
Step 1: Login into your account (Check part I of the manual for login procedure) and click 

“Student” tab. 

 

Step 2: Click on current students. 

 

 

 

Click here 

Click here 

How to add/Edit student’s record? 



Step 3: Click on the class tab. E.g. You want to add stduents to class 3rd. Click on class 3rd  

 

Step 4: Select section where you want to add the student. 

 

 

 

 

Click here 

Click on 

section tab  



Step 5: Click on add/ edit tab 

 

Step 6: Fill the following details: Student’s Saral ID, Old GR, Roll No, Student Name and House. At least 

student name should be there to save the changes.  

 

Click here 



 

 

 

 

Click on add 

student to add 

more rows  

In case of poor 

internet 

connection add 10 

students at once to 

avoid data loss and 

click on save.  

Then again add 10 

students and save 

So on… 

Complete the 

student listing 

and click on save.  



 

 

 

 

 

 

 

For every new 

student, add 

profile tab will 

appear.  

Click the tab to 

complete the 

student’s data 

For new 

registration click 

on register now 

to proceed 

 



 

 

 

 

 

 

Start filling the 

form 

 

Click on save. 

Once saved 

successfully, 

“next” button will 

appear. Click on 

next to proceed 

 



 

 

 

 

 

 

 

Fill the 

residential info 

 

Click here if the 

local and 

permanent 

address is same 

 

Click on save to 

proceed further 

 



 

 

 

 

If the student has 

come from other 

school, fill the 

pre class info and 

click on save to 

proceed   

 

If the result of 

pre class info is 

not available, 

click on “not 

applicable” to 

proceed further 

 

Click on next 

 



 

 

 

 

 

 

 

Upload relevant 

docs and images 

and click on save 

and submit. 

 

Once the profile 

is submitted 

successfully, two 

tabs will appear 

edit and view 

profile.   

Click on “view” to 

check the 

student profile 

Or  

Click on “edit 

profile” to 

change 

information. 

 



 

 

Tutorial Complete 

 

Scroll down to 

check the 

complete profile 

 


