),

Language (Language in which you want to run your ), Language RTL Text Mode (lor Arabian side languages), Tlmezone, Datc

Fomat, Curoncy (lso standard 3 digit currency code), cunency S)mbol and Fo€s Due Days (used in Fees Carry Forr,vard), Mobile

App Apl URL (used for mobile app api url), Moblle App Pdmary color Code (used for mobile app primary color) and Moblle App

Secondary Color Code (used for mobile app secondary color) then select Cunent Theme now click on Save bunon to update

record.

-fu^u{'
Dr. K. MAH ADEVAI'1, s.r.,rvl.r.,pt.o.,
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For updating your lnstitution logo goto System Settlngs > Gcnaral Settng in lower left side click on Edn Logo button. Now drag

and drop or select your logo file. gy clicking on Edit Mobile App Logo you can set logo for mobile app.

Sc6slon S€tdngr Go to System S€ttlngs > S€sslon Sottlng in by default you get '15 years of Sessions data from 20'l$'15 to 2029-30

but stillyou want to add more sessions then enter Srsslon (must be in format like 201$16,201S'17 etc.) & click Ssvo button. All

the sessions can be see right side of page.
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Rolcs Parmlsslons- Go to Slstem Settings > Roles Pe]missions here we can create different Roles for staff users and then assign

different user permission to this Role. To add new role enter Role Name then click on Save button all existing roles can be see from

right side of this page. By defauh in you will get 6 user roles SuperAdmln, Admin, Teachor, Accosntant, Llbrarlafl, Receptlonlst.

You can edit name or permission of these roles except SuperAdmin. To assign permission click on Asslgn P€rmlsslon button from

Action column. At this page you can see Module wise different Features and their different Permissions. Carefully assign different

pe.missions on roles. After assigning permission, check where it is effeding in system. There are 4types of permissions present

here Vlerv, Add, Edil rnd Deletc. Here note lhat if you arc asslgnlng Add/Edtt or Delete p€rmlsslon thGn Viery permisslon should

be glvsn obvlously if you have nol given View permission then syslem can behave inconsislent so in besl practice if you are giving

Add/Edit/Delete any one permission then give View permission too.
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Bad$p/RestorG- co to Esiem Settlngs > Backup/Restor€ for taking backup of your dalabase click on Create Backup button it will

create a .sql file you can Oownload it on your local system or Restore back in your system or Del€t€ backup file. You can also

Restore database file from local system click on Choose Flle select .sql tile trom your local system then click on upload button.
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. For adding new languages click on Add button from top right side of page on next page enter your L.nguage N.mG & click Savc

button. Active language can also be select from Estem Sottln$ > Genead Settlng.
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Use.s- co to System Scttlngs > Users All the users like Student, Parent and Staff can be see here and you can enable or disable

them from login to User Panel. To enable or disable user click on toggle button in Action column.
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6.2.2.3-FINANCE AND ACCOUNTS SCREENSHOT
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