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ERP DOCUMENT

HirotoIND: College Management Software
The only software need to run your College Management.

We would like to thank you for purchasing College Management Software! We are very pleased you have
chosen College Management Software for your institution, you will not be disappointed! Before you get
started,please be sure toalways check out these documentation files. We outline all kinds of good information,

? and provide you with all the details you need to use College Management Software. College Management
Softwarecan be used with any school, college, university, training/coaching institute.

System Requirements

To installing College Management Software, Your web server must be running PHP 5.4 or higher and Mysgl
or higher. We have tested it with Windows, Mac and Linux but for optimum performance we will
recommend touse Linux with Apache webserver. Below are a list of items you should ensure your
host cancomply with.
= PHP 5.6+

MYSQL 5.1+
MYSQL SQL_MODE must not contain
ONLY_FULL_GROUP_BYmod_rewrite Apache
» MBString Extension
« MYSAQLi Extension
fileinfo Extension Zip

e
n

« Extension

» CURL Extension (recommended)
PHP max_execution_time should be atleast 60 seconds for smoother installation

* In most hosting accounts, these extensions are enabled by default. But you should check with your hostingprovider.
After installation College Management Software to work properly, you must make few directories/files

writeable. Below are a list of directories/files you should ensure that have write permissions.

installation_dir/application/config/config.php

. installation_dir/application/.config/database.php
instaIIation_dir/application/config/autoload.php
installation_dir/application/config/license.php installation_dir/temp
installation_dir/backup installation_dir/backup/database_backup

installation_dir/backdp/temp_uploaded
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. Installation_dir/uploads

. instaHa(ion_d|r/up!oads/<all_its_sub_directories>

Using College Management Software

College Management Software - General Overview

Before start using College Management Software consider a general scenario of typical school of class 1
to 12th, each classes have sections like Section A, Section B. There will various subjects for different
classes likesome subjects aretheory and some are practical. Exams are created using these subjects and
classes.

Students enter in classes by new admission or promoted by their previous class after successful passing of
previous class.During course of student we will charge fees to students and collecting them at monthly or
onetime basis. We like to recordattendance of our students. Our school may be providing transport facility to
student. Our school have library for students have to maintain books inventory. Our school have hostels and
providing hostel facility to our students. Obviously our school has teachers to teach and manage students.
Welike to communicate our teachers, students and parents. We like to record all the expenses done in our
school like miscellaneous bills, salary payments etc. After everything we like to analyzevarious reports based
on our school.

If you are using College Management Software for a training centre then may be you like to admit students
intwo classes, since version 5 we have introduce multi class feature where you can admit a single student in
twoclasses simultaneously. ’

Apart from above we also like to provide access to our College Management Software to other users like
Teachers, Accountants, Librarians, Students and their Parent. For these College Management Software have
8inbuilt user's roles-SuperAdmin, Admin, Teacher, Accountant, Librarian, Receptionist, Student and Parent.
Virtually you can create unlimited number of user roles for staff members.

Admin Panel

Login to Admin Panel through URL - http://www.wise.ac.in/wp-admin
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After successful login you will reach to Admin Dashboard. Below you can find navigational overview of userscreen.

Admin Panel consist 27 modules listed below -

1. Front O?ce - for all reception/front office related activities like enquiries, calls, visitors,
postalreceive/dispatch
2. Student Information - for all the information related to student like student search, profile,
studentadmission, student history
. Fees Collection - for all the details related to student fees collection, fees master creation, fees dues, feesreports
. Income - for all the income other than fees collection can be manage here like add income,
. searchincome,income head

. Expenses - for all the expenses J;‘?Iated toBohogkean be manage here like add expenses,
searchexpenses,expense head est Gsday:
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7. Attendance - for managing student attendance and attendance report
N. Examinations - for managing all the exams conducted by school like create exam, schedule exam,
exammarksentry, marks grade
Y. Academics - for managing all the parameters / master data required to run school like classes,
sections,subjects,assign teachers, class timetable, promote student to upper class
10.Human Resource - for all the information related to staff members can be manage here like staff
search,profile,attendance, payroll, leaves
I1. Communicate - it works like a notice board basically a messaging system for communication to
students,parents andteachers
2. Download Center - for managing downloadable documents like assignments, study material, syllabus
6 andotherdocuments need to distribute students and teachers
13. Zoom Live Classes - for students zoom live classes and for staff live meetings. Its addon extension
andshould bepurchased separately
14. Homework - teachers can give homework here and further evaluate them
15. Library - all the books in your library can be manage here
16. Inventory - manage all the assets of your school with stocks and store under inventory module
17. Transport - for managing transportation service like routes and their fares
18. Hostel - for managing hostels, hostel rooms and their fares
19. Certificate - design and generate student certificate and ID Card here
20. Front CMS - manage front public site of College Management Software here by creating pages,
menus,events,gallery, news
21. Alumni - for managing all pass out students or alumni records and events
22. Reports - all the various reports related to different modules can be found here
3. System Settings - configure College Management Software here for different settings like
school,sessions,admin password, SMS, Paypal, backup / restore, languages
24. Calendar & ToDo List - track and manage all daily/monthly activities and create your task in todo list
( ) 25. Chat - chat for two way messaging staff and students
26. One Click Updater - to install new in system

To understand how College Management Software works first we need to configure
andsetup it for our school. In this whole documentation we will consider our
sampleschool which is Mount Carmel School.

