ACADTRACK USER GUIDE

School admin guide

Step-by-step tutorials for the school admin 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 School admin
o Check the school at a glance
o Find any office screen from your menu
o Create a role and give it to a staff member
o Reset someone's password
o Puta studentin a class

o Update the school's details



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




School admin

dps

The school admin owns setup and access: who can sign in, what each role can do, and the school's details.

Check the school at a glance

| See numbers, fee collection and what needs a decision today.

a The dashboard shows students, teachers and classes, fee collection, and what needs attention today. signed in as dps

AcadTrack Q Search students, teachers, staff... ClK Mon, 9 Nov | [ Ask ® E.o D dps Admin
dps
Easboer Good morning, dpS Students Date sheets @ side note e
Monday, 9 November 2026
ADMISSIONS & STUDENTS School-wide view: people, fees,
leave and what needs a decision.
A+ Admissions School at a glance %eeds attention )
Hide side notes everywhere - reapen with ?
2, 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

868 632 164

® 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
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
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 o . .
3 Nikhil Kumar Travelling with parents 18 Nowv 19 Nowv Pending



e Leave requests waiting for a decision are listed here; open one to approve or reject it.

AcadTrack Q Search students, teachers, staff... ctri K Mon, 9 Nov | D Ask ® P D dps Admin
dps
Fee collection
8 Dasboard 868 632 164 ® sicensie :

Upcoming holidays

Paid Pendin Overdue . .
ADMISSIONS & STUDENTS 9 School-wide view: people, fees,
o0 Admi Christmas 25 Dec leave and what needs a decision.
& missions Open fees s ' .
. ide side notes everywhere - reopen wit)
28D
2, Students Winter break ec T the 100 bar
Makar Sankranti 14 Jan
2+ Student enrolment
Republic Da 26 Jan
~7 Promote students P ¥
Maha Shivaratri 6 Mar
© Student addresses
Holi 22 Mar
ACADEMICS & TIMETABLE
] Sessions
O Classes Leave requests
# STUDENT REASON FROM TO STATUS
+ Sections
m Subjects 1 ALl KHAN Fever and cold 3 Nov 4 Nov Approved
<
£ Departments 2 Aadhya Kulkarni Family wedding 12 Nov 13 Nov Approved
@ Timetable ~
3 Nikhil Kumar Travelling with parents 18 Nov 19 Nov Pending
EXAMS & RESULTS
Athany Verma Dental appointment £ Ny Zhay
1 Exam management ]
B Date sheets 5 Mitya Kulkarni Not well 7 Nov 8 Nov Pending
> Exam types X ) . .
51 Daniel Mehta Fever since last night; doctor advised two days of rest. 11 Now 12 Nov Approved
TEACHERS & STAFF
Page 1of 1 Rows 10 v

Admin - AcadTrack



Find any office screen from your menu

| The admin works on every office screen; the menu is grouped by what the work is for.

Your menu is grouped by function: Admissions & students, Academics & timetable, Exams & results, Teachers & staff, Attendance &
leave, Fees, Transport, Campus, Communication and Administration. Every office screen opens for you, here Collect fees. signed in as dps

AcadTrack Q  Search students, teachers, staff... Crl K Mon, @ Nov | 3 Ask (@) gm D dps Admin
dps
Fees | Collect fees .
@ Office staff @ Side note v
Collect fees
$ Accountants Pick a student, choose the fee types to pay, and submit the payment Take a payment against a student's
dues and print the receipt.
@ Asset managers ) ) R
Class Section Student BEFORE YOU START
ATTENDANCE & LEAVE Select class v Select class first v Select class first v ~ Fee assignments 422
(& Teacher attendance — GOOD TO KNOW
~ » Concessions are applied on the
[ Leave requests student before collecting.
& Holidays & calendar Hide side notes everywhere - reopen with ?
in the top bar
FEES
$ Fee setup Select a student to view their outstanding fee types

B Collect fees

I Fee status

B Due-date settings
TRANSPORT

S, Drivers

Ch Fleet

<5 Routes

= Student transport
CAMPUS

£ Floors

Admin - AcadTrack




e Office screens such as Admissions keep your admin menu and your Admin badge in the top bar.

