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• Go to Google play store or Apple play store
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Login Page



Teacher Dashboard

Contd.



Teacher Dashboard

Contd.

UPLOAD PHOTO 

Click on the Profile For photo upload, click on Choose File 

Infront of Upload Photo, select the saved 

photo from device



Teacher Dashboard

Contd.

UPLOAD DOCUMENTS

Click here to upload documents



Teacher Dashboard



Teacher Dashboard

Contd.



Teacher Dashboard

Contd.

Recent Communication – Communication is available in the More Icon also. 

To reply select on +More button



Teacher Dashboard

Contd.

Recent Communication – This page will open. 



Teacher Dashboard

Contd.

Select Date From, To, Status (Unreplied), Class and press Show Data

Press on Select button to reply



Teacher Dashboard
Message will open for reply. Type your messages in the Reply box. You can 

attach PDF and jpg also. Press Submit button.



Attendance- Offline 

school
Click on red button

1. Class teacher can mark 

student attendance

2. There are 3 options, Daily 

Attendance Entry, Monthly 

Attendance Entry and 

Student Wise Attendance 

Entry

3. Subject teacher can’t mark 

student attendance

4. Teacher can check her own 

attendance in My Attendance 

and My Biometric Punch 

Details



Home Work

There are 2 options for uploading home work

1. Class Wise –To post homework for whole class, kindly click here

2. Student Wise – To post homework for selective students, kindly click here

Contd..



Home Work

After clicking on Student Wise, below image will appear:

Contd..

Select Homework Date, Submission Date, Class & choose student’s name from the drop 

down list

More than 1 student can be selected



Home Work

Select Subject, Title

Contd..

Mention instructions / details / any link 

in the text box.

Teacher can change the Font type also

PDF, jpg and png files can be 

uploaded in Add Files

Note: More than 1 file can be added in Add Files

6 YouTube Url can be uploaded



Home Work

Teacher can see the posted homework by clicking “Show Data” button

Select HW Date From - To, Subject, Class/section press on Show Data. 

Below image will appear:

Contd..



Home Work

To view the submitted homework by the student, tick in the box in “Show 

HW Submission” and click Show Data button

Contd..



Home Work

Teachers can post remarks and / or attach files in response to the students submitted 

homework



Circulars

Class teacher can send circulars to her class only. Subject teacher cannot send circulars

Under Circular category, Circulars, Birthday Greetings and Teacher Remarks can be sent 

to either whole class or to any particular student.

Contd..

The teacher may attach files and / or upload Youtube Urls

DO NOT click on the check boxes given under circular dates



Circulars

Teacher can view the circular/Remark sent by him/her.



Time Table

Class teacher can see her Time Table by clicking on “My Schedule” and time table of her 

class by clicking on “My Class”

Subject teacher can see only her time table by clicking on “My Schedule”

Contd..



Time Table

To print time table



Progress Entry

Contd..



Progress Entry

Contd..

1. Student Details Entry – Not in use currently

Only for Class Teacher



Progress Entry

Contd..

2. Student Health Details – Not in use currently

Only for class teacher



Progress Entry

3. Scholastic Marks Entry – For offline exams, the marks have to be entered 

manually after selecting the class, term, exam, sub-exam, subject.

Input AB for Absent, Input LV for Leave, Input - for any other reason



Progress Entry

4. Co-Scholastic Marks Entry – Select class, Student (can select student wise / All), 

Area, Field and show data

Kindly fill the marks in the 

box and submit

After show data, page below will appear:



Progress Entry

5. Examination Remarks Entry –This entry can be made only by the class 

teacher. Kindly Select class, exam, Student Name. Teacher can use the templates 

provided (if any) or teacher can type her own remark in the Remarks box. Click 

Submit button.

Note: This is for student wise overall remarks which will be printed on the 

report card for Half Yearly exam and Final Exam 
Contd..



Progress Entry

5. Examination Remarks Entry – For cross checking of remarks, select class, 

Exam, Subject, Student Name. Click Show Data.

Note: Teacher can also print  the remarks for her future reference.



Progress Entry

6. Scholastic Anecdotal Entry –select class, Term, Exam, Student Name, Subject. 

Teacher can use the templates provided (if any) or teacher can type her own 

remark in the Remarks box. Click Submit button.

Note: This is for subject wise remarks which will be printed on the report 

card for Half Yearly exam and Final Exam 
Contd..



