ACADTRACK USER GUIDE

Admissions desk guide

Step-by-step tutorials for the admissions desk role in AcadTrack.

Every tutorial was carried out for real on the demo school Demo Public School (address
https://dps.acadtrack.com). The red box and number on each screenshot show exactly what to click
or fill in at that step.



Before you start

Sign in at your school's own address, for example yourschool.acadtrack.com, with the username and password your school gave you. The
screenshots come from a demo school, so names and numbers will differ from yours.

Your menu shows only what your role allows. If a page in this guide is missing for you, ask the school admin to add it to your role under Roles &
access.

Contents

e Getting started
o Sign in and find your way around
e Admissions desk
o Take an enquiry all the way to an enrolled student

o Let parents enquire from the website



Getting started

Everyone

How to sign in and find your way around. These screens look the same for every user type; only the menu changes.

Sign in and find your way around

| Open the portal, sign in, and learn the parts of the screen you will use every day.

0 Open your school's address, for example https://dps.acadtrack.com. The school's name is shown on the sign-in page.

dps
Powered by AcadTrack

SCHOOL PORTAL

dps

Your school, online. Everything your school day needs, in
one sign-in.

Attendance and timetable
Daily attendance and class schedules at a glance.

Fees and payments
View dues, invoices and payment history.

Homework and results
Assignments, exams and report cards.

Notices and bus tracking
Announcements, leave requests and live transport.

Sign in to dps

Enter your username and password to continue.

sername *

& rour username ]

Password *

& Your password o

New to dps?
Admissions for 2027-28 are open. Send an enquiry, no
account needed.

Apply for admission —

Having trouble? Contact your school office.



e Type your username and password exactly as the school office gave them to you, then choose Sign in.

[ [l
Powered by AcadTrack

SCHOOL PORTAL

dps

Your school, online. Everything your school day needs, in
one sign-in.

Attendance and timetable
Daily attendance and class schedules at a glance.

Fees and payments
View dues, invoices and payment history.

Homework and results
Assignments, exams and report cards.

Notices and bus tracking
Announcements, leave requests and live transport.

Sign in to dps
Enter your username and password to continue.
Username*
[ & rour username J
Password *
& Your password @
New to dps?

Admissions for 2027-28 are open. Send an enquiry, no
account needed.

Apply for admission —

Having trouble? Contact your school office.

e After signing in you land on your dashboard. The left menu holds everything your role can open; items your role cannot use are not

shown. signed in as dps

AcadTrack Q. Search students, teachers, staff... crlK

dps

83 Dashboard Good morning, dps
Monday, 9 November 2026
ADMISSIONS & STUDENTS

&+ Admissions School at a glance
&, Students 103 50 25
Students Teachers Classes

2 Student enrolment

~A Promote students
Fee collection

868 632 164

ACADEMICS & TIMETABLE Paid Pending Overdue

© Student addresses

] Sessions
Open fees
B Classes

Sections

Subjects

w B

Departments

@

Timetable W

EXAMS & RESULTS

0 Exam management Leave requests

@ Date sheets # STUDENT REASON

© Exam types 1 ALIKHAN Fever and cold

2 Aadhya Kulkarni Family wedding

Admin - AcadTrack

3 Mikhil Kumar Travelling with parents

hood

Students Date sheets School settings @ side note &

School-wide view: people, fees,
leave and what needs a decision.

Mon, @ Nov | [2 Ask ® D dps Admin

Needs attention

Hide side notes ever - reopen with ?

th

2 leave requests waiting for a decision

164 fee dues overdue

Upcoming holidays

Christmas 25 Dec
Winter break 28 Dec
Makar Sankranti 14 Jan
Republic Day 26 Jan
Maha Shivaratri 6 Mar
Holi 22 Mar

FROM TO STATUS

3 Nov 4 Nov Approved

12 Nov 13 Nov Approved

18 Nov 19 Nov Pending



o Search (or press Ctrl K) finds people and pages from anywhere.

