
USER MANUAL OF ERP SOFTWARE: FOR PRINCIPAL 

 

PRINCIPAL CAN PEFORM VARIOUS TASK LIKE: 

 Share notice (any kind of alert of notification) to all school staff and students using 

NOTICE BOARD module.  

 Send homework to student from HOMEWORK   module. 

 Generate the gate pass for student or staff or approve it. 

 Add the calendar for school from SCHOOL CALANDER module. 

 Add or edit the student from STUDENT REGISTER MODULE. 

 Take student attendance from ATTENDANCE MANAGEMENT module. 

 Add marks entry, print marksheet or green sheet from EXAMINATION & RESULT 

module. 

 Check various reports of students and attendance   from REPORTS module (cast 

category report, religion report, gender wise and many more reports). 

 Add or edit the staff from STAFF MANAGEMENT MODULE. 

 Print various certificates from STUDENT CERTIFICATE module. 

 Manage class & section from CLASS MANAGEMENT   module. 

 Manage rights to users from USER MANAGEMENT module. 

 Allow class permission to staff/teacher, check login credentials or reset password   

from TEACHER PANEL module. 

 Manage student login credentials from STUDENT PANEL module. 

 Setup various master setting for the ERP (school profile, education, title used while 

adding staff or student). 

 

 

In Above Image   You Can See How   Dashboard Of A Principal Looks Like. After Login 

Through Their Account. 



On every page of ERP there are basically four concepts:  

I. add from ‘+’ symbol present at right bottom three strips blue icon 

II. on add page to go back to list page click on top right three strips blue icon 

III. when click on any submodule list page opens where you can see your save 

records and also search them. 

IV. To know mandatory fields on each page click on save & continue. Mandatory 

fields will be highlight rest all fields optional. 

TO SEND A NOTICE BOARD: 

On dashboard click on NOTICE BOARD module. A page opens. 

 

Add from right bottom this screen opens: 

 

 Select Notice type, enter subject, content(message of your notice , alert) . 

Select Recipient type (whom to send notice)—either staff or student 

If you have any attachment for the notice attach it and click on save & continue 

or save & close 



TO SEND A HOMEWORK: 

 

On dashboard click on HOMEWORK module. A page opens. 

 

 

 

 

 Select date of homework from the calendar by default it is current date. 

 Select category whether its homework, assignment or class work. 

 Select student type- want to send individual student or to class & section 

For student enter name or admission number, or for classes select class or 

classes. 

 Select the subject, in content enter the content of homework 

 If you have any attachment for the Homework attach it and click on save 

& continue or save & close 



 TO Generate Gate Pass: 

Gate pass is used if the student want to go outside the school for a short time or parent 

want to take their ward/child during school time. 

 On dashboard click on GATE PASS module. A page opens. 

 

 

Add from right bottom  

 

Gate pass number will be auto generate(from set auto number in 

miscellaneous setting) or you can also add it manually 

Select the date and time of generating gate pass. 

Select type—for which you are generating gate pass: for staff or student  

Enter the corresponding details  



And click on save & continue or save & close. 

After adding request for gate pass confirm the gate pass from Gate pass 

approval module in GATEPASS Module. 

 

If in gate pass module you have any entries or records, it will reflect in gate 

pass approval page also for the approval. 

 

In case of verification default OTP will be 123456 

 

STUDENT REGISTER MODULE: 

Student register module is used to maintain student records like- to add student, edit 

student details. 

 

 

 



 

This is list of student data saved in ERP software. 

 Click on student register module on dashboard 

 Click on student list 

to add a new student add from right bottom. 

A add new student page opens: 

 

To know mandatory fields scroll down and click on save & continue. Mandatory fields will be 

highlight will red star or redline. 

After entering all details click on save and continue or save and close to save record. 

 

Can Change section of any student. Like can change class & section from 3A to 3B. 

If student promoted to any wrong class then you can change class by editing the student and 

change class from personal information tab. 

Can assign house to student for this – add house name from MISCELLENEOUS SETTING 

module. 