Steps to setup your school -

1. In the Admin panel go to System Settings > General Setting in upper right side click on Edit button
toupdateyour school data.
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o} System Settings

> General Setting

». Session Setting

3" Notification Setting
» SMS Serung

» Emadl Setting

> Payment Methods
> Print Header Footer
» Front CMS Setting
2_Roles Permissions.

. Update your School Name, School Code (School Code is your school affiliation / accreditation no),

Address, Phone, Email (for remaining settings please check System Settings section) now click on
Savebutton to updaterecord.

. For updating your school print logo (used in fees receipt and payslip print) go to System Settings >

General Setting in lower left side click on Edit Print Logo button (it is recommended for logo to use
.pngimage with transparent or white background and around 200px x 200px in size). Now drag and
drop orselect your logo file.By clicking on Edit Admin Logo and Edit Admin Small Logo you can set
logo for admin panel. Edit App Logo to set logo for mobile app.

. For automated SMS messaging add any one of available SMS Gateway with the required details from

System Settings > SMS Setting.

. To enabling online payment in Parent Panel and Student Panel update your payment gateway account

details forthis, go to System Settings > Payment Methods select your appropriate payment gateway
andadd you payment gateway account details then click on save button and enable it from right side

box.

. At this point we have completed basic setup of our school. Now we will add our academics in

CollegeManagement Software like Classes, Sections, Subjects, Teachers.

. Foradding classes go to Academics > Classes, before adding classes first add Sections from Academics

> Sections. Select Sections comes under a Class when you adding a Class. Classes can be add from
leftside AddClass form and added classes can be see right side Class List. Add all classes running in

yourschool here.

Was[ Godprjncjpal
Scig M 1o
fce g Stityt
Avapad N\g rin . of
) u, P‘ikds g (I/V[SE)

a
raopilem
)



4 -.g' WEST GODAVARIINSTITUTE OF SCIENCE AND ENGINEERING
(Approved by AICTE ~New Delhi and Affiliated to INTU — Kakinada)
An ISO Y001 = 2008 Certified College
AVAPADU, PRAKASARAOPALENM - 534112, Nallajerla Mandal. W.G.Dist. (A.P)
Cell: 9951277789, E-mail: principal.wisele gmail.com website @ www.wise.ac.in

€

8. For adding sections go to Academics > Sections, Sections can be add from left side Add Section form
and addedsection can be see right side Section List. Add all section name used in your school here e.g.
Class 1 has 3 sectionsA, B, C and Class 2 has only A, B sections then we will add 3 sections A, B,C
here.After adding sections, select section comes in a Class when you adding Classes.

9. For adding Teachers go to Human Resource > Staff Directory, Teachers can be add from top right
cornerAdd Staff button. At this page you can add any staff by selecting its role. If we are creating teacher
then we should selectTeacher as role and designation as role.

10. For adding subjects go to Academics > Subjects, Subjects can be add from left side Add Subject
form and added subjects can be see right side Subject List. Add all subjects including theory and
practical inyour schoolhere. Subjects can be assign through Subject Groups to their classes in next
step.

11. For assigning subjects to their classes go to Academics > Subject Group enter Subject Group then select
Class andSection then select all subjects you want to include in this class and section as group now
clickon Save.
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12. Great! you have completed your College Management Software setup. Now further we will
understandworkingof all the modules 1 by 1 in detail.
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Front Office

This module has 7 sections -
1. Admission Enquiry

Visitor Book
Phone call Log
Postal Dispatch
Postal Receive
. Complain

7. Setup Front Office
First we will Setup Front O?ce then we will manage student Admission Enquiry, daily Visitors Book,
PhoneCalls,Postal and Complain.