m AcadTrack
dps

83 Dashboard
ADMISSIONS & STUDENTS
2+ Admissions

2 Students

&earch students, teachers, staff... ] Ctrl K

Good morning, dps
Monday, & November 2026

School at a glance

103 50

25

Students Date sheets School settings

Needs attention

Mon, 8 Nov

2 leave requests waiting for a decision

Students Teachers Classes

2~ Student enrolment
184 fee dues overdue

7 Promote students

Fee collection
© Student addresses
ACADEMICS & TIMETABLE Paid Pending Overdue Upcoming holidays
B} Sessions Christmas 25 Dec

Open fees
B Classes Winter break 28 Dec
+ Sections Makar Sankranti 14 Jan
P Subjects Republic Day 26 Jan
€ Departments Maha Shivaratri 6 Mar
@ Timetable Holi 22 Mar
EXAMS & RESULTS
] Exam management Leave requests
B Date sheets # STUDENT REASON FROM TO STATUS
© Examtypes 1 ALI KHAN Fever and cold 3 Nov 4 Nov Approved
TEACHERS & STAFF

2 Aadhya Kulkarni Family wedding 12 Nov 13 Nov Approved
Admin - AcadTrack L . .
3 Nikhil Kumar Travelling with parents 18 Nowv 19 Nowv Pending

Pask (3 P D dps Admin

(® Side note ~

School-wide view: people, fees,
leave and what needs a decision.

Hide side notes everywhere - reopen with ?
in the top bar

e Ask answers questions about your school in plain words, from the school's own data.

Q Search students, teachers, staff... CtrlK D dps Admin

@ AcadTrack
dps

28 Dashboard
ADMISSIONS & STUDENTS
2+ Admissions

2, Students

Good morning, dps
Monday, 9 November 2026

School at a glance

103 50

25

Students Date sheets School settings

Needs attention

2 leave requests waiting for a decision

Students Teachers Classes

2~ Student enrolment
184 fee dues overdue

A~ Promote students

Fee collection
® Student addresses
ACADEMICS & TIMETABLE Paid Pending Overdue Upcoming holidays
£ Sessions Christmas 25 Dec

Open fees
O Classes Winter break 28 Dec
+ Sections Makar Sankranti 14 Jan
0 Subjects Republic Day 26 Jan
£ Departments Maha Shivaratri 6 Mar
B Timetable Holi 22 Mar
EXAMS & RESULTS
] Exam management Leave requests
B Date sheets # STUDENT REASON FROM TO STATUS
O Exam types 1 ALl KHAN Fever and cold 3 Nov 4 Nov Approved
TEACHERS & STAFF

2 Aadhya Kulkarni Family wedding 12 Nov 13 Nov Approved
Admin - AcadTrack L . . -
3 Nikhil Kumar Travelling with parents 18 Nov 19 Nov Pending

(@ Side note ~

School-wide view: people, fees,
leave and what needs a decision.

Hide side notes everywhere - reopen with ?
in the top bar




o The bell shows notices and alerts meant for you.

Ask
Answers from your school's dal

P

Ask about students, fees, attendance, timetables,
exams or what to set up next.

| What needs attention today? |

| How many students are enrolled this session?

[ Ask a question... ] .

a Side notes on the right explain the page, list what must exist first, and link to the next step. Hide them from the ? button.

AcadTrack | Q Search students, teachers, staff... \EI ‘ Mon, 9 Nov |' [ Ask \ | ©)] ‘ | S°| ‘ D dps Admln|
dps ) / —  J\ =)\ F )=
83 Dashboard Good morning, dps Students | Date sheets | ?@ Side note v ]
Monday, 9 November 2026 \
ADMISSIONS & STUDENTS School-wide view: people, fees,
o - leave and what needs a decision.
&+ Admissions School at a glance Needs attention

Hide side notes everywhere - reapen with ?