 

 

TO ASSIGN ROLL NUMBER TO STUDENTS 

 In student register module > click on  assign roll number to student 

 click on set up roll numbers 

 select class, enter start number(starting series of roll number), click on include 

already assign (the student on which roll number  already  assign will come in list), 

click on search.. 



 
 

 

ATTENDANCE MANAGEMENT: 

Attendance management module is used to mark the student attendance on 

daily basis. Keep the records of student attendance. Keep the records of 

attendance online, if any class attendance is marked by mistake . You can 

cancel it. Also send notification alert to absent students on school App. 

 

 

 

TO MARK STUDENT ATTENDANCE: 

On dashboard click on attendance management module 

 click on student attendance  or you can take monthly attendance 

 using search select class and click on search. 

 List of student come of particular class. 

 Now start marking the attendance, select the label for the student 

whether student is present, absent, on leave or not medical leave.  

 You can also enter the remarks.  

 And save the attendance from top right save button. 

 

 



 

 

TO VIEW STUDENT ATTENDANCE: 

In attendance management 

 Click on view attendance 

 using search select class, from date, to date(the maximum difference 

b/w from date and to date can be 15 days) and click on search. 

 

 
 

TO CANCEL ATTENDANCE: 

 

In attendance management 

 Click on Cancel  attendance 



 

 Select  attendance date which you want to cancel 

 Select class  and click or save & continue or  save & close.  

 The attendance of that class on that date will be cancelled.  

 

EXAMINATION & RESULT MODULE: 

In Examination and result module you can update or maintain the records of marks of 

examination conducted in school.  

You can take print of student marksheet, download the green sheet.  

Check the status of pending marks entry.  

 

SOME MANDATORY SETTING BEFORE DOING MARKS ENTRY : 

 

These are the two mandatory master setting before doing marks entry.  

 Teacher subject class mapping : 



To define that which teacher can do which subject marks entry of 

which class  from their login .  

 

 

In select staff enter the employee code or name of staff, select the subject, class  

Only after mapping teacher/class teacher is able to do marks entry/ can share homework .  

 

 

 ASSIGN SUBJECT TO STUDENT : 

After mapping subject with teacher now you have to assign subject to student in 

order to  show student list on marks entry page.   

 On assign subject to student page using search select class 

 

 

 If the blue tick is not applied on subjects then tick them and save the records. Subjects will 

be assigned.  



After doing both the entries now you can do the marks entry from MARKS ENTRY LIST Page 

 

In examination & result module click on MARKS ENTRY LIST  

FOR CLASS 10 & 12: 

In examination & result module click on  MONTHLY MARKS ENTRY LIST  

 

On this page when you add from right bottom a page opens to add marks entry: 

 

 

 

 

Select the class ,assessment, subject and the click on show list to add marks: 

 

 

 



 

 Enter the marks of that subject for all student, If student is AB or not present in exam due to 

any reason mark AB/Exempt. Mark entry option will disappear for that student. And save the 

marks. Marks will be saved.  

 

 After complete marks entry to see report card or marksheet you have to calculate 

marks from Calculate Student Marks page in examination and result module whenever you 

add new marks or update the existing records  

 

 

.  

 

Select class. Select the design and save the records to calculate marks.  

TO DOWNLOAD MARKSHEET: 

 Click on Download student Marksheet in Examination & Result 

Module 

 Using search select class, select design and click on search  

 



  

 You can take a print of marksheet  and by selecting all marksheet can take 

print of all marksheet of a particular class. 

 

TO DOWNLOAD GREEN SHEET: 

 > Click on Download student Result  in Examination & Result Module 

 Using search select class, select design and click on download PDF 

/excel.  

  

 

 

REPORTS:   

 

From the reports module you can download various report of students –  

 Cast category wise report  

 Religion wise report  

 Enrollment report (how many girls, boys enrolled in school in particular year) 

 Gender wise report  

 New admission report 

 Attendance reports  

 Class wise instant report  

 

From class wise CLASS WISE INSTANT REPORT you can check whether homework is 

posted by teacher/class teacher or not.  