AcadTrack

dps

83 Dashboard

ADMISSIONS & STUDENTS

2+ Admissions

2 Students

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

B Classes

+ Sections

P Subjects

£ Departments

@ Timetable

EXAMS & RESULTS

] Exam management
B Date sheets

©C Examtypes

TEACHERS & STAFF

Admin - AcadTrack

Q Search students, teachers, staff...

People |/ Admissions

Admissions

16 open - 1follow-ups overdue

CtrlK

o2 Share enquiry form

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
Rajesh Malhotra

935245484

@ 5Nov od

Aditi Kapoor
Mursery « Website
% Sunil Kapoor - 8855614345

11 Nov od

Hansika Rao
LKG - Phone
% Anil Rao - 9830476546

15 Nov 0d

1} Settings

APPLIED 2

Mahira Sayyed
Class 3 - Website
%, Farhan Sayyed - 9848558074

10 Nov 0d

Rudra Shenoy
Class 6 - Referral
% Shilpa Shenoy - 9894401974

10 Nov od

Q Child, parent, phone or admissiol

Mon, 8 Nov

& Import

] 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 - 9877261511 %S

10 Nov od 10

D Ask ®

@

D dps Admin

(@ 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 par
class and where enquiries stall.

NEXT
Student enrolment

Fee structures

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




Create a role and give it to a staff member

Make an "Academic office" role that can run exams and promote students, then move a staff member into it.

° Open Roles & access. Each user type has a default role; schools add their own roles beside them. signed in as dps

e

AcadTrack Q Search students, teachers, staff... criK Mon, 9 Nov | D Ask D dps Admin
ps

$ Fee setup School / Roles & access

Roles & access 13 roles - 8 user types
Each user type has a default role with its full set of permissions. Add roles with fewer permissions and What each kind of user may do.
i Fee status name them your way. Default roles exist; add narrower
ones and name them your way.

(@ Side note v

B Collect fees + Add role

i

& Due-date settings Admin -1 Staff -6 Teacher - 1 Student -1 Parent -1 Accountant - 1 Asset manager - 1
GOOD TO KNOW
TRANSPORT Driver -1 * Someone can hold an Admin or Staff
role beside their own and switch from
8, Drivers the top bar.
o o Admin Default 38/38 permissions &1 | £ | 1 Hide side notes everywhere - reopen with ?
eet Administrator with full access to tenant system in the top bar
< Routes

MNew admin accounts are placed in the default role. Use “Change role” on the Users page to move someone.
= Transport assignments

CAMPUS
£ Floors

[/ Rooms

@ Room types
COMMUNICATION
0 Notices
ADMINISTRATION
8, User accounts
O Roles & access

8% School settings

Admin - AcadTrack

a Choose the user type the role is for. Staff roles are for office people.

New role
Pick the user type, name the role, then untick what it should not do.

ser type Role name *

Admin v ] [ e.g. Front desk, Exam cell, Class teacher

Description
‘What this role is for (shown to admins only)
Active — people holding this role can sign in and use it

PERMISSIONS - ADMIN Selectall Clear

Dashboard - 1/1 Al

View the office dashboard

Academics - 6/6

Academic sessions
Create and set the current session

Classes and sections

Subjects

Departments

Promote students
End-of-session promotion, class ladder, transfer certificates

Student enrolment
Map students to classes and roll numbers

38 of 38 permissions




o Give the role a clear name and say what it is for.

New role
Pick the user type, name the role, then untick what it should not do.

User type ole name *

Staff k.g. Front desk, Exam cell, Class teacher

Description

What this role is for (shown to admins only)

Active — people holding this role can sign in and use it

PERMISSIONS - STAFF Selectall Clear

Dashboard - 1/1 Al

View the office dashboard

Academics - 6/6

Academic sessions
Create and set the current session

Classes and sections
Subjects
Departments

Promote students
End-of-session promotion, class ladder, transfer certificates

Student enrolment
Map students to classes and roll numbers

34 of 34 permissions

o A new role starts with everything ticked. Choose Clear, then tick only what this role needs.