&, Students 103 50 25 in the top bar

2 leave requests waiting for a decision

Students Teachers Classes

2~ Student enrolment
164 fee dues overdue

~A Promote students

Fee collection
® Student addresses
ACADEMICS & TIMETABLE Paid pending Overdue Upcoming holidays
B9 Sessions Christmas 25 Dec

Open fees
O cCilasses winter break 28 Dec
+ Sections Makar Sankranti 14 Jan
0 Subjects Republic Day 26 Jan
£ Departments Maha Shivaratri & Mar
D Timetable v Holi 22 Mar
EXAMS & RESULTS
[F1 Exam management Leave requests
B Date sheets #  STUDENT REASON EROM To STATUS
O Examtypes 1 ALIKHAN Fever and cold INov 4 Nov Approved
TEAGHERS & STAFF

2 Aadhya Kulkarni Family wedding 12 Nov 13 Nov Approved

Admin - AcadTrack
3 Nikhil Kumar Travelling with parents 18 Nov 19 Nov Pending



0 Your name at the top right opens your profile, sign-out and, if you hold more than one role, the role switcher.

m AcadTrack
dps

83 Dashboard
ADMISSIONS & STUDENTS
2+ Admissions

2 Students

2~ Student enrolment
~A Promote students
© Student addresses
ACADEMICS & TIMETABLE
] Sessions

B Classes

Sections

Subjects

w B

Departments

Timetable

il

EXAMS & RESULTS
] Exam management
B Date sheets

©C Examtypes

TEACHERS & STAFF

Admin - AcadTrack

Q Search students, teachers, staff...

School at a glance

103 50

Students

Fee collection

Good morning, dps
Monday, & November 2026

25

Teachers Classes

868 632 164

Paid Pending Qverdue

CtrlK

Open fees

Leave requests

# STUDENT

1 ALI KHAN

2 Aadhya Kulkarni

3 Mikhil Kumar

REASON

Fever and cold

Family wedding

Travelling with parents

Students

Needs attention

Mon, 8 Nov

Date sheets School settings

2 leave requests waiting for a decision

184 fee dues overdue

Upcoming holidays
Christmas

Winter break

Makar Sankranti
Republic Day

Maha Shivaratri

Holi

FROM

3 Nov

12 Nov

18 Nov

TO

4 Nov

13 Nov

19 Nowv

25Dec

28 Dec

14 Jan

26 Jan

6 Mar

22 Mar

STATUS

Approved

Approved

Pending

@

P Ask D dps Admin

(® Side note ~

School-wide view: people, fees,
leave and what needs a decision.

Hide side notes everywhere - reopen with ?
in the top bar




Admissions desk

imran.qureshi

From the first enquiry to an enrolled student with a login, one card per child.

Take an enquiry all the way to an enrolled student

Record an enquiry, move it through the stages, offer a seat, take the admission fee and create the student.

0 The pipeline shows every enquiry as a card, from Enquiry to Onboarded. Choose New enquiry. signed in as imran.qureshi

AcadTrack

dps

28 Dashboard

ADMISSIONS & STUDENTS
2+ Admissions

A, Students

COMMUNICATION

L0 Notices

ADMINISTRATION

&, My profile

Staff - AcadTrack

Q. Search students, teachers, drive

People /| Admissions

Admissions

16 open - 1 follow-ups overdue

CtrlK

=3 Share enquiry form & Import

From the first enquiry to a student with a login, one

card at a time.

@ Pipeline = List i Funnel

ENQUIRY 3

Veer Malhotra
Class 1- Walk-in
e Rajesh Malhotra
" 9835245484

@ 5 Nov od

Aditi Kapoor
Mursery - Website
% Sunil Kapoor - 9855614345

11 Nov od

Hansika Rao
LKG - Phone
% Anil Rao - 9830476546

15 Nov od

8} Settings

APPLIED 2

Mahira Sayyed
Class 3 - Website
% Farhan Sayyed - 9848558074

10 Nov od

Rudra Shenoy
Class 6 - Referral
% Shilpa Shenoy - 9894401974

10 Nov 0d

Q. Child, parent, phone or admissiol

Men, @ Nov

DOCUMENTS 2

Inaaya Farooqui
UKG - Social media
% Anil Farooqui - 9824688675

10 Nov od

Advait Bhatt
Class 5 - Walk-in
% Shilpa Bhatt - 9877261511

10 Nov 0d

P Ask

] Show closed

TEST

Kia
Clas

@] ey 12 imran.qureshi Staff

(@ Side note ~

Every enquiry as a card, from first
call to a student with a login. Drag
nothing: move cards with the buttons
on the card.