 



STAFF MANAGEMENT: 

 Staff management is used to manage staff records of the school. 

TO ADD A NEW STAFF OR EDIT DETAILS: 

 In staff management module 

 Click on staff list 

 

 

 

Add from right bottom ‘+’ symbol. 

 

 

 



Add the details for adding a new staff in all the tab (personal info, contact info, credential 

info, other info). 

And if you want to fill only mandatory details then scroll down on add new staff page and 

click on save & continue.  All mandatory fields will be highlight with red star or red line fill 

up them and click on save & continue or save & close. 

 

 In left staff details of de-active staff shows. 

 

STUDENT CERTIFICATE: 

By using student certificate various certificates can be printed. 

 Character Certificate 

 Bonafide Certificate 

 Provisional Certificate 

 Birth Certificate 

 Experience Certificate 

 Transfer Certificate and many more. 

 

 

CLASS MANAGEMENT: 

From class management we can manage class & section, can assign class teacher, Exam 

checker to the particular class. 

In CLASS MANAGEMENT Module 

 Click on  list of assigned class & section add from right bottom 

 

 



 

 

 

USER MANAGEMENT: 

User management is used to manage the rights of different users on ERP. 

e.g.- 

Principal can access each module in ERP.  

Teacher/class teacher can access some limited modules.   

Student can only view their information not of any other student.  

All these rights are controlled or managed by User management. Only permission has 

right of this module. 

 

 Click on user management module. 

 Using search select the user type, from menu tick the module of which module you 

want to give permission to select user. 

 I select user- teacher, from menu module- attendance management 

 



 When you click on search all the sub-modules that lie in a specific module will show.  

 

 

 

Generally, we can perform only five operations on any module-  

I. Add (create new entry) 

II. Edit (update existing entry) 

III. Delete (delete records) 

IV. View (see/view records) 

V. Download (download either PDF or Excel format) 

 

If you want to give student attendance permission to class then tick on Add, Edit, View 

permission.  And click on save. The staff having teacher user type will be able to mark 

attendance.  

 

FROM WHERE TO CHECK STAFF USERTYPE? 

 

You can check the user type of staff from teacher panel module. 

After defining rights to user, now go to teacher panel module> staff login details 

 

 



 

In front of every staff name, we have user type you can change the user type to class 

teacher, teacher. 

Do not change user type to Principal if you do so then the staff will disappear from here 

and not able to access their account. 

 

 

TEACHER PANEL MODULE: 

Teacher panel module is used to manage login credentials of staff, reset their password and 

to assign class permission to teacher so that they can see their allotted class data. 

 For this go to teacher panel module > staff login details 

 

 

 



From class permission click on VIEW select the class that you want to allot to a particular 

teacher and click on save.  

 

 

 Class permission will be assigned.  

For marks entry and homework teacher mapping work from EXAMINATION & RESULT 

MODULE. Rest all modules are linked from teacher panel.  

 

 

LOGIN CREDENTIALS: 

 

 

 

Share the username with the staff so that they can login through their ERP Account.  

At first time, Username is the password of staff. i.e.— username and password remain same. 

They can change their password. 



 

IF ANY STAFF FORGOT THEIR PASSWORD: 

If any staff forgot their Password then the principal can reset their staff password. 

Click on teacher panel module 

 Click on staff login details 

 

 

 On this page tick on the particular staff and from the right bottom click on three 

strips blue button 

 A button shows for reset password 

 Click on it password will be changed and the username becomes the password of 

that staff. 

 Similarly you can check student login credentials from student panel module.  

 

 

MISCELLENEOUS SETTING: 

  

Miscellaneous setting module is full of master settings. We have to setup these module to 

once to setup the school. Because these masters settings can be required while you are 

adding a staff, student or assign houses.     

 

 

TO UPDATE SCHOOL INFORMATION  



In MISCELLANEOUS SETTING MODULE 

 SCHOOL PROFILE 

 

 

 Click on pencil button to edit profile 

 

 

 

Enter the details and click on SAVE & CLOSE.. School details will be update. 

 

 

THANK YOU…… 


