ACADTRACK USER GUIDE

Office staff guide

Step-by-step tutorials for the office staff 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.

Version of 09 November 2026



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 Office staff (front desk)
o Add a new student
o Collect a fee and print the receipt
o Send a notice
e End-to-end flows across roles

o Fees: billed, paid, seen by the parent



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




Office staff (front desk)

sana.staff

Front-desk staff look after people records, collect fees and send notices. Pages outside their role are hidden.

Add a new student

Create a student record and login.

0 Open Students and choose Add student. signed in as sana.staff

m AcadTrack
dps

28 Dashboard
ADMISSIONS & STUDENTS
2. Students

© Student addresses
TEACHERS & STAFF

B Teachers

@ Teacher assignments
T Teacher records -
$ Accountants

@ Asset managers
ATTENDANCE & LEAVE

(& Teacher attendance
& Leave requests

%6- Holidays & calendar
FEES

B Collect fees

Wl Fee status
TRANSPORT

2, Drivers

Staff - AcadTrack

Q. Search students, teachers, drivers

People |/ Students

Students 103 students

Q  search by name or email...

O =& STUDENT 2
0 ] ak ALIKHAN )
ali.khan@yopmail.com
0O 2 ax AadhyaKhan
aadhya khan.class8a5@example.com
0 3 ag Aadhya Kulkarni
aadhya.kulkarni.lkga5@example.com
O a2 ap Aadhya Pillai i
aadhya.pillal.classdaS@example.com
0 s ar AadhyaRao
aadhya.rao.class5a3@example.com
O 5 Al Aarav Joseph
aarav.joseph.class2al@example.com
0O 7 AR Aditya Reddy
aditya.reddy.nurseryad@example.com
0 8 AS Aditya Sheikh
aditya.sheikh.classla2@example.com
0 9 AH Advik Hegde
advik.hegde.class9a2@example.com
0O 10 ak Advik Khan

advik. khan.classB8ad@example.com

Ctrl K

CLASS

STAGE1- A

Class 8- A

LKG - A

Class 4 - A

Class 5- A

Class 2- A

Nursery - A

Class1- A

Class 9- A

Class 8- A

Enrol in classes

GEMNDER

Male

Female

Female

Female

Female

Male

Male

Male

Male

Male

Mon, 9 Nov

A Ask

+ Add student

U

Sorted by student, Ato Z

CONTACT

897723567

99064497241

99155959471

89283438979

99991045316

99709225818

99330354471

99111526978

89393317441

99136121577

07

26

25

23

28

25

28

26

sana.staff Staff

® o7 ss

(@ Side note ~

Student records. Adding a student
creates their login.
BEFORE YOU START

- Classes 25

HOW IT GOES

1. Add the student [or bulk upload
from Excel).

2. Enrol them into a class for the
session. Student enrclment —

3. Assign fees and, if needed, a bus
stop. Fee assignments —

NEXT

Student enrolment

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




e Fill in the first and last name.

- Add new student
Login credentials will be emailed automatically

PERSONAL INFORMATION

Fir me * Last name *

A2 lle.g. Ali ] A e.g. Khan

Email address

B e.g. alikhan@school.com

Contact number * Date of Birth *

% 98765 43210 DD-MM-YYYY

Gender*

— Select gender —

ACCOUNT (OPTIONAL)

Username

2 Auto-generated as firstname.lastname if blank

1 A student account is created automatically. To manage their address, use the Student Address section.

Cancel Save student

e Add the parent's contact number, date of birth and gender.

- Add new student
Login credentials will be emailed automatically

PERSONAL INFORMATION
First name * Last name *

£ Rehan S, Qadri 11081919

Email address

[ & rehan.qadri.1081919@example.com

Col number * Date of Birth *

%, |o8765 43210 DD-MM-YYYY

Gender*

— Select gender —

ACCOUNT (OPTIONAL}

Username

2 Auto-generated as firstname.lastname if blank

i A student account is ereated automatically. To manage their address, use the Student Address section.

Cance'




o Leave Username empty to use firstname.lastname, then choose Save student. A login is created and the welcome email sent.

o, Add new student
~
Login credentials will be emailed automatically

PERSONAL INFORMATION
First name * Last name *

2 Rehan 2 Qadri 11081919

Email address

9 rehan.qadri11081919@example.com

Contact number * Date of Birth *

%, 0865583435 l 14-06-204E

Gender*

Male

ACCOUNT (OPTIONAL)

Username

2 Auto-generated as firstname.lastname if blank

1 A student account is created automatically. To manage their address, use the Student Address section.

Cancel

e Confirm with Yes, Create.