New role
Pick the user type, name the role, then untick what it should not do.

User type Role name *

Staff Academic office

Description

[ Exams, results, enrolment and the end-of-year promotion|

Active — people holding this role can sign in and use it

PERMISSIONS - STAFF Selectall

Dashboard - 1/1

View the office dashboard

Academics - 6/6

Academic sessions
Create and set the current session

Classes and sections

Subjects

Departments

Promote students
End-of-session promotion, class ladder, transfer certificates

Student enrolment
Map students to classes and roll numbers

34 of 34 permissions




o Here: the office dashboard, student enrolment, promotion, exams and date sheets.

New role
Pick the user type, name the role, then untick what it should not do.

User type Role name *
Staff Academic office

Description

Exams, results, enrolment and the end-of-year promotion

Active — people holding this role can sign in and use it

PERMISSIONS - STAFF Selectall Clear

Dashboard - 0/1 [ An

View the office dashboard

Academics - 0/6

Academic sessions
Create and set the current session

Classes and sections
Subjects
Departments

Promote students
End-of-session promotion, class ladder, transfer certificates

Student enrolment
Map students to classes and roll numbers

0 of 34 permissions

o Then add browsing timetables, and choose Create role.

New role
Pick the user type, name the role, then untick what it should not do.

Classes and sections
Subjects
Departments

Promote students
End-of-session promotion, class ladder, transfer certificates

Student enrolment
Map students to classes and roll numbers

Timetable - 0/3

Create and edit timetables

Browse timetables

Shift templates, periods and days

People - 0/10

Admissions
Enquiries, applications, documents, offers and converting to students

Students
Add, edit and remove students

Teachers
Drivers

Accountants

5 of 34 permissions




° The new role is listed under Staff with its permission count.

@

AcadTrack Q Search students, teachers, staff... ctri K Mon, 9 Nov | D Ask ® D dps Admin
dps
$ Feesetup School | Roles & access .
Rol & (@ Side note ~
5 Collect fees oles & accessS 13 roles - 8 user types + Addrole
Each user type has a default role with its full set of permissions. Add roles with fewer permissions and What each kind of user may do.
i Fee status name them your way. Default roles exist; add narrower
ones and name them your way.
£ Due-date settings Admin -1 Staff - 6 Teacher -1 Student - 1 Parent -1 Accountant - 1 Asset manager - 1
GOOD TO KNOW
TRANSPORT Driver -1 * Someone can hold an Admin or Staff
role beside their own and switch from
S Drivers the top bar.
Staff Default 34/34 permissions 2,6 | £ 8 Hide side notes everywhere - reopen with ?
Eb Fleet Staff member with limited access In the top bar
< Routes
= Transport assignments i i .
1 p 9/ 0 Academic office 6/34 permissions &1 | Z | O
Exams, results, enrolment and the end-of-year promotion
CAMPUS
< R Not included: Academic sessions - Classes and sections - Subjects - Departments - Create and edit timetables - Shift
€ Floors ) . .
= templates, periods and days * Admissions + Students - Teachers - Drivers + Accountants + Asset managers - Teacher
@ Rooms assignments - Teacher academic and experience records - Teacher attendance - Student and teacher addresses -

Approve or reject student leave + Holidays and calendar - Fleet: vehicles, documents, maintenance + Routes and stops
Driver, vehicle and student transport assignments - Floors, rooms and room types - Fee heads, structures and

@ Room types ) )
assignments * Collect fees - Fee status and dues * Due-date and late-fee rules - Send notices - Roles and access

COMMUNICATION

Q Notices 0 Admissions desk 4/34 permissions &1 | £ O | @
Admissions desk (school-defined)

ADMINISTRATION

Mot included: Academic sessions - Classes and sections - Subjects - Departments - Promote students - Student

enrolment « Create and edit timetables * Browse timetables - Shift templates, periods and days - Teachers - Drivers +

