
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 



Step 3: Click on the class tab.  

 

Step 4: Select section  

 

 

Click here 

Click on 

section tab  



 

 

 

 

Click here to 

select 

students first 

Click on YES 

After selecting students 

Click on ID cards 



 

 If you can’t see digital signature here, go to document settings page – select id cards – add signature 

(jpg, png format) 

 

 

 



 

 

  ID Card Tutorial Complete 

Upload scanned 

image of 

principal 

signature 