©)

Confirm create

Create student account for Rehan Qadri 110819197

5

Yes, Create




o The student appears in the list. Next, enrol them in a class (Student enrolment).

AcadTrack

dps
83 Dashboard
ADMISSIONS & STUDENTS
2. Students
© Student addresses
TEACHERS & STAFF
2+ Teachers
@ Teacher assignments
T Teacher records
$ Accountants
© Asset managers
ATTENDANCE & LEAVE
(& Teacher attendance
& Leave requests
%6+ Holidays & calendar
FEES
B Collect fees
I Fee status
TRANSPORT

8, Drivers

Staff - AcadTrack

Q. Search students, teachers, drivers |CtriK

People | Students

Students 104 students

&earch by name or email...

O

O

#

STUDENT ©

ALI KHAN

AK N .
ali.khan@yopmail.com

Aadhya Khan

— aadhya khan.class8aS@example.com
ax Aadhya Kulkarni
aadhya kulkarnilkgab@example.com
ap Aadhya Pillai
aadhya.pillai.class4aS5@example.com
ap AadhyaRao
aadhya.rao.classS5a3@example.com
Al Aarav Joseph
aaravjoseph.class2al@example.com
AR Aditya Reddy
aditya.reddy.nurseryad@example.com
as Aditya Sheikh
aditya.shelkh.classla2@example.com
AH Advik Hegde
advik.hegde.class9a2@example.com
ak Advik Khan

advik.khan.class8ad@example.com

CLASS

STAGE1- A

Class 8- A

LKG - A

Class 4 - A

Class5-A

Class 2- A

Nursery - A

Class1- A

Class 9-A

Class 8 - A

GENDER

Male

Female

Female

Female

Female

Male

Male

Male

Male

Male

Mon, 8 Nov

° Student created successfully. A welcome

email with login credentials is being sent.

Enrol in classes + Add student

Sorted by student, Ato Z

CONTACT DA

897723567 o7

99064497241 26

99155959471 25

99283438979 23

99991045316 28

99709225818 25

89330354471 28

89111526978 10

99393317441 26

99136121577 15,

(@ Side note ~

Student records. Adding a student
creates their login.
BEFORE YOU START

-+ Classes 25

HOW IT GOES

1. Add the student (or bulk upload
from Excel).

2. Enrol them into a class for the
session. Student enrolment —

3. Assign fees and, if needed, a bus
stop. Fee assignments —

NEXT

Student enrolment

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




Collect a fee and print the receipt

A parent pays at the counter.

0 Open Collect fees. Choose the class first. signed in as sana.staff

AcadTrack Q Search students, teachers, drivers | CtiK Maon, 9 Nov | [ Ask [©) 9 SS  sana.staff Staff
ps
TEACHERS & STAFF Fees | Collect fees -
(@ Side note v
2 Teachers Collect fees
Pick a student, choose the fee types to pay, and submit the payment Take a payment against a student's
@ Teacher assignments dues and print the receipt.
E Teacher records - lass * Section Student * BEFORE YOU START
Select class V] Select class first v Select class first v -~ Fee assignments 422
$ Accountants

GOOD TO KNOW
g ]
® Asset managers et » Concessions are applied on the
student before collecting.

ATTENDANCE & LEAVE .
Hide side notes everywhere - reopen with ?

in the top bar

& Teacher attendance

[ Leave requests
Select a student to view their outstanding fee types.

Holidays & calendar

FEES
B Collect fees

Wl Fee status

TRANSPORT

8, Drivers

COMMUNICATION

0 Notices

ADMINISTRATION

& My profile

Staff - AcadTrack

e Then the section and the student. Their unpaid months load at once.

o

AcadTrack Q  Search students, teachers, drivers | Ctri K Mon, 9 Nov | [ Ask [©] - SS  sana.staff Staff
dps
TEACHERS & STAFF Fees | Collect fees .
(@ Side note ~
8 Teachers Collect fees
Pick a student, choose the fee types to pay, and submit the payment Take a payment against a student's
& Teacher assignments dues and print the receipt.
Class*® ti Student *
T Teacher records v ass " e BEFORE YOU START
Class 6 v All sections V] Select student () ~ -~ Fee assignments 422
4 Accountants
GOOD TO KNOW
ru
@ Asset managers e * Concessions are applied on the

student before collecting.