Accountants - Asset managers - Teacher assignments - Teacher academic and experience records - Teacher

attendance - Student and teacher addresses + Approve or reject student leave + Holidays and calendar - Exams, grade

bands and results - Date sheets - Fleet: vehicles, documents, maintenance - Routes and stops - Driver, vehicle and

student transport assignments * Floors, rooms and room types * Fee heads, structures and assignments - Collect fees +

&, User accounts
O Roles & access

8% School settings
Fee status and dues - Due-date and late-fee rules - Roles and access

Admin - AcadTrack

e Now open Users and find the person. Every login in the school is here.

@

AcadTrack Q Search students, teachers, staff... Ctri K Mon, 9Nov | [ Ask | (@ D dps Admin
dps
$ Fee setup Admin | Users ® sid t
ide note v
Users 180 users

B Collect fees

Every login in the school: status, last
i Fee status Search by username or email... ] sign-in and role.

GOOD TO KNOW

9 Due-date settings

# USERNAME EMAIL ROLES LAST LOGIN STATUS * “Change role” moves someone to a
TRANSPORT narrower role of the same type, or
adds an Admin/Staff role beside it.
. 1 a abc@yopmail.com Teacher Never Active L
o
8, Drivers NEXT
b Fleet Roles
2 aadhya.khan.class8a5 aadhya.khan.classBaS@example.com Student Never Active i
<2 Routes Hide side notes everywhere - reopen with ?
in the top bar
< Transport assignments 3 aadhya.kulkarni.lkgaS aadhya.kulkarni.lkgaS@example.com Student Never Active <
CAMPUS
4 aadhya.pillai.class4a5 aadhya.pillai.class4a5@example.com Student Never Active <
€ Floors
@ Rooms
S aadhya.rao.class5a3 aadhya.rao.classSa3@example.com Student Never Active <
@ Room types
COMMUNICATION [ aarav.joseph.class2a0 aarav.joseph.class2a0@example.com Student Never Active <
O Motices
7 abdul .rahman rahmani23@gmail.com Teacher Never Active <
ADMINISTRATION
8, User accounts . , n
= 8 abdul.rasheed abdul.rasheed@driver.local Driver Never Active <
O Roles & access
& School settings 9 acd hussain@yopmail.com Student Never Active <
Admin - AcadTrack 10 aditya.chawla aditya.chawla@gmail.com Teacher Never Active <



o Choose the shield to change their role.

AcadTrack Q Search students, teachers, staff... criK Mon, 8 Nov | [ Ask ® iy D dps Admin
dps
$ Fee setup Admin / Users
(@ Side note ~

B Collect fees Users 1users

Every login in the school: status, last
Il Fee status Q  neha.joshi x sign-in and role.

£ Due-date settings GOOD TO KNOW

USERNAME EMAIL ROLES LAST LOGIN STATUS ® “Change role” moves someone to a
narrower role of the same type, or
TRANSPORT
2 adds an Admin/Staff role beside it.
o ) neha.joshi neha.joshi@example.com Academic office 11/9/2026, 12:52:29 AM Active @
&, Drivers | NEXT
Ch Fleet Roles
Showing Hof 1 Rows 10

o Routes Hide side notes everywhere - reapen with ?

in the top bar

2 Transport assignments

CAMPUS
€ Floors

@ Rooms

@ Room types
COMMUNICATION
0 Notices
ADMINISTRATION
&, User accounts
O Roles & access

8% School settings

Admin - AcadTrack

@ Pick the new role. Only roles of the person's own user type are offered.

9] Change role
neha.joshi - Staff

ole

Academic office - 6 permissions ~ ]

Only staff roles are offered: an account keeps its user type. The
change applies at the next sign-in.