Progress Entry

6. Scholastic Anecdotal Entry – For cross checking of remarks, select class, Term, 

Exam, Subject. Click Show Data.

Note: Teacher can also print  the remarks for her future reference.



Progress Entry

7. Co-Scholastic Anecdotal Entry – select class, Term, Area, Field, Student Name, 

Template (if any) or teacher can type her own remarks and submit.



Progress Entry

8. Checklist Entry–This is for Preps teacher to be filled on monthly basis.

Select class, Checklist for the month, student name.

It will display Area Fields and Remarks. Click on the box (None) and select option 

accordingly and submit. 

It will display like this.

Contd..

Only for Preps teachers



Progress Entry

8. Checklist Entry–To view the remarks for all students click on class, Checklist and 

press Show Data 

It will display like this.



Progress Entry

9. Final Result Remarks–Currently not in use



Progress Entry

10. Log Entry–This must be filled by all teachers on a daily basis.

If teacher is on leave, she will check On Leave box and fill leave dates. Submit

Contd..



Progress Entry

Contd..

10. Log Entry–Select Entry Date, Class, Section, Period, Subject and type task done 

by the teachers on particular date in “Content Taught and Home Work” box

Teacher can attach 

PDF and JPG files

Note: For free period, select only “Period” do not select Class, Section, and Subject



Progress Entry

Contd..

The following details will be entered in the Log Entry everyday. The same shall be visible to

the Parents and to the Academic Incharges. As Parents will be viewing this document,

please ensure the quality of entries.

In the ‘Content Taught’ column, please mention the following:

1. Pages of the text book taught/ Practical work undertaken;

2. Formative assessment taken - please copy paste the link of the google form/ kahoot quiz

used. In case you have used Cloud 9 for your FA, kindly mention the same. Parents will

be able to view the FA on Cloud 9;

3. Specify the Technology used for the period - For Example, PPT, Book creator, white

board, XP pen, Padlet for a classroom discussion on a topic etc.;

4. Any Research given to students. Mention the research topic;

5. Classwork given and done;

6. On wednesdays, please mention the CBE activity done;

7. Any other information.
In the ‘Homework’ column, please mention the following:

1. Homework given and done [the homework will be reflected in the Homework icon on 
Cloud 9]

LESSON PLAN:

In the Log Entry, the lesson plan will be attached only once at the beginning of the month 
(PDF version only). The Parents will be viewing the Lesson Plan, please ensure quality and 
compliance. 



Progress Entry

10. Log Entry–To view the report, on the top left click on Date From -To, Class, 

Section, Subject and press Show Data 



Progress Entry

11. Student Observation–Will start soon



Progress Entry

12. Uniform Defaulter Entry–Applicable to offline school. Currently not in use



Progress Entry

13. Schedule Online Class–This is for scheduling on line class in advance

For first time, a teacher will register her school email ID by clicking +Register Mail ID 

button

Contd..

Box will display, enter school email ID

Press Sign in with Google



Progress Entry

13. Schedule Online Class–Click on Add Important Extensions

For first time, a teacher will register her school email ID by clicking +Register Mail ID Contd..

Please add all these extension barring the first one which is “Google Meet 

Auto Admit”



Progress Entry

13. Schedule Online Class–After email ID registration, to click on “Schedule New 

Class”

Contd..



Progress Entry

13. Schedule Online Class–Organiser Name will display on the top

If teacher wants same class for next day, check on the box “Schedule 

Class Automatically for Next Day?” Box

Submit

• Select subject

• Topic teacher will teach in this 

class

• Give description

• Class start date and Time

• Class End date and Time

• Select the class (multiple classes 

also can be selected)

• Teacher can schedule her class 

student wise also by selecting 

student name from the list

Contd..



Progress Entry

Contd..

Click on the drop down list and select All

All classes will show like this

Teacher can view all classes scheduled



Progress Entry

Contd..

By clicking on Print Button, a teacher can view details such as - how may students have 

joined the class, how many times joined



Progress Entry

Contd..

By clicking on Report button, teacher can view her upcoming classes, Day wise class 

and student Attendance



Progress Entry

Contd..

Upcoming Schedule Report



Progress Entry

Contd..