» Setup Front O?ce- Go to Front O?ce > Setup Front O?ce here you will add Purpose, Complain

Type,Source, Reference data which will be use in different sections of Front Office. Enter
Purpose then Description and click on Save button. All Purpose can be see right side of this

page.
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Follow same procedure to make entries for Complain Type, Source and Reference.
Admission Enquiry- Admission Enquiry feature is dedicated for managing all student admission related
. leads andenquiries. Its basically a lead management for student admissions. Go to Front O?ce >
Admission Enquiry Here you can see all active Admission Enquiry. Admission Enquiries that have
passedtheir next follow up dates is markedas red. You can also searchffilter Admission Enquiry by
Enquiry Date,Source or Enquiry Status. To add New Enquiry click on + Add button. Here enter Name,
Phone, Email, Address, Description, Note, Date, Next FollowUp Date, Assigned, Reference, Source,
Class and NumberOf Child then click on Save button. To edit or delete enquiry simply click on
Edit/Delete button from Action column. To follow existing enquiries click on Follow Up button from
Action column. Here you can
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enter Follow Up Date, Next Follow Up Date then person Response and your any Note. From right panel
ofthiswindow you can check Summary of this enquiry. You can also change status of this enquiry from

Status dropdown.
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= Visitor Book- In Visitor Book we will keep records of all persons coming in school reception for any
purpose, e.g.student mother has come to meet their child, a book company executive comes for
generalenquiry etc. Go to FrontO?ce > Visitor Book enter Purpose, Name, Phone, ID Card, Number Of
Person, Date, In Time, Out Time, Note and Attach Document then click on Save button. All Visitors
details can besee right side of this page.
SWIE «8g0e
()

« Phone Call Log- Here we will keep all records for Incoming/Outgoing Phone calls from reception. Go to
Front O?ce > Phone Call Log enter Name, Phone, Date, Description, Next Follow Up Date, Call
Duration,Note andCall Type then click on Save button. All Phone Call Log details can be see right side

of this page. o “@Ei]ﬂ
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. Postal Dispatch- Here we will keep all records for all Postal items dispatched from school to outside

Goto Front O?ce > Postal Dispatch enter To Title, Reference No, Address, Note, From Title, Date and
Attach Document then click on Save button. All Postal Dispatch details can be see right side of this page.
< WISE = '
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@ Front Office v
> Adrwssion Enquiry
> Visuor Book
> Phone Call Log

(’ » Posial Dispatch

» Postal Receive- Here we will keep all records for all Postal items received in school from outside. Go
to Front O7ce > Postal Receive enter From Title, Reference No, Address, Note, To Title, Date and

Attach Document then click on Save button. All Postal receive details can be see right side of this
age. Prj
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. Complain- Here we will keep all Complain records coming to reception or from online front site complain
page. Goto Front O?ce > Complain enter Complain Type. Source, Complain By, Phone, Date,

Description, Action Taken, Assigned, Note and Attach Document then click on Save button. All
Complaindetails can be see right sideof this page.

& Front Office v
> Vissor Book

» Phone Coll Log

» Postsl Dupatch

Student Information

This module has 9 sections -

]. Student Details
2. Student Admission

3. Online Admission Pyt
4. Disabled Students West @og, U, al
5. Multi Class Student Science g E 'f_r' Stitute of
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& Bulk Delete
. Student Categories
N, Student House

9. Disable Reason
First we will add Student Categories, School House then take Student Admission then Online Admission,
Students Details. If you want to add additional fields in student admission form then you can use Custom
Fields feature for this goto System Settings > Custom Fields and add your desired fields in Student. If you
alsodon't want any default fields in student admission then you can disable it from System ‘Settings > System
Fields and disable student system fields.

« Student Categories- Go to Student Information > Student Categories Add all student categories

( here.Student categories can be Spot, Management or Consling.

SWIE G : 5 = c ®

()
= Student House- Go to Student Information > Student House Add all student house here. Student house
isalsoanother type of grouping of students.
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& Student Information

> Siodent Details

> Student Admission
» Onkne Admission

» Disabled Students
» Muhi Class Swdent
> BukDelete.
» Student Categories
> Stadent House

» Disable Reason

T FeesCollacion <

Sent Admission- Go to Student Information > Student Admission add student basic details
Admission No(if you want to use auto generation of student admission number then enable it from
System Setting > General Setting), Roll No (this roll number is just for reference purpose, when you
will generate student admit card fromexamination module then a roll number will be auto generate for
corresponding exam), select Class and Section, First Name, Last Name, Gender, Date Of Birth,
Category,Religion, Caste, Student Mobile Number, Email, Admission Date, Student Photo, Blood
Group, Student

House, Height, Weight, As on Date, if this student has sibling and already study in this school then click on Add
Sibling button and select sibling (note that if student has more than one sibling study in school then you do not have
to select all the siblings just select any one sibling and system automatic detects other siblings), add student Father,
Mother and Guardian details. Now click on Save button to complete student admission, if you want to add more
details of student like Student Address Details, Transport Route Details, Hostel Details, Miscellaneous Details, RTE
(Right To Education - in some countries there isa government funded scheme underwhich student get free education
and government pay fees for thesestudents) and Upload Documents then click onAdd More Detail button. Student
admission, admit students in by default in current selected sessio

{éering (WISE )
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To importing bulk students for admission click on upper right side Import Student button. Now select
class andsection and browse .csv and click on Import Students Data file to import student data.
Usingstudent import youshould enter unique student admission number because even if you have
enabled auto generation of student admission number. You can download sample .csv file by clicking
upper rightDownload Sample Import File button. Note that by importing bulk student you have to update
student record for proper admission record.

