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1. How to view the messages?

Welcome Kumar arun in to your profile.

Mailbox

Check your mails here.

& Inbox + Sent Mail @ Trash

n a a You have no messages in your inbox folder.

Click on Inbox to view the received mails.

Click on Sent Mail to view the messages sent.

Click on Trash to view the deleted messages.

Click on the message to view the details.

Click on New Message to create and send a new message.




2. How to create a new message?

Compose new message here.

& Inbox 7 Sent Mail @ Trash
To [ 1)
Subject lmr:: subject) Ie
B I U= X, x* [H & i=i= E Y E E = E 4

sena wessage | @)

Enter the name of the recipient
Enter the subject.

Enter the message.

Click on Send Message

1.
/e
3.
4.




3. How to view the news?

welcome S in to your profile.

Site News

Latest news listed here

6 Displaying 1-1 of 1 result(s)

n o annoucements

Click on News to view the news and announcements.

1. Click on the news to view the details.




4. How to view the events?

Events list Shiow 0
17
Oct e
16 @

Oct

---— .- - —

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.



5. How to view the calendar?

w
w,

1 2
All Day Event
6 7 8 9
Calender
13 14 15 16
20 21 22 23
27 28 29 30

Click on Calendar to view the events in calendar view.



6. How to download files?

File Uploads New Upload Manage Uploads
3 4
[: o Title File Name File Type Posted By

Click on Downloads.

Select all files or an individual file that is to be downloaded.
Click on Download. The file will be downloaded as zip file.
Click on New Upload to upload a new file.

Click on Manage Uploads to manage the uploaded file.
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7. How to upload a file?

Create FileUploads All Uploads

Fields with * are required.

Title * I l 0

Category * | Select category El e

Placeholder Public E] e

Course Select E o
Batch ISeIect El e

File * ° Choose File | No file chosen

Click on New Upload.

Enter the title.

Select the category.

Select the place holder.

Select the course.

Select the batch.

Choose the file you want to upload.
Click on create.
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8. How to view the profile?

Profile

Job Title :

Department :
Employee No :

Joining Date
Position

Date of Birth

Blood Group

Gender

Experience

Home Address Line 1
Home City

Home Country

Office Address Line 1

Office City

Category

Grade

Gender

Nationality
Qualification
Experience Detail
Home Address Line 2
Home State

Home Pin

Office Address Line 2

Office State

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

View Atteng 1 o 2
View My Attendance Manage Student A(tendanc'

View My Attendance

Displays your attendance status.

Manage Student Attendance

View/Mark/Edit/Delete the attendance of the students of your batch.

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?

My Attendance

o

QE =1 e September 2013 Lol week | day |
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
1 2 3 % 5 6 7
All Day Event

8 9 \e 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

29 30

=

. Manage Student Attendance helps to manage the student attendance. This button will be
displayed only if the teacher is in charge of some class.

Click on right and left arrow to navigate through months.

Click on today it displays today’s calendar.

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

Absence will be marked with a cross mark.
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12



11. How to manage student attendance?

Mark Student Attendance

View My Attendance 0

Batch Name Class Teacher Start Date End Date

2013 batch

EC 2013

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

2. Ifthe 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?

My Time Table°

Batch Name Class Teacher Start Date End Date

2012 batch

o EC 2013

2013 batch

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 ?

View Examination Details

cl All Classes II "y Class |°

Batch Name Class Teacher Actions

el iew Examinations I
Examinations

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.
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View Examination Details

All Classes My Class o

o=

Name Exam Type Is Published Result Published

ol View Schedule

1. After clicking on View Examinations in My Class tab, a page to view the schedule and
enter/view scores will be displayed.

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

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

Click on View Results to view the results published.

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.
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