ATTENDANCE & LEAVE .
Hide side notes everywhere - reopen with ?

in the top bar

(& Teacher attendance

& Leave requests
Select a student to view their outstanding fee types.

Helidays & calendar

FEES
B Collect fees

I Fee status

TRANSPORT

&, Drivers

COMMUNICATION

O Motices

ADMINISTRATION

2 My profile

Staff - AcadTrack



Every unpaid month is listed under its fee head, oldest first. Tick the months the parent is paying (the box on the fee head ticks all of

them).

m AcadTrack
dps

TEACHERS & STAFF

2+ Teachers

@ Teacher assignments
T3 Teacher records

$ Accountants

§© Asset managers
ATTENDANCE & LEAVE

& Teacher attendance

& Leave requests

- Holidays & calendar

FEES
B Collect fees

I Fee status

TRANSPORT

8, Drivers

COMMUNICATION

0 Notices

ADMINISTRATION

2 My profile

Staff - AcadTrack

Q. Search students, teachers, drivers | CtiK Mon, 9 Nov | [3 Ask
rees | GURECLiEES
Collect fees
Pick a student, choose the fee types to pay, and submit the payment
Class * Section Student *
Class 6 v B v Tara Kulkarni 4
(s
o Tara Kulkarni
™ 236,000 outstanding across 1fee type(s) % Payment Details
Payment Method *
Tuition Fee
D 9 due(s) ¥36,000 Cash ~
July 2028 Payment date *
u Overdue %4,000
Y Due 7/10/2026 1/08/2026 =]
0 August 2026 Overdue 24,000 Transaction No.
@ Due 8/10/2026
Optional
[ September 2026 S 4,000
® Due 9/10/2028 Remarks
0 October 2026 Overdue 24,000 Optional
© Due 10/10/2026
0 November 2026 4,000 Pay in advance (optional)
© Due N/10/2026
0.00
December 2026
O ® Due 12/10/2026 74,000 Extra paid here is credited to the student and auto-applied to
upcoming dues as they arrive.
D January 2027 24,000
© Due 110/2027
Total F0
February 2027 4,000
© Due 2/10/2027
March 2027
) M z4.000

o @

SS sana.staff Staff

(@ Side note v
Take a payment against a student’s
dues and print the receipt.

BEFORE YOU START

- Fee assignments 422

GOOD TO KNOW

* Concessions are applied on the
student before collecting.

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

o Choose the payment method and, for UPI, card or cheque, the transaction number. The total updates as you tick.

m AcadTrack
dps.

TEACHERS & STAFF

8¢ Teachers

) Teacher assignments
T Teacher records

$ Accountants

@ Asset managers
ATTENDANCE & LEAVE

(% Teacher attendance

[ Leave requests

- Halidays & calendar
FEES
B Collect fees

Wl Fee status

TRANSPORT

8, Drivers

COMMUNICATION

O Notices

ADMINISTRATION

&, My profile

Staff - AcadTrack

Q. Search students, teachers, drivers |CtiK Man, 9 Nov | [D Ask
Fees [ Collect fees
Collect fees
Pick a student, choose the fee types to pay, and submit the payment
Class * Section Student *
Class 6 v B v Tara Kulkarni v
(s
o TaraKulkarni
™ 236,000 outstanding across 1fee type(s) Payment Details
Payment Method * ]
Tuition Fee
= © 9 due(s) ¥36,000 Cash v
D 2028 Payment date *
uly Overdue 24,000
© Due 7/10/2026 11/08/2026 [m]
August 2026 Ere 24,000 Transaction No.
@ Due 8/10/2026
Optional
[} ?eplember 2026 Overdue 74,000
© Due 9/10/2026 Remarks
0 October 2026 Overdue 24,000 Optional
© Due 10/10/2026
0 November 2026 24,000 Pay in advance (optional)
© Due N/10/2026 "
0.00
December 2026
D @ Due 12/10/2028 74,000 Extra paid here is credited 1o the student and auto-applied 1o
upcoming dues as they arrive.
January 2027
. ry 4,000
© Due 110/2027
2 due(s) selected 8,000
February 2027
[) February 24,000 Total 28,000
© Due 2(10/2027

o B

S§ sana.staff Staff

(@ Side note v
Take a payment against a student's
dues and print the receipt.