Day wise classes Report



Progress Entry

Student Attendance Report



Progress Report

1. Marks Entry Status Report – This report is for class teacher to view the 
status of subject wise marks entered for her class



Progress Report

2. Scholastic Marks Register – This is consolidated marks entry report. A 
teacher can take print by pressing printer button



Progress Report

3. Co-Scholastic Marks Register – This is consolidated co-scholastic marks 
entry report. A teacher can take print by pressing printer button



Progress Report

4. Marksheet Printing –

Note – Only Class teacher can view this report

To preview the report card, class teacher will select her class, Term, Exam, 
and student name. Click on print

Contd..



Progress Report

Below report will appear



Progress Report

5. Final Performance Profile – This is Final report card for all Terms

Note – Class teacher can view



Progress Report

6. Co-Scholastic Checklist– To view the co-scholastic marks entry



Progress Report

7. Student Performance Report– To view the Exam wise and student wise 
report

Select class, section and student name

A teacher can view exam report card by clicking on 
the tab

Note: Only class teacher can view this report



Progress Report

8. Performance Analysis Graph– A teacher can view the overall 
performance of her class in different ways

A teacher can select fields – boys & girls wise, Chart type, 
Term wise, Exam wise etc.



Progress Report

9. Anecdot Report Printing– This is subject wise remarks report filled by 
the teachers

Note: Only class teacher can view



Progress Report

10. Junior Checklist Printing – This is to view the monthly activity report

This is for Prep teachers only



Progress Report

11. Junior Checklist Register – This is to view the consolidated report

This is for Prep teachers only



Progress Report

12. Result Analysis– The report can be viewed using different fields and 
parameters.

• Select class, section, term, 

exam status always live

• Press Start Processing

• There are 23 types report 

available for analyze the 

class performance

• Select subject

• Press Print button

Contd…



Progress Report

12. Result Analysis– Example of one of the reports



Library – For offline 

school
1. Book Search –

2. New Book Arrivals – If any new book entry done by the librarian, it will 
show here

Contd…



Library- For offline 

school
3. Book Reservation – A teacher can reserve the book for herself.

Contd…



Library - For offline 

school

4. Issue-Return History – A teacher can view how may books issued to 
her and returned by her



Online Exam

1. Exam Master – Teacher can schedule online exam

Teacher can click here to create New Online Exam

Contd..



Online Exam

Contd..

On clicking create New Online Exam, the image below will appear:



Online Exam

• Enter Online Exam Name (MCQ / Mid Term / PT 1 / Final)
• Check in the box if you want to activate the exam on the parent 

portal
• Select subject name from the dropdown list
• Select duration of exam by selecting from the dropdown list
• Select start date & Time 
• Select End date & Time
• Select Class (A teacher can select multiple class)
• A teacher can create student wise exam also by selecting the 

student name from “In case of selective students click here”
• Enter Passing Percentage (Mandatory)

Contd..



Online Exam

 Hide Result (Scored Points & Percentage) on Parent Dashboard
 Student can’t see the score points and percentage if teacher will tick

 Hide Only Review After Submission on Parent Dashboard
 Student can’t see the review of the exam

 Display questions in random order for every student
 Student can see the questions in random order

 Do not allow others to import
 Other teacher of same subject can’t import the question paper

 Auto time up for students on exam time over
 If students will join late, only remaining time will visible for them

 Show all questions in single screen
 Student can see all questions in a single page

 Do not show answer input box in case of subjective exam
 Student can not type the answer in the box

 Show question paper for non attempting students also
 Question paper will be available for non attempting students

Contd..

As per instructions / requirement, kindly tick the check box applicable.



Online Exam

Contd..

Instruction is optional. Teacher can type instructions in this box regarding 
exam or question paper and Submit.



Online Exam

Contd..

After submitting the exam will show in teacher’s Exam Master Icon



Online Exam

Contd..

By suing Quick Demo, a teacher 
can see how the question paper 
will appear like on the student’s 
portal

On the student 
Portal



Online Exam

Contd..

By suing Demo Review, a 
teacher can see how the result 
and answers will appear on the 
student’s portal



Online Exam

Contd..

Subject Scoring: Correction the answer sheets submitted by the student online

Select the class, Exam name and student name



Online Exam

Contd..

Subject Scoring: Click on the answer sheet. It will open as paint brush

Select Pen from the 
tool box

Note: Checked 
answer sheet is no 
editable



Online Exam

Contd..

Subject Scoring: Enter Total marks, remarks, can attach file if required and 
submit

Total marks will 
show here



THANK YOU