< WIS = GEED : o v 5
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Student Details- Go to Student Information > Student Details select Class and Section and click on
Search button to get student list under this class-section. You can also search student by keyword in
Search Input Box and click on Search button. After search you will get student list below. There are
twoviews here one is List Viewand Details View. Every row has three buttons in right side Show (to see

student profile), Edit (to edit student profile) and Add Fee (to add student fees). Click on Show button to
open student profile. Student profile page provides 360* View of student, consist student basic details,
address details, parent / guardian details, miscellaneous details, fees details, exam details, documents
and timeline related to student.You can check student and their guardian login credentials by clicking on
Login Details link. If any student get admitted by mistake and we need to Disable student then you can
click on red color hands down icon button. Afterclicking it an window will appear and ask you to select for
disable reason for this student, just select disable reason. To send student/parent password click on 3dat
icon button.
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Corrent Seesion: 2022-23
Ad B ) Select Critena

9 Front Office <

| & Student information + |§

» Student Detass

». Student Admission
> Onfne admission - M

> Disabled Students > -

=
> Muhi Class Student
PR Roll Number  Student Kame s P iender  Category
( > Student Categories SRR < . =
> Student House' ARH < S0U0Z 2 = =
» Disable Reason FRE : g =
7,

‘I Fees Collechon

& Student Information
MOHAMMAD ABDUL

SABEENA AFROZ

» Student Detaily

> Student Admission
». Online Admission {
> Dizabled Students Roll Ni
> Muhi Class Student

» Bulk Delete

» Student Categaries Sery Address
‘> Student House

». Disable Reason

D Fees Colecsion ¢

(D ommons ¢

= Online Admission- Go to Student Information > Online Admission Through online admission students
can register themselves from front site. To use online admission first it should be enabled from System
Settings > General Setting. Online admission form can be access directly from url
http://yoursite.com/online_admission . To use
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itin fronsite you must add this url in any menu from frontcms.

o WO

‘Current Session: 202223 ! o
Admvtation =

@ Front Office

i Parent Guardian Detanl
e Student information + RN

» Student Detals -
» Studeat Admrssion 2 eaher i Authe Jp3

> % s | fg8
> Dissbled Studemts

» Muohi Class Stadert

> ‘Buk Delere

E: ; 'y
> Student House sardian Fhoae

» Disable Reason

0 Fees Collechion

'$  Accounts

£3 Ansndance r, |

| BSwaon

() Examinations

After student record submission from front site it will be display in Student Information > Online
Admission page.

To admit / enrol this student just edit this student by clicking Edit button from Action column. At studentedit
page enterrequired details of student then click on Save if you just want to save student submitted record
but to admit / enrol student you must click on Save And Enroll button. After this student will be admit and
can be view in Student Admission > Student Details. If you want to delete online submitted details of
student then just click on Delete buttonfrom Action column.

= Disabled Student- Go to Student Information >!Disabled Student here you can view all Disabled Students.
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& Swdent Information I
» Swdert Detnis | rir < | i ]
» Student Admssion

» Online Admission

» Disabled Students

> Mohi Class Sudent

> Bulk Delete Na Studenn Nane
> Student Categories

» Sudent House

. Cord '
Father Naroe 15 able Keaeon erde M

» Disable Reason

( 1| Fres Collection

$ Accounts

£3 Anendance

@ Examinations T -
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. Multi Class Student- Go to Student Information > Multi Class Student here you can add a student in
another class-section. Basically this feature is for training or coaching centres where a student can
beadmit in singing class and dancing class simultaneously. Multi class feature is not for schools or
colleges. Multi class feature is still in experimental stage and we recommend to not use muiti class
feature with multi session. Multiclass feature is online available for admin and student panel.

SWISE .

@ Fromofics.

&¢ Student information

> Student Details

» Suxient Admission
» Online Admission

» Disabled Students
> Mufd Class Swdent
» Buk Delete:

» Student Categories
> ‘Suxient House

» Disable Reason

o

= Bulk Delete- Go to Student Information > Bulk Delete here you can delete single or multiple

students.Notethat after deleting students from here will delete from system and further student will

not be rollback. ' Wﬂl
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. Disable Reason- Go to Student Information > Disable Reason here you can enter master entries
forreasonsfor disabling students.