BEFORE YOU START

- Fee assignments 422

GOOD TO KNOW
» Concessions are applied on the
student before collecting.

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




o Choose Submit payment.

m AcadTrack
dps

TEACHERS & STAFF

2 Teachers

{ Teacher assignments
T Teacher records ~
$ Accountants

@ Asset managers
ATTENDANCE & LEAVE

& Teacher attendance

& Leave requests

- Holidays & calendar

FEES
B Collect fees

Wl Fee status

TRANSPORT

8, Drivers

COMMUNICATION

0 Notices

ADMINISTRATION

2 My profile

Staff - AcadTrack

Q. Search students, teachers, drivers |CtriK

Class 6 v B

(s

Tara Kulkarni

o
= 236,000 outstanding across 1fee type(s)
E o Tuition Fee £36,000
9 due(s)
July 2026 Overdue ¥4,000
5 Due 7/10/2026
August 2026 Overdue 34,000
® Due 8/10/2026
0 September 2026 Overdue £4,000
© Due 9/10/2026
0 October 2026 Overdue ¥4,000
© Due 10/10/2026
November 2026
oM i ¥4,000
© Due N/10/2026
D December 2026 %4,000
@ Due 12/10/2026
January 2027
0 W ¥4,000
© Due 110/2027
February 2027
0 Fe ry 34,000
© Due 2/10/2027
(] March 2027 74,000
© Due 3/10/2027
h.

Mon, 9 Nov | [3 Ask [©) far $S sana.staff Staff
. Tara Kulkarni hd -
ara Rulkarmi (@ Side note ~
Take a payment against a student's
dues and print the receipt.
BEFORE YOU START
$ Payment Details - Fee assignments 427
.
Payment Method 500D TO KNOW
UPI/ Online - * Concessions are applied on the
student before collecting.
Payment date *
Hide side notes everywhere - reopen with ?
11/08/2026 [m] in the top bar
Transaction No.
UPI165583435
Remarks
Optional
Pay in advance (optional)
0.00
Extra paid here is credited to the student and auto-applied to
upcoming dues as they arrive.
2 due(s) selected 8,000
Total ¥8,000

Submit payme

(@ Each selected due is paid in full. Use the Fee Management
module for partial payments.

e The receipt opens, ready to print or share; the months now show as paid.

@ AcadTrack
dps

TEACHERS & STAFF

2~ Teachers

@ Teacher assignments
T Teacher records v
$ Accountants

© Asset managers
ATTENDANCE & LEAVE

(& Teacher attendance

[ Leaverequests

Halidays & calendar

FEES
B Collect fees

Il Fee status

TRANSPORT

2, Drivers

COMMUNICATION

0 Notices

ADMINISTRATION

8, My profile

Staff - AcadTrack

G

)

Q. Search students, teachers, drivers |CtriK

B e L LT
Class* Section
Class 6 v B

(s

Tara Kulkarni

o
~ ¥28,000 outstanding across 1fee type(s)
Tuition Fe
O o Jutontes 228,000
7 due(s) "
September 2026
(o) September Overdue 24,000
® Due 9/10/2026
[ October 2026 - 4,000
@ Due 10/10/2026
D November 2026 4,000
® Due 11/10/2026
D December 2026 24,000
© Due 12/10/2026
J 2027
) January 74,000
© Due 110/2027
D February 2027 4,000
® Due 2/10/2027
March 2027
) Mare 24,000

® Due 3/10/2027

Mon, 9 Nov
Student *
v Tara Kulkarni v

% Payment Details
Payment Method *

UPI/ Online v
Payment date *

11/08/2026 a

Transaction No.
Optional
Remarks

Optional

Pay in advance (optional)
0.00

Extra paid here is credited to the student and auto-applied to
upcoming dues as they arrive.

Total

0

(0 Each selected due is paid in full. Use the Fee Management
module for partial payments

Y
k ° Collected ¥8000.00 across 2 month(s).

@ Side note ~
Take a payment against a student's
dues and print the receipt.

BEFORE YOU START

- Fee assignments 422

GOOD TO KNOW

* Concessions are applied on the
student before collecting.

Hide side notes everywhere
in the top bar

reopen with ?




Send a notice

Tell parents, teachers or one class something.

