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1. How to view the messages? 

 

 

 

 

 

 

 

 

 

 

1. Click on Inbox to view the received mails. 

2. Click on Sent Mail to view the messages sent. 

3. Click on Trash to view the deleted messages. 

4. Click on the message to view the details. 

5. Click on New Message to create and send a new message. 
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 2. How to create a new message?  

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Enter the name of the recipient 

2. Enter the subject. 

3. Enter the message. 

4. Click on Send Message 
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3. How to view the news? 

 

 

 

 

 

 

 

 

 

 

 

Click on News to view the news and announcements. 

1. Click on the news to view the details. 
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 4. How to view the events? 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Events to view the events list. 

1. Events can be sorted according to the event type. 

2. Click on the event description to view the event details.  

3. Event details can be viewed in a popup box. Click on close icon after viewing the details. 
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5. How to view the calendar? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Click on Calendar to view the events in calendar view. 
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6. How to download files? 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Downloads. 

1. Select all files or an individual file that is to be downloaded.  

2. Click on Download. The file will be downloaded as zip file. 

3. Click on New Upload to upload a new file. 

4. Click on Manage Uploads to manage the uploaded file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

9 
 

7. How to upload a file? 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  Click on New Upload. 

1. Enter the title. 

2. Select the category. 

3. Select the place holder. 
4. Select the course.  

5. Select the batch.  
6. Choose the file you want to upload. 

7. Click on create. 
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8. How to view the profile?  

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on Profile to view the profile. 
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9. How to view the attendance? 

 

 

 

 

 

 

  

 

 

 

 

 Click on Attendance. 

1. View My Attendance shows the teacher’s attendance. 

2. Manage Student Attendance helps to manage the student attendance. This button will be 

displayed only if the teacher is in charge of some class. 
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10. How to view teacher’s attendance? 

 

 

 

 

 

 

 

 

 

 

 

 

1. Manage Student Attendance helps to manage the student attendance. This button will be 

displayed only if the teacher is in charge of some class. 

2. Click on right and left arrow to navigate through months. 

3. Click on today it displays today’s calendar. 

4. Attendance can be viewed in monthly, weekly and day wise view. 

5. Absence will be marked with a cross mark. 
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11. How to manage student attendance? 

 

 

 

 

 

 

 

 

 

 

 

1. View My Attendance shows the teacher’s attendance. 

2. If the teacher is in charge of more than one batch, list of batches will be displayed. Click on 

batch name to view the attendance register of a batch. The teacher can mark attendance of the 

students. If the teacher is in charge of only one batch, no list will be displayed. Then, 

attendance register will be displayed directly. 

This page will be displayed only if the teacher is in charge of some batch. 
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12. How to view the time table? 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. Click on the View Class Timetable to view the class timetable. 

2. Click on the Batch to view the teacher’s timetable. 
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13.How to view the exam details ? 

 

 

 

 

 

 

 

 

 

 

 

1. Click on All Classes to view the list of classes the teacher is teaching 

2. Click on My Class to view the list of classes the teacher is incharge. 

3. Click on View Examinations to view the examination details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

16 
 

 

 

 

 

 

 

 

 

 

 

 

 

1. After clicking on View Examinations in My Class tab, a page to view the schedule and 

enter/view scores will be displayed. 

2. Click on Change Batch to go back to the batch list. 

3. Click on View Schedule to view the schedule of the exam. 

4. Click on View Results to view the results published. 

5. Click on Enter Scores to enter the marks. 

Please note: For exams with results not published, Enter Scores will be shown. And, for exams 

with results published, View Results will be shown. 