BEFORE YOU START
- Academic session 3

« Classes 25

HOW IT GOES

1. Settings: admitting session,
documents required, admission fee,
admission number prefix, and
whether the website form is open.

>

. Add enquiries (walk-in, phone) or
share the form link; follow-ups
default to two days.

w

. On the card: log calls, fill details,
collect and verify documents, offer a
seat (letter PDF).

B

. Record the admission fee (or waive
it), then Convert to student: record,
enrolment, fees and login in one go.

GOOD TO KNOW

* A second enquiry for the same child
and phone opens the existing card
instead of a duplicate.

* The Funnel tab shows seats filled per
class and where enquiries stall.

NEXT
Student enrolment

Fee structures

Hide side notes everywhere - reopen with ?
in the top bar




e Enter the child's name and the class sought.

o, New enquiry
A card is created at the Enquiry stage; the rest can be filled in later.

's first name * Last name

J

Class sought * Date of birth

Choose... mm/dd/yyyy

Gender Previous school

Parent / guardian *

The student login goes here when the child is admitted.
How did they hear about us? Follow up on
Friend, hoarding, Instagram... mm/dd/yyyy
Default: two days from now.

Notes

Sibling in Class 4, prefers morning shift...

[] Needs school transport

Cancel Add enqu

e Add the parent's name and phone, how they heard about the school, and a follow-up date.

o New enquiry
A card is created at the Enquiry stage; the rest can be filled in later.

Child's first name * Last name

Zoya [ Rahman 11081919

Class sought * Date of birth

Class 2 08/21/2019

Gender Previous school

Female

arent / guardian *

The student login goes here when the child is admitted.

How did they hear about us? Follow up on

Friend, hoarding, Instagram... mm/dd/yyyy
Default: two days from now.

Notes

Sibling in Class 4, prefers morning shift...

] Needs school transport

Cancel Add enqui




o Choose Add enquiry. A repeat enquiry for the same child and phone opens the existing card instead of a duplicate.

o, New enquiry
A card is created at the Enquiry stage; the rest can be filled in later.

Child's first name * Last name

Zoya Rahman 11081919

Class sought * Date of birth

Class 2 08/21/2019

Gender Previous school

Female

Parent / guardian * Phone *

Farhan Rahman 9765583435

Email Source

{ rahman.family.11081919@example.com | Walk-in

The student login goes here when the child is admitted.
How did they hear about us? Follow up on
Friend, hoarding, Instagram... mm/dd/yyyy
Default: two days from now.

Notes

Sibling in Class 4, prefers morning shift...

[] Needs school transport

Cancel

The new card opens at the Enquiry stage, with the stages across the top, the timeline, documents and the next actions. Log calls and

notes as you go.

Zoya Rahman 11081919 enquiry
Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enguiry on 9 Nov 2026

2Applied | 3Documents  4Test  SOffered  6Admitted 7 Onboarded

Overview Details Documents 0/5 Timeline

CHILD SEAT ADMISSION FEE
Zoya Rahman 11081919 - born 21 Aug 2019 - Class 2 75,000 due
Female

FOLLOW-UP
10 Nov 2026

Log a call, visit or note

Spoke to father, visiting on Monday... mmfddfyyyy O % Ccall @ Note

Move to Applied + & Application link Record admission fee Waitlist Reject Withdrawn




o When the family is ready, offer a seat.

Moved to Applied.

Zoya Rahman 11081919 applied
Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enguiry on 9 Nov 2026

v Enquiry 2 Applied 3 Documents 4 Test 5 Offered 6 Admitted 7 Onboarded

Overview Details Documents 0/5 Timeline

CHILD SEAT ADMISSION FEE
Zoya Rahman 11081919 - born 21 Aug 2019 - Class 2 ¥5,000 due
Female

FOLLOW-UP
10 Nov 2026

Log a call, visit or note

Spoke to father, visiting on Monday... mm/ddfyyyy 0 % Ccall 2 Note

6

Move to Documents -+ & Application link Offer a seat Record admission fee Waitlist Reject

Withdrawn

° Choose the class and section, check the admission fee and how long the offer stays open.