0 Open Notices and choose Send notification. signed in as sana.staff

o

AcadTrack Q, Search students, teachers, drivers | CtriK Mon, 9 Nov | [ Ask S8 sana.staff Staff
ps
TEACHERS & STAFF School | Notifications ® Sside
ificati ' v Markall read ide note W
I Notifications 6 notifications - 6 unread =
~
Send notices to classes, teachers or
f@ Teacher assignments L inbox - 6 unread < Sent everyone; see what was sent.
T Teacher records A BEFORE YOU START
NOTIFICATION CATEGORY RECEN & ‘Stidentenrolment 103
$ Accountants
Welcome to the riew AcadTrack | Hide side notes everywhere - reopen with ?
© Asset managers [ ] 2 . — " Announcement 08 No’ in the top bar
L] Timetables, homework, attendance and fees are now live in the app. Sign in with y... O
ATTENDANCE & LEAVE New A \t: Fee reminder - N ber ir
®  The November tuition instalment is due by 10 November. Pay online through th el 08N
ie November tuition instalment is due lovember. Pay online throu e pa...
& Teacher attendance Y Y & P
[ Leave requests New Announcement: Parent-teacher meeting - 21 November
L] ) N . Announcement 08 No
PTM for all classes on Saturday 21 November, 9:00 to 12:30. Please book a slot wit...
“0- Holidays & calendar
New Announcement: Winter uniform from 1 December
[ ] i : “ B Announcement 08 No'
FEES Students should switch to the winter uniform (blazer and grey trousers / skirt) from...
B Collect fees
New Al ement: Mid Term ination schedule
[ ] 3 R Announcement 08 No
A Fee status Mid Term examinations for Classes 1to 10 run from 16 to 25 November. The date s...
TRANSPORT New Announcement: Annual Day 2026 - save the date
5 g Announcement 08 No
The Annual Day will be held on 19 December 2026 at the school auditorium. Rehea...
8, Drivers
Showing 1-6 of 6 Rows | 20 v

COMMUNICATION

L Notices

ADMINISTRATION

& My profile

Staff - AcadTrack

a Write a short title and the message.

Send notification
Delivered in-app, and by email if you tick the box.

itle *

e.g. Half day tomorrow

Message *

Write the message people will read...

Sendto* Category

Whole school General

[ Also send by email

Cancel




o Choose who receives it: the whole school, all teachers, all students, a class or one person. Tick email to send it by mail as well.

Send notification
Delivered in-app, and by email if you tick the box.

Title *
Sports day practice

Message *

Sports day practice runs every day next week from 2:30 to 3:30 pm.
Students should bring their sports kit.

Category

3
Whole school General

[] Also send by email

Cancel <7 Send notification

o Choose Send notification. It appears in the app and on the portal straight away.

Send notification

Delivered in-app, and by email if you tick the box.
Title *
Sports day practice

Message *

Sports day practice runs every day next week from 2:30 to 3:30 pm.
Students should bring their sports kit|

Sendto* Category

All students General

[_] Also send by email

Cancel <{ Send notification




End-to-end flows across roles

several

The same piece of work as it passes from one person to the next. Each flow runs on real records, in order.

Fees: billed, paid, seen by the parent

Dues are raised monthly; the office or accountant collects; the parent sees what is paid and due.

0 Accountant: Fee management lists every due with the fee head, month, amount billed, paid and remaining. signed in as sunita.rao

AcadTrack Q Search students, receipts.. Crl K Mon, 9Nov | [ Ask (@] o SR sunita.rac Accountant
dps
Fees | Fee management
88 Dashboard e @ Side note v
Fee management 8 fee heads
BILLING Collect fees, record payments, and track dues & late fines Fee heads, structures and dues,
read-only.

¢/
& Collect fees @ Dues =P ts
Hide side notes everywhere - reopen with ?

$ Fees in the top bar
~7 Advance fess ¥57,77,200  ¥27,92,000 794 162
Total billed Outstanding Pending dues Overdue
B Invoices
B Receipts

Q  Search by student or fee head...