& Student Information v
> Sludent Decads
 ‘Student Admission -
» Online Admission

» Disabled Stidents

3 Mokt Class Student

> Bulk Delete

> Studet Categories

¥, Student House:

> Disable Reason

Fees Collection

This module has 9 sections -
1. Collect Fees

2. Search Fees Payment
3. Search Due Fees

4. Fees Master
5

. Fees Group
6. Fees Type cip
7. Fees Discount ‘West Goddv Institute of

Science & Engineering (WISE)
Avapadus Prakasaraopalem
W. G. Dt. (A.P.)
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N, Fees Carry Forward
9. Fees Reminder

First we will prepare our Fees Structure for Current Session by configuring Fees Type, Fees Group, Fees
MasterandFees Reminder then we will Collect Fees of students then we will understand and review various
fees reports by usingSearch Fees Payment, Search Due Fees.

Lets understand how we will create fees structure in College Management Software by using Fees Type, Fees
Group & Fees Master. Fees Type means different types of fees can be collect by school e.g. Admission Fees,
April Month Fees, May Month Fees, June Month Fees, Exam Fees, Dress/Uniform Fees, Library Fees, Sports
Fees, Transportation Bus Fees,Picnic Fees etc. Fees Group Fees Group is use to make grouping of different
Fees Type Then you can assign/allocate thisFees Group to whole class-section or a particular student.
Whenyou assign/allocate a Fees Group on a class-section or a particular student all Fees Type under this
group with their Fees Master amount will be applied directly. You can assign/allocate multiple Fees Groups on
a class- section or a particular student. Suppose we have created a Fees Group with the name Class 6 (2
Instalments) and added Fees Types Admission Fees ($1000), 1st Instalment ($5000), 2nd Instalment ($5000)
then assign/allocate this Fees Group Class 6 (2 Instalments) on those students only who want to pay fees in 2
Instalments. You can create another Fees Group with the name Class 6 (1 Instalments) and add Fees Type
Admission Fees ($1000), Full Instalment ($9500). You can also create another fees group with the name Class
6 TransportFees and add Transport Fees as Fees Type and assign/allocate on those students who use
transport facility. Note: Fees Type and Fees Group are not dependent on Academic Session but Fees Master
iscreated session wise so you need toenter Fees Master data for every session.

= Fees Type- Go to Fees Collection > Fees Type add all your Fees Type here with Fees Code. All Fees Type
can be see at rit side of this page

E GEEENES - 2 = 5o
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. Fees Master- Go to Fees Collection > Fees Master add all your fees amount for current selected
sessionhere. Select Fees Group then Fees Type then Due Date then enter Amount means fees
amount for selected session then select Fine Type like percentage or fix amount now click Save
button. All Fees Master with Fees Group andFees Code with amount can be see at right side of this
page for current selected session.

G : 85 5 0

& Spudent jnformation < ; A

x * x

(D) Fees Collection v
x + x
> CollectFees B 5

> Search Fees Payment
> Search Due fees

» Fees Master

» Fees Group

» FeesType

» Fees Discount

» Fees Cany Forward
» Fees Reminder

To assign/allocate Fees Group click on Assign/View button from Action column. Now at next page
selectClass then Section and click on Search button. Now select the students on which you want to
assign/allocate this Fees Group then click on SBuinisitten.
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> CollectFees

» Search Fees Payment

> Search Due Fees
S Fees Master

> Fees Group

» Fees Type

» Fees Discount

> Fees Curry Forwad
> Fees Reminder

., Fees Discount- Go to Fees Collection > Fees Discount add all your Fees Discount here with Discount
Name, Discount Code, Amount and Description. All Fees Discount can be see at right side of this page.
Toassign/allocatediscount click on Assign/View button from Action column.

On Next page select Class and Section then click on Search button. After Search select students onwhich
thisdiscount have to be applied then click on Save button.
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. Collect Fees- Go to Fees Collection > Collect Fees select Class & Section & click in Search button to get
studentlist under this class-section. You can also search student by keyword in Search Input Box and
click on Search button. After search you will get student list below. Click on Collect Fees button to go to
collect fees page. Here you can see student details including student picture then next you can see all
assign/allocate fees details. Collectingfees is very simple just click the + button from Action column a
modal window will appear, here select Date then Amount will be auto fetch by balance for this Fees
Invoice. You can enter any amount for Partial Fees payment, then select Discount Group or enter
Discount (if any) then enter Fine (if any) then Payment Mode then Note then click on Collect Fees button.
Now fees has been collected & Revert button visible for reverting this fees. For printing Fees Receipt
clickon Print button from Action column.

= Search Fees Payment- Go to Fees Collection > Search Fees Payment for searching any fees

paymentdetailsthrough Payment ID enter Payment Id & click search button you will get the details for
this payment id.