ADDITIONAL ROLES

Add an Admin or Staff role... Add

Someone with several roles switches between them from their

name in the top bar.
Cancel Move to this role




0 Choose Move to this role. It applies the next time they sign in.

9] Change role
neha.joshi - Staff

Role

Academic office - 6 permissions

Only staff roles are offered: an account keeps its user type. The
change applies at the next sign-in

ADDITIONAL ROLES

Add an Admin or Staff role... Add

Someone with several roles switches between them from their
name in the top bar.

Move to this role




Reset someone's password

A user is locked out or forgot their password.

0 In Users, search for the person. signed in as dps

.Ee

> Student transport
CAMPUS

€ Floors

@ Rooms

@ Room types
COMMUNICATION

L0 Notices
ADMINISTRATION

8, User accounts
O Roles & access

Schoal settings

Admin - AcadTrack

AcadTrack Q Search students, teachers, staff... ctriK Mon, @ Nov | [Q Ask ® D dps Admin
dps
$ Fee setup Admin | Users .
U @ Side note ~
5 Collect fees Sers 178 users
Every login in the school: status, last
I Fee status Search by username or email... ] sign-in and role.
4 Due-date settings GOOD TO KNOW
# USERNAME EMAIL ROLES LAST LOGIN STATUS * “Change role” moves someone to a
TRANSPORT narrower role of the same type, or
adds an Admin/Staff role beside it.
. 1 a abc@yopmail.com Teacher Never Active <
o
&, Drivers NEXT
b Fleet Roles
2 aadhya.khan.class8a5 aadhya.khan.class8a5@example.com Student Never Active <
<2 Routes Hide side notes everywhere - reopen with ?
in the top bar
2 Student transport 3 aadhya.kulkarni.lkga5 aadhya.kulkarni.lkgaS@example.com Student Never Active 4
CAMPUS
4 aadhya.pillai.class4a5 aadhya.pillai.class4a5@example.com Student Never Active <
£ Floors
@ Rooms
S aadhya.rao.class5a3 aadhya.rao.class5a3@example.com Student Never Active <
@ Room types
COMMUNICATION 6 aarav.joseph.class2a0 aarav.joseph.class2a0@example.com Student Never Active <
0 Notices
7 abdul .rahman rahmani23@gmail.com Teacher Never Active 4
ADMINISTRATION
9, User accounts ; - ,
~ 8 abdul.rasheed abdul.rasheed@driver.local Driver Never Active Id
O Roles & access
{-?} School settings 9 acd hussain@yopmail.com Student Never Active <
Admin - AcadTrack 10 aditya.chawla aditya.chawla@gmail.com Teacher Never Active <
e Choose the key to reset the password.
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dps
$ Fee setup Admin | Users .
U (@ Side note ~
B Collect fees Sers 1users
Every login in the school: status, last
i Fee status . daniel.mehta.class6b0 X sign-in and role.
9 Due-date settings GOOD TO KNOW
EMAIL ROLES LAST LOGIN STATUS * “Change role” moves someone to a
narrower role of the same type, or
TRANSPORT
2 adds an Admin/Staff role beside it.
5 ) 5b0 daniel.mehta.class6b0@example.com Student 1/9/2026, 12:50:28 AM Active @ 0| &
& Drivers NEXT
b Fleet Roles
Showing +10f 1 Rows 10 v
< Routes Hide side notes everywhere - reopen with ?
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o Type a new password, or leave it empty to generate a strong one. Untick the box if they

& Reset password
daniel.mehta.classéb0
lew password

pty to generate one

At least 8 characters. Empty generates a strong random
password.

Ask the user to change it at the next sign-in

Also clears any sign-in lockout. Existing sessions stay signed in

until their token e
Cancel Reset password

o Choose Reset password. The password is shown once; share it with the person. Any sign-in lockout is cleared too.

g Reset password
daniel ita.class6b0
MNew password

Demo@2026!

At least B characters. Empty generates a strong random
password.

O Ask the user to change it at the next sign-in

Also clears any sign-in lockout. Existing sessions stay signed in

untll their token ex
Cancel Reset password




o Copy it and choose Done.

& Reset password
daniel.mehta.classéb0

Share this with daniel. mehta.class6b0 now. Itis
shown only once and is not emailed.