Zoya Rahman 11081819  applied

Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enguiry on 9 Nov 2026

LUy GG LIS TS U L1 Uy £ wiaaa £

Female

FOLLOW-UP
10 Nov 2026

Log a call, visit or note

Spoke to father, visiting on Monday... mm/ddfyyyy 0O % Ccall 2 Note

Move to Documents - & Application link Record admission fee Waitlist Reject

Withdrawn

Offer a seat

lass and section Admission fee (3)

Class 2 - A (1/40) ~ ] 5000

Valid for (days)

14




e Then Offer. The card moves to Offered and an offer letter PDF is ready to send.

Zoya Rahman 11081919  Applied
Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enguiry on 9 Nov 2026

LUye e LIS TS DU 21 Uy S wimas o

Female

FOLLOW-UP
10 Nov 2026

Log a call, visit or note

Spoke to father, visiting on Monday... mm/ddfyyyy 0O % call [0 Note

Move to Documents > & Application link Record admission fee Waitlist Reject

Withdrawn

Offer a seat

Class and section Admission fee (¥)

Class 2 - A (1/40) 5000

Valid for (days)

14
8

Cancel Offer

o When the fee is paid, record it.

Zoya Rahman 11081919  offered
Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enquiry on 8 Nov 2026

~ Enquiry « Applied « Documents « Test 5 Offered 6 Admitted 7 Onboarded

Overview Details Documents 0/5 Timeline

CHILD SEAT ADMISSION FEE
Zoya Rahman 11081919 - born 21 Aug 2019 - Class 2 - A - offer valid till 22 Nov 2026 %5,000 due
Female

FOLLOW-UP
20 Nov 2026

Log a call, visit or note

Spoke to father, visiting on Monday... mmfddfyyyy O % call [ Note

Move to Admitted -+ @ Application link & Offer letter Record admissi Waitlist Reject

Withdrawn




@ Enter the amount, method and reference, then Record and admit.

Zoya Rahman 11081919 offered

Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enguiry on 9 Nov 2026

CHILD SEAT ADMISSION FEE
Zoya Rahman 11081919 - born 21 Aug 2019 - Class 2 - A - offer valid till 22 Nov 2026 5,000 due
Female

FOLLOW-UP
20 Nov 2026

Log a call, visit or note

Spoke to father, visiting on Monday... mm/ddfyyyy 0O % call P MNote

Move to Admitted > & Application link & Offer letter Record admission fee Waitlist Reject

Withdrawn

Admission fee

) waive the fee
Amount (3) Reference

5000 v ] UTR / cheque no.

Cancel Record and admit

0 Admitted. The last step creates the student: Convert to student.

Zoya Rahman 11081919  Admitted
Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enquiry on 8 Nov 2026

~ Enquiry « Applied « Documents « Test « Offered 6 Admitted 7 Onboarded

Overview Details Documents 0/5 Timeline

CHILD SEAT ADMISSION FEE
Zoya Rahman 11081919 - born 21 Aug 2019 - Class 2 - A - offer valid till 22 Nov 2026 75,000 on 9 Nov 2026 (UPI)
Female

FOLLOW-UP

Log a call, visit or note

Spoke to father, visiting on Monday... mm/ddfyyyy O % Ccall @ Note

& Application link Waitlist Reject Withdrawn




@ Choose the class and section, give a roll number (or leave auto) and check the login email.

Zoya Rahman 11081919 Admitted

Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enguiry on 9 Nov 2026

Female

FOLLOW-UP

Log a call, visit or note

Spoke to father, visiting on Monday... mm/ddfyyyy O % Call [0 Note

& Application link Waitlist Reject Withdrawn

Convert to student
Creates the student record and enrolment for the admitting session, assigns the class's fee structures, gives an admission number, and emails a
login. Documents and this timeline stay here.

Not every required document is verified yet. You can still convert and collect the rest later.

|ass and section Roll number Legin email

Class 2 - A (1/40) v ] auto rahman.family.11081919@example.com

Cancel Create student

@ Create student. The student record, enrolment, fee assignments, admission number and login are created in one go.