T WEST GODAVARIINSTITUTE OF SCIENCE AND ENGINEERING

; , (Approved by AHCTE - New Delhy and Affiliated o INTU - Kakinada)

‘ An 1SO 9001 2008 Certified College

AVAPADU, PRAKASARANOPALEN - &X012, Naltajerho Mandal, WG Dist (AT
Cell: 9951277789, Lamanl: prncipal, wise gmail cort . website - www wise.ac.in

GEENED - 5 v o o

Em,,
Al

. Search Due Fees- Go to Fees Collection > Search Due Fees for searching those students who
have notdone payment for a particular fees type then select Fees Category then Fees Type then
Class then Section & clickSearch button, you will get all the students list for due fees.

i Fes Carry Forward- Go to Fees Collection > Fees Carry Forward if any student has balance fees in
previous session then you can forward this balance fees to current session. Select Class, Section then
click Search button. Students with balance fees will be display below. If you want you can edit balance fees
amount to be forward. In Topright corner you can see Due Date for all these fees forward. This DueDate will
be number of days ahead which is setin System Settings > General Setting > Fees Due Days. This balance

e as Balance Master (Fees Group) and Previous Session

fees carry forward can be see in collect fees};; e
a

Balance (Fees Code). S West Gogr titute of
o‘;ence & Engisbering (WISE)
vapadu, Prdkaaaraopalem
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& Front Officn '
& Seoder iformation ¢

oy
() Fees Collection | Sebech
» Colect Foes
» Seiwch Fees Payment
» Search Doe Fees
> Foer Maste
» Fees Group
» Foet Type
» Fots Discourt

» FeesCany Forwand

» Foes Reminder

$ Accoumx
3 Atendance

1D Examinations

., Fees Reminder- Go to Fees Collection > Fees Reminder Fees reminder is for sending fees reminder
notificationsto guardians. Here two before and two after reminder has been given, reminder acts
respectto your fees due days. Touse use it just active reminder and set your days. Suppose a before

reminder isset for 5 days then a fees reminder notification will be send 5 days before fees due date. To
use this feature you should add http://yoursite.com/cron urlin your hosting cron job.

OWIE ... [

2. Student information . ¢
{0 Fees Coflection v
> ColciFees

> Saarch Fees Payment

» SewrchDue Fees
» Fees Master

> Foes Growp

» FeesType

> Fees Discount

¥ Fees Canty Forwand

§ » Foes Rominder

8 mt

D e
Income
This module has 3 sections -

1. Add Income
2. Search Income

3. Income Head Prrtiipat
West Goda
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First we will create our Income Head then we will Add our daily/monthly Incomes then we will Search our
Income.

« Income Head- Go to Income > Income Head enter Income Head and its Description then click on Save
button. All Income head can be see right side of this page. -

EIl

;o
$ Accounts

> Add income

[.\ ]
> Saerch Income Save |
=k
» Incoeme Head

» Add Expense
> Search Expense
» Expense Head

£A Anendance

3 erampas

« Add Income- Go to Income > Add Income select Income Head then enter Income Name then

Invoice Number, Date of Income then Amount then Attach Document then Description & click on
Save button.Recently added 10 Incomes can be see right side of this page.

OWIE- - = G : == c e

» Search Income- Go to Income > Search Income to search Incomes between two dates or by a

keywordselect Date From & Date To or enter keyword then click on Search button, you will get the list of

all Incomes related toyour search criteria.  Pringjpal
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& ‘Swadent Information ¢ §I

10 Fees Collection

| § Accoumts

» Add income
» Search ncome
» income Head
(‘ » Addaams\:
» Search Expense
> Expense Head

Qm-&nm".c

<

A Onine Examinetions. <

Expenses

This module has 3 sections -

1. Add Expense
2. Search Expense
3. Expense Head

First we will create our Expense Head then we will Add our daily/monthly Expenses then we will Search our
Expense.

» Expense Head- Go to Expenses > Expense Head enter Expense Head and its Description then click on
Save button. All expense head can be see right side of this page.
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. Add Expense- Go to Expenses > Add Expense select Expense Head then enter expense Name

then Invoice Number, Date of expense then Amount then Attach Document then Description & click
on Savebutton. Recently added 10 expenses can be see right side of this page.

Expense List

Nare Invorce Number Date Expense Haad Amount Acton

$  Accounts

» Add income

» Search income

> lacome Head

» Add Expense

> Seach Expense
» Expense Head

= Search Expense- Go to Expenses > Search Expense to search expenses between two dates or by a

keyword selectDate From & Date To or enter keyword then click on Search button, you will get the list
ofall expenses related toyour search criteria.

