
At first use “Copy to last session feature” to create last year’s student record.  

This feature is used to copy student data to last academic year. Let us take an example.  

 

 

 

 

To copy students from Nursery [2016-17] to Play Gp [2015-16], select 

students who were there in 2015-2016 and click on “copy to last 

session”. 

Do it for all sections and for all classes 

How to issue fee receipts if a parent has to pay last year’s 

outstanding fees first? 



 

 

 

 

Then go to settings page to change academic year. 

Select 2015 - 2016 



 

 

 

 

Then go to current students. 

Select Play group section A 

Verify that record has been 

copied successfully.  



 

 

 

          

 

 

 

Go to financial settings 

Add fees structure for 2015 -2016 

Settings for 2015 - 2016 



 

 

 

 

 

 

Again go to school settings 

Select academic year 2016-2017 



 

 

 

 

Go to Fees Payment 

Write student’s name whose last year fee is pending and search 



 

 

 

 

Now a session list will appear. 

Select 2015 -2016  

Add fee amount  



 

 

 

 

Once you submit, a voucher will be generated. Save the voucher. 

Click on Ok. 

Receipt can be 

viewed here. 



 

 

 

 

Print and issue 

the receipt. 

Go to reports page to 

check various financial 

reports. 



 

 

 

The voucher submitted by 

you will appear here on 

account entry report page 

Check the ledger reports   



 

 

Tutorial Complete 

 

Lastly the receipt and payment 

page.    

Fees paid from 

last year 

students.  