Zoya Rahman 11081919 admitted
Class 2 - Farhan Rahman - 9765583435 - imran.qureshi - enguiry on 9 Nov 2026

Female

FOLLOW-UP

Log a call, visit or note

Spoke to father, visiting on Monday... mm/ddiyyyy 0O % call 2 Note

& Application link Waitlist Reject Withdrawn

Convert to student
Creates the student record and enrolment for the admitting session, assigns the class's fee structures, gives an admission number, and emails a
login. Documents and this timeline stay here.

Not every required document is verified yet. You can still convert and collect the rest later.

Class and section Roll number Login email

Class 2 - A (1/40) ~ [ 31 ] rahman.family.11081919@example.com

Create student




@ The card is now Onboarded and links to the student record.

Student created and onboarded.

Zoya Rahman 1108191
Class 2 - Farhan Rahman - 976 imran.qureshi - enguiry on 9 Nov 2026

~ Enguiry ~ Applied + Documents ~ Test « Offered + Admitted 7 Onboarded

Overview Details Documents 0/5 Timeline

CHILD SEAT ADMISSION FEE
Zoya Rahman 11081919 - born 21 Aug 2019 - Class 2 - A - offer valid till 22 Nov 2026 ¥5,000 on 9 Nov 2026 (UP1)
Female

FOLLOW-UP STUDENT
— Open in Students - roll and fees set




Let parents enquire from the website

The public enquiry form feeds the same pipeline.

0 Share enquiry form, at the top of the board, gives you the public form link. signed in as imran.qureshi

AcadTrack Q Search students, teachers, drive | CtrlK Mon, 8 Nov | [3 Ask = 10 imran.qureshi Staff
ps
% Dashboard People / Admissions @ Side note o
Admissions
ADMISSIONS & STUDENTS Share enquiry form 1, Import + New enquin Every enquiry as a card, from first
16 open - 1follow-ups overdue < Imp quiry PN
e call to a student with a login. Drag
A+ Admissions From the first enquiry to a student with a login, one nothing: move cards with the buttons
card at a time. on the card.
2 Students
— — . . - BEFORE YOU START
@ Pipeline = List il Funnel & Settings Q. Child, parent, phone or admissiol ] show closed
COMMUNICATION ~  Academic session 3
" ~ Classes 25
2 Notices ENQUIRY 3 APPLIED 2 DOCUMENTS 2 TEST
HOW IT GOES
ADMINISTRATION Veer Malhotra Mahira Sayyed Inaaya Farooqui Sar 1. Settings: admitting session,
S, My profile Class 1- Walk-in Class 3 - Website UKG - Social media Clas documents required, admission fee,
2 - X
Rajesh Malhotra - % Farhan Sayyed - 9848558074 % Anil Farooqui - 9824688675 [ admission number prefix, and
9835245484 whether the website form is open.
10 Now 0d 10 Nov 0d 10 . -
© 5Nov od 2. Add enguiries (walk-in, phone) or
share the form link; follow-ups
Rudra Shenoy Advait Bhatt Kia default to two days.
Aditi Kapoor Class 6 - Referral Class 5 - Walk-in Clas 3.0n the card: log calls, fill details,
Nursery - Website % Shilpa Shenoy - 9894401974 % Shilpa Bhalt - 9877261511 %S collect and verify documents, offer a
X seat (letter PDF).
% Sunil Kapeor - 9855614345 0N od 10N oo 10
o =7 = 4. Record the admission fee (or waive
RS it), then Convert to student: record,
enrolment, fees and login in one go.
Hansika Rao GOOD TO KNOW
LKG - Phene * A second enquiry for the same child
% Anil Rao - 9830476546 and phone opens the existing card
15 Nov od instead of a duplicate.
® The Funnel tab shows seats filled per
class and where enquiries stall.
NEXT
Student enrolment
Fee structures
Staft - AcadTrack Hide side notes everywhere - reopen with ?

in the top bar

a Copy the link, open the form, or send it on WhatsApp. Put it on the school website, social pages, class WhatsApp groups and posters.

Share the enquiry form

Parents fill this form on your school's address, with no sign-in. Each
enquiry appears on this board under Enquiry, with the source
Website.