Pri al
West Godavari Ihetitute of

Science & Engineering (WISE)
Avapadu, Prakasaraopalem
W. G. Tt, (A, P))



._! WEST GODAVARIINSTITUTE OF SCIENCE AND ENGINE ERING

(Approved by ATCTE New Delhi and Affiliated to INTU - Kakinada)
An 1SO 0001 - 2008 Certified College

AV APADU PRAKASARANOPALEM - 834112, Nallajerla Mandal, W.G Dist. (A F)
Cell: 9981277789, Famail: principal. wiseie gmail.cor websile | www wise.ac.In

Attendance

This module has 3 sections -

1. Student Attendance
2. Attendance By Date
3. Approve Leave

College Management Software supports two types of attendance Day Wise and Period Wise. You can run
any type at once at a time and attendance type can be select from System Settings > General Settings. Now
College ManagementSoftware also supports biometric attendance devices (currently only for day wise
attendance) for automated attendancesubmission. You can enable biometric device feature from System
Settings > General Settings. To utilise biometric device feature you should have College Management
SoftwareBiometric Desktop Plugin Software. Its desktop basedapplication which fetch attendance data from
biometric device and sends to College Management Software web application.
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First we will enter Student Attendance then we will search student attendance for a particular date.

. Student Attendance- Go to Attendance > Student Attendance select Class then Section then
AttendanceDatethen click Search button. Now below you can see list of students & attendance options
like Present,Late, Absentetc. Select the attendance for students then click on Submit Attendance button.
To enter National Holiday or Sunday select Mark as holiday button then Submit Attendance button. Note

that is attendance is already submitted for a date then you can only edit attendance.

Q“lSE : JBS’Q.

|

bw‘ﬂu-‘!\ B

nh ' [ Ve 91
$ Accoums

£3 Amendsnce

. 3 Studem Attendance

« Attendance By Date- Go to Attendance > Attendance By Date to check attendance for a particular dateselect
Class then Section then Date then click on Search button.
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» Student Attendance
» Angndante By Date
> ApproveLeave |
‘ (7 Exacrsnations:

A Online Exsminations

. Approve Leave- Go to Attendance > Approve Leave here you can see leave request submitted by
studenttoapprove or add leaves for students.

GEEEEE - v ¢ 5 o

v e
. AN
o e
’ £ Anendance 3
Studemt Antendance | emeeEn : ) Apply Date From Dar To Date Statas Approve by Actiot
>
> Attendence By Date

» Apptove Leave
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Examinations

This module has 7 sections -
. Exam Group

. Exam Exam Result

. Design Admit Card

. Print Admit Card

. Design Marksheet Card
. Print Marksheet Card

7. Marks Grade
College Management Software supports 4 types of exam types General Purpose (Pass/Fail), School

BasedGradingSystem, College Based Grading System and GPA Grading System.

fe—

AN WU = W

General Purpose (Pass/Fail) - is general purpose non grading exam type used in majority of
schools/institutions.

School Based Grading System - is grading exam type, in this you can merge two or more exams of same session to
getconsolidated result with final exam. For merging exams subjects should be same for all exams.

College Based Grading System - is grading exam type, in this you can merge two or more exams of
differentsession toget consolidated result with final exam.

GPA Grading System - is GPA grading exam type based on credit hours and grade points.

First we will prepare Marks Grade then create exam in Exam Group then enter Exam Schedule then enter
marks in Marks Register. Note that there is no need to prepare Marks Grade if your institution is not following
GradingSystem inexams. Just leave Marks Grade & don't make any entry in it.
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. Marks Grade- Go to Examination > Marks Grade select Exam Type, enter Grade Name, Percent From,
Percent Upto,Grade Point, Description & click on Save button. All the grades can be see at right side
ofthis page.

< WISE GRS - 5 7 o o

¢ 5 / Yoo Cyraste © ’
[aaen Typs Grade Nams Per n /U

£2 ‘Attendance
I Examinations

> Exam Group

» Exam Schedule
> Btam Result

> Design Admit Card
> Print Admit Cand
3 Design Macksheet
> Print Marksbeet
5 Harks Grade

» Exam Group- Go to Examination > Exam Group enter Exam Name, selectExam Type, Description and click
Save button. Examro isiII ruping exams. o
JWBE GEED : c - s e

Add Exam Group txam Group List

Kame No Of £ xams Exam Type

+ o+ o+ o+
.
x

» Adding New Exam- Go to Examination > Exam Group here at exam group list action column click on
+icon button to reach Exam List page. Here click on New Exam button then enter Exam name,
select Session, selectPublish (to publish @g@m)iggg Description then click Save button.
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Exam

IWISE

{0 Examinations

» Exam Group

» Exam Schedule

»_ Exam Result

3 Design Admit Cerd
> Print Admit Card
» Dewign Marksheet
». Prunt Marksheet
» Marks Grade

Exam Result- Go to Examination > Exam Result here select all criteria to get exam result of that Class-Section.
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A Arendance

[ Examinavions

» Exam Group
> Exam Schedule

» Exam Result
Q > Design Admet Card

> Print Admit Card

» Design Marksheet
» Print Marksheet

» Maks Grade

. Design Admit Card- Go to Examination > Design Admit Card here enter details for admit card
templatedesign and enable/disable variables on admit card.