Demo@2026!




Put a student in a class

Enrol a student into a class and section for this session.

0 Student enrolment lists who sits in which class this session, with roll numbers. signed in as dps

AcadTrack Q Search students, teachers, staff.. culK Mon, §Nov | B Ask | | (3 .jn D dps Admin
ps

People [ Student enrolment

@ Side note v
Student enrolment 103 enrolments + Assign class

ADMISSIONS & STUDENTS 102 students across 19 classes Enrol students into classes for the
session.

28 Dashboard

2+ Admissions i
Q Search by student, class, section or roll no... Sorted by student, Ato Z BEFORE YOU START

o
2, Students « Academic session 3

- " o
'g". Student enrolment # STUDENT CLASS ROLL NO. SESSION ACTIONS Classes 25
- Sections 4

~7 Promote students 1 AK  Aadhya Khan Class 8- A 6 2026-2027 Z o ~ Students 103
® Student addresses NEXT
2 AK  Aadhya Kulkarni LKG - A 5 2026-2027 B o Fee assignments = Timetables

ACADEMICS & TIMETABLE

Hide side notes everywhere - reopen with ?

Sessions :
8 3 AP Aadhya Pillai Class4-A 6 2026-2027 % o In the top bar
O Classes
<+ Sections - AR  Aadhya Rao Class5-A 4 2026-2027 {"_,I i)
D Subjects
5 AJ  Aarav Joseph Class 2 - A 1 2026-2027 ® W
€ Departments
D Timetable & & AR Aditya Reddy Mursery - A 5 2026-2027 % @
EXAMS & RESULTS
7 AS  Aditya Sheikh Class1- A 3 2026-2027 4 0]
] Exam management
Datemneets 8 AH Advik Hegde Class9-A 3 2026-2027 “ b
© Exam types
9 AK  Advik Khan Class8-A 5 2026-2027 B o
TEACHERS & STAFF
Admin - AcadTrack 0 AK  Advik Kulkarni Class7-B 5 2026-2027 “ W

a Pick the student, the class and section, and a roll number, then save. Attendance, fees and timetables now include them.

o %smgn Student to Class

Section follows the class — no separate picker

Student *

Search by name or email...

Academic Class *

Select a class...
Roll Number (optional)
# eg.24
Academic Session (optional)

Leave empty to use the current session

(2 A student can have only one class per session. If they're already assigned for the chosen session, use Change class
from the list instead.

Cancel Assign class




Update the school’s details

Name, contact and address used across the portal and on letters.

0 School settings hold the name, contact details, address and time zone. Save after changing them. signed in as dps

AcadTrack

dps
$ Fee setup
B Collect fees
W Fee status
4 Due-date settings
TRANSPORT
8, Drivers
Ch Fleet
<& Routes
% Student transport
CAMPUS
£ Floors
@ Rooms
@ Room types
COMMUNICATION
0 Notices
ADMINISTRATION
8, User accounts
O Roles & access

{8} School settings

Admin - AcadTrack

(1]

Q Search students, teachers, staff... Ctrl K

School identity dps.acadtrack.com

Shown on your school's sign-in page and in the
emails the platform sends on your behalf.

D

@& Upload logo

PNG, JPG, SVG or WebP, up to 2 MB. Square works best.

School name *
dps

Tagline

e.g. Learning for life
One line under the school name on the sign-in page
Office email

Office phone

dps@yopmail.com 8957140590

Mon, 9 Nov

School information

Contact email

office@demo-public-school.example.com

Phone

080-4000-1234

Address

12, Hosur Road, Koramangala, Bengaluru 5600

Timezone

India (IST, UTC+5:30) v

Save ch

Preferences

Stored in this browser only. They do not
change other users or the server.

Email notifications
Receive alerts for leave requests, fee
reminders, and announcements

Auto logout on inactivity

Automatically sign out after 30 minutes of ()

inactivity

8

.Ee

Dask (3 D dps Admin

( Side note ~
School name, logo, login page
identity.
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