¥ Refunds
STATUS | All (1664) Pending (794) Partial Paid
PAYROLL
€ Salary structures STUDENT FEE HEAD BILLING DUE DATE BILLED PAID REMAINING
2. Salary payments i
ol Divya Bhat .
DB Ciats s - - DO Tuition Fee Mar 2026 08 Mar 2026 5,000 25,000 0
INSIGHTS
Divya Bhat
Al Financial reports DB Class & - B - 2026-2027 Transport Fee Mar 2026 08 Mar 2026 21,800 21,800 0
SCHooL Fatima Khan 2
FK Olass A= H-Siae o057 Tuition Fee Mar 2026 08 Mar 2026 5,000 #5,000 0
& My profile
Imran Kulkarni "
IK Giact e B SOOI Tuition Fee Mar 2026 08 Mar 2026 35,000 25,000 0
Myra Gowda ot
MG Class & - B.- 2026-2027 Tuition Fee Mar 2026 08 Mar 2026 5,000 25,000 0
mg Myra Gowda TransportFee  Mar2026  08Mar2026 1,800 21,800 20
Class 8 - B - 2026-2027 ‘ !
Accountant - AcadTrack o
nm  Niknil Mehta Tuition Fee Mar2026  08Mar2026 %5000 25,000 20



e Payments shows every receipt with its method and reference.

AcadTrack Q Search students, receipts... Ctrl K Mon, @Nov | [ Ask (@] o SR sunita.rac Accountant
dps
oo p Fees | Fee management .
oa Dashboard @ Side note v
Fee management 8 fee heads
BILLING Collect fees, record payments, and track dues & late fines Fee heads, structures and dues,
read-only.

&4
& Collect fees ® Dues

Hide side notes everywhere - reopen with ?
Fees In the top bar

Advance fees ¥57,77,200 ¥27,92,000 794 162

Total billed Outstanding Pending dues Overdue

$
P
B Invoices
=]

Receipts
Q Search by student or fee head...

¥J Refunds
STATUS | All (1664) Overdue (162) Pending (794) Partial Paid

PAYROLL
£ Salary structures STUDENT FEE HEAD BILLING DUE DATE BILLED PAID REMAINING
2, Salary payments Di
— ivya Bhat .

DB Class & - B.- 2026-2027 Tuition Fee Mar 2026 08 Mar 2026 35,000 25,000 0
INSIGHTS

Divya Bhat

A1 Financial reports DB Class 8 - B - 20262027 Transport Fee Mar 2026 08 Mar 2026 21,800 #1,800 20
SCHooL Fatima Khan i

FK Ol A B St Tuition Fee Mar 2026 08 Mar 2026 5,000 ¥5,000 20
& My profile

Imran Kulkarni o
IK Crasea e SOPR T Tuition Fee Mar 2026 08 Mar 2026 5,000 25,000 0

Myra Gowda g
MG DL e Tuition Fee Mar 2026 08 Mar 2026 5,000 25,000 0
mg Myra Gowda Transport Fee  Mar2026 08 Mar2026 1,800 21,800 0
Class 8 - B- 2026-2027 ‘ '
Accountant - AcadTrack e
nm  Nikhil Mehta Tuition Fee Mar2026 08 Mar2026 35000 25000 0

e Parent or student: Fees shows billed, paid and outstanding by month, with receipts. signed in as daniel.mehta.class6b0

AcadTrack Q Search... Gtrl K Mon, 9 Nov | [ Ask ® gn DM  daniel.mehta.class6b0 Student
dps
28 Dashboard @ Side note 9]
B January 2027 fee 31,800 — 31,800 10 Jan 2027 Due View
ACADEMICS Dues, payments and receipts.
® Planner 7 December 2026 fee ¥4,500 — 4,500 10 Dec 2026 Due View Hide side notes everywhere - reopen with ?
in the top bar
0 Assignments i
8 December 2026 fee 31,800 — 31,800 10 Dec 2026 Due View
B Date sheet
Q Results 9 November 2026 fee 1,800 — 1,800 10 Nov 2026 Due View
ME 0 November2026fee 74,500 - 24,500 10 Nov 2026 Due View
B Leave
$ vy m October 2026 fee 1,800 1,800 — 10 Oct 2026 Paid View
T Bus 12 October 2026 fee 74500 24500 — 10 Oct 2026 Paid View
8, Profile
13 September 2026 fee 1,800 1,800 — 10 Sept 2026 Paid View
14 September 2026 fee 74,500 34,500 — 10 Sept 2026 Paid View
15 August 2026 fee 74,500 24,500 — 10 Aug 2026 Paid View
16 August 2026 fee 1,800 31,800 — 10 Aug 2028 Paid View
17 July 2026 fee ¥4,500 24,500 —_ 10 Jul 2026 Paid View
18 July 2026 fee 1,800 31,800 — 10 Jul 2026 Paid View
student AcadTrack 19 June 2026 fee #,800 #1800 — 10 Jun 2026 Paid View