Enquiry form link

https://dps.acadtrack.com/admissions

& Open form D Send on WhatsApp

Put it on your website and social pages, in the school WhatsApp groups, and on posters.
Parents can also reach it from your sign-in page under *Apply for admission”.




o Settings hold the admitting session, documents required, admission fee, entrance test and whether the public form is open.

Q. Search students, teachers, drive | CtrlK

AcadTrack

dps

People |/ Admissions

Admissions

83 Dashboard

ADMISSIONS & STUDENTS
16 open - 1 follow-ups overdue

From the first enquiry to a student with a login, one
card at a time.

2+ Admissions

2 Students 5
@ Pipeline = List
COMMUNICATION

0 Notices

ENQUIRY 3 APPLIED

ADMINISTRATION

Veer Malhotra Mahira Sayyed

o My profile Class 1- Walk-in Class 3 - Webs
Rajesh Malhotra %, Farhan Sayyed -
Sass 10 Now
@ 5 Nov od
Rudra Shenoy
Aditi Kapo Class 6 - Referral
Mursery - Websit % Shilpa Shenoy
il Kapoor - 9855614345
= Sunil Kapoor - 9855614345 10 Nov
11 Nov od
Hansika Rao
LKG - Phone

% Anil Rao - 9830476546

15 Nov 0d

Staff - AcadTrack

2

9894401974

-
=

o2 Share enquiry form

Mon, 8 Nov

P Ask

i Funnel Q. Child, parent, phone or admissioi ] Show closed

DOCUMENTS 2 TEST
Inaaya Farooqui Sar
UKG - Social media Clas
% Anil Farooqui - 9824688675 %L

10 Nov 0d 10
Advait Bhatt Kia
Class 5 - Walk-in Clas

Shilpa Bhatt - 9877281511 %S
10 Nov od 10

o .

®

imran.qureshi Staff

(® Side note ~

Ewvery enquiry as a card, from first
call to a student with a login. Drag
nothing: move cards with the buttens
on the card.

BEFORE YOU START

- Academic session 3

~ Classes 25

HOW IT GOES

1. Settings: admitting session,
documents required, admission fee,
admission number prefix, and
whether the website form is cpen.

N~

. Add enquiries (walk-in, phone) or
share the form link; follow-ups
default to two days.

w

. On the card: log calls, fill details,
collect and verify documents, offer a
seat (letter PDF).

=

. Record the admission fee (or waive
it), then Convert to student: record,
enrolment, fees and login in one go.

GOOD TO KNOW

* A second enquiry for the same child
and phone opens the existing card
instead of a duplicate.

# The Funnel tab shows seats filled per
class and where enquiries stall.

NEXT
Student enrolment
Fee structures

Hide side notes everywhere - reopen with ?

in the top bar

° Parents open /admissions on the school's address (no sign-in). Their enquiry lands in the Enquiry column with the source Website.

dps

D
Powered by AcadTrack

ADMISSIONS - 2027-28

Enquire about a seat

Admissions for 2027-28 are open for Nursery to Class 9.
Fill in the form and our admissions team will call you within

two working days.

Documents needed at admission: Birth certificate, Previous school report card, Aadhaar of
child, Address proof, 2 passport photos.

Admission enquiry
Takes a minute. The admissions o
two working days.

Child's first name *

Class *

Choose... ~

Gender

Last name

Date of birth

mm/dd/yyyy [m]

Current school

Your name * Phone *
Email
Address
How did you hear about
?
us Need school
transport
Anything else
Send enquiry

ffice replies within




[ [l
Powered by AcadTrack

SCHOOL PORTAL

Your school, online. Everything your school day needs, in
one sign-in.

Attendance and timetable
Daily attendance and class schedules at a glance.

Fees and payments
View dues, invoices and payment history.

Homework and results
Assignments, exams and report cards.

Notices and bus tracking
Announcements, leave requests and live transport.

o While the form is open, the school's sign-in page also shows new families an Apply for admission link.

Sign in to dps

Enter your username and password to continue.

Username*

[ & rour username J

Password *

& Your password @

New to dps?
Admissions for 2027-28 are open. Send an enquiry, no
account needed.

Apply for admission —

Having trouble? Contact your school office.