SWEE  CGEEES : b8 5o e

Add Adapt Card Admit Card Lise

» Print Admit Card- Go to Examination > Print Admit Card here select all criteria to get student list for
printingadmit card. Now select all student for which you want to generate admit card then click on
Generate button. It is highly recommended to don't print admit card directly here instead of it use Save
AsPDF feature of Chrome browserand save PDF file then print admit cards using this PDF file.
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Academics

This module has 8 sections -

1. Class Timetable
Teachers Timetable
Assign Class Teacher
Promote Students
Subject Group

. Subjects

Class

. Sections

th = I 1D

ﬂ,
N

%~

We have already described few section of Academics Module during Steps to Setup your school, but now
wewill understand completely Academics module sections. First we will create Sections then Classes then
Subject Groupthen Assign Class Teacher on class-sections then create Class Timetable.

= Sections- Go to Academics > Sections enter Section Name & click Save button. All the sections can
besee rightside on this page.
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10 Exacunations. 1
A Online Examinations ¢

B0 Lesson Plan <

™ Academics

% Class Timetable
» Teachers Timetable
» Assign Class Teacher
> Promote Students
3 Subject Group
> Subjects
C e
» Settions

4 Homan Resource ¢

R Communicate <

Class- Go to Academics > Class enter Class Name then select Sections under this Class then click Save

button. All the Classes and their Sections can be see at right side of this page.
SWE - e )

Assign Class Teacher- Go to Academics > Assign class Teacher select Class then select Section

then select Class Teachers for this Class Section then click Save button. All the Class-Section and their
ClassTeachers canbe see at right side of this page.
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» Class Temevsble
3 Toachers Vemetable

» Asmgn Clams Tescher

» Promone Swderts

Human Resource

This module has 11 sections -

. Staff Directory
. Staff Attendance
. Staff Attendance Report
. Payroll
. Approve Leave Request
. Apply Leave
. Leave Type
. Teachers Rating
9. Department
10. Designation

11. Disabled Staff
In Human Resource we will manage all activities of school staff (not student or parent or guardian) from Principal

to Ownerto Peon or any School member even he/she using or not using College Management Software
application. First we will addDepartment, Designation, Leave Types then we will add Staff Member from Staff
Directory then we will manage day by dayStaff Attendance then manage Payroll/Salary of staff thenApply or
Approve Leave Request. If you want to add additional fields in staff form then you can use Custom Fields feature
for this go to System Settings > Custom Fields and add your desired fields in Staff. If you also don't want any
default fields in staff then you can disable it from System Settings > System Fields and disable staff system
fields.

h 4 W) b —

o <1 N

» Department- Go to Human Resource > Department enter Department Name then click Save button. All
existing Departments can be see right side of this page.
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Designation- Go to Human Resource > Designation enter Designation Name then click Save

button. Allexisting Designation can be see right side of this page.
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& Human Resource

> Sufl Directory
» Staff Atendance
> Payrol

To add new staff member click on + Add Staff button from top right corner of this page. Enter Staff ID (if you
want to use auto generation of staff id number then enable it from System Setting > General Setting),
selectRole (roles can be manage from System Settings > Roles Permission), Designation, Department, First
Name,Last Name, Father Name,Mother Name, Gender, Marital Status, Date Of Birth, Date Of Joining,
Phone, Emergency Contact Number, Email, Photo, Current Address, Permanent Address, Qualification,
Work Experience, Note, EPF No (EmployeeProvident Fund Number), Basic Salary, Contract Type, Work
Shift,

Location, Number Of Leaves, Bank Account Title, Bank Account Number, Bank Name, IFSC Code, Bank
BranchName, Facebook URL, Twitter URL, LinkedIn URL, Instagram URL, Upload Resume, Joining Letter

and Other Documents then click on Save button. Npa
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This module has 4 sections -

1. Book list

2. Issue Return

3. Add Student

4. Add Staff Member

C First we will Add Books in library then view & search books in Book List.

= Book List- Go to Library > Book List all the books in library can be view and search at this page. To
add bookclick on Add Book button then at next page enter Book Title, Book No, ISBN No, Publisher,
Author,Subject,Rack No, QTY, Book Price, Inward Date, Description & click Save button.
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