ACADTRACK USER GUIDE

Asset manager guide

Step-by-step tutorials for the asset manager 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
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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
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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
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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 )=
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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
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Asset manager

manoj.kumar

The school's things: what exists, where it is, who holds it, and its condition.

Hand an item to a teacher

Record that a projector now sits with a teacher.

0 Inventory shows purchase batches with vendor, cost and stock. Add batch records a purchase. signed in as manoj.kumar

AcadTrack Q Search assets, locations... Ctrl K Mon, @ Nov | [3 Ask @ fany MK manoj.kumar Asset Manager
dps
Assets | Inventory
85 Dashboard Y 1 ® side note )
Inventory 12 batches + Add bat
CATALOGUE Purchase batches and current stock position Individual items with tag, location
and condition.
@ Asset master
Hide side notes everywhere - reopen with ?
© Iventory 12 733 0 ¥29,48,000 e
Batches Awvailable units Assigned units Inventory value
® Locations
MOVEMENT Q Search by asset, code, vendor or invoice
o5 Assignments
# ASSET PURCHASED VENDOR aQTy UNIT COST  TOTAL ST

= Transfers

Teacher chair . ]
LIFECYCLE 1 FUR-002 24 Jun 2026 Godrej Interio 20 23,200 64,000 2

£ Maintenance

2 z;':g;‘;e' 03Jun2026  Apex Digital Market Place 5 245000 32,25000 5
A\ Damage reports
Disposals 3  COMPUTER 03Jun2026  TREBTA 1 2450000 %4,50000 1
AST-001
O Audits
g  Studentdeskcbench . 2006 Amazon Business 120 24500 540000 T
FUR-001
Projector . .
5 002 30 Mar 20286 Geodrej Interio 8 342,000 ¥3,36,000 8
6 ﬁ"s:"p computer 24Dec2025  Amazon Business 25 238,000  €9,50,000 2
7  Football 14Dec 2025  Godrsj Interio 12 2900 210800 T
SPT-001
Asset ger - AcadTrack ili
i menager Aeadiee g  Ceilingfan 03May 2025  Local vendor 80 71,800  71,08000 &

cic.am



e Assignments: choose New assignment.

AcadTrack Q Search assets, locations... CtrlK Mon, @ Nov = [3 Ask [©) Qn MK manoj.kumar Asset Manager
dps
28 Dashboard Assets [ Assignments 2 ® side note .
Assignments 12 assignments + New assignment
CATALOGUE Allocation of asset units to teachers, staff, drivers and locations Items handed to a person or a room.
@ Asset master Hide side notes everywhere - reopen with ?
Q Search by asset or holder type STATUS | All statuses v in the top bar
@ Inventory
® Locations # ASSET aTy > TO RETURN STATUS ACTIONS
MOVEMENT 1 Desktop computer 59 ~ Computerlab 09 Oct 2026  — Assigned R
Location
<5 Assignments
2 s desk-bef 49 RoomG-01 08 Oct 2026 Assigned 2t
z Transfers tudent desk-bench Location ct _ ssigni 0
LIFECYCLE N
3 Whiteboard 6x4 1 ReomG-01 07 0ct2026 — Assigned 7 ¢
. Location
& Maintenance
& Damage reports 4 Desktop computer 2 Fronl_Offlce 06 Oct 2026  — Assigned 7 T
Location
T Disposals
] 5 Projector 1 PrivaSharma 050c12026 — Assigned 7 &
0 Audits e Teacher g t
. Rahul Verma
6 Prajector 1 eacher 04 Oct 2026  — Assigned 7 T
7 First-aid kit 1 E:_:';"’"a' 030ct2026 — Assigned 7t
8 COMPUTER 1 g:::SH KUMAR 03 jun2026 04 Jun 2026 Assigned Z T
Rashmi Grover
9 Computer 1 03 Jun 2026 26 Jun 2026 Assigned P

Teacher

Asset manager - AcadTrack

e Pick the asset and quantity.

New assignment
Allocate asset units to a holder

sset*® Quantity *

Select asset v ] 1

Holder type* Assigned to*

Teacher, staff, driver or locatio v Pick a holder type first

Assigned date* Return date

11/09/2026 o mm/dd/yvyy

Status

Assigned
Remarks

Optional notes

Cancel




o Choose who holds it: a teacher, staff member, driver or a location.

New assignment
Allocate asset units to a holder

Asset* Quantity *

Projector (IT-002) 1

older type * Assigned to*

Teacher, staff, driver or locatio ] Pick a holder type first

Assigned date* Return date

11/08/2026 m] mm/dd/yyyy

Status

Assigned
Remarks

Optional notes

Cancel Save

e Save. Stock goes down by one and the item shows against the teacher.

New assignment
Allocate asset units to a holder

Asset* Quantity *

Projector (IT-002) 1

Holder type* Assigned to*

Teacher Rahul Verma — rahul.verma@¢ “~

Assigned date* Return date

1/08/2026 mm/dd/yyyy

Status

Assigned

Remarks

Optional notes




e Maintenance, damage reports, disposals and audits keep each item's history.

m AcadTrack
dps

83 Dashboard
CATALOGUE

Q@ Asset master
@ Inventory
@® Locations
MOVEMENT

<5 Assignments
= Transfers
LIFECYCLE
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Asset manager - AcadTrack

O
-

Q. Search assets, locations... | CwlK

Mon, @ Nov = [3 Ask

oot

MK manoj.kumar Asset Manager

Assets | Maintenance

Maintenance i record

Repair and service history for assets

1 25,000

Records Total spend

Q Search by asset, vendor or issue
#  ASSET

SERVICED VENDOR

1 COMPUTER 03 Jun 2026 fixit Services

Showing Hof 1

+ Log maintenance

0

Due in 30 days

ISSUE

Hardware component failure involving the internal display illumina

Rows = 10

(@ Side note v

Scheduled and done maintenance
per item.

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




