ACADTRACK USER GUIDE

Transport in-charge guide

Step-by-step tutorials for the transport in-charge 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.
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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
dps
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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

@ AcadTrack
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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
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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 )=
83 Dashboard Good morning, dps Students | Date sheets | ?@ Side note v ]
Monday, 9 November 2026 \
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&, Students 103 50 25 in the top bar

2 leave requests waiting for a decision

Students Teachers Classes
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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

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
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REASON

Fever and cold

Family wedding
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P Ask D dps Admin
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School-wide view: people, fees,
leave and what needs a decision.

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




Transport in-charge

vikram.rao

Routes and stops, the fleet, drivers, and which student rides which bus.

Check routes and stops

| Each route lists its stops in order with pickup and drop times.

° Routes lists every route with its start, end and distance. Add route creates one.

AcadTrack

dps

28 Dashboard

Q. Search students, teachers, drivers

Ctrl K

Transport / Routes

Routes 5 routes - 5 active

TRANSPORT

8, Drivers

Q Search route name, code, locations... Al

Ch Fleet
<o Routes
-

‘& Student transport

ADMINISTRATION

2 My profile

Staff - AcadTrack

Define transport routes and manage their stops

Active

Route 1- Koramangala Rr1  Active

@ Koramangala — ©& Demo Public School 12.5 km

Route 3 - JP Nagar "3  Active

@ JP Nagar — @ Demo Public School 9km

ROUTE2 &1z
® SCHOOL GATE1 — @ SCHOOL GATE 3

Active

15 km

Route 2 - Indiranagar r2  Active

@ Indiranagar — @& Demo Public School 15 km

ROUTE1 =rm1
@ SCHOOLGATE1 — & SCHOOLGATE2 20km

Active

signed in

Inactive

<

<

<

as vikram.rao

Mon, 9 Nov

fs] + Add route

o]
Stops £ W
Stops 2 W
Stops & o)
Stops | /W

A Ask

[©)] @E VR vikram.rao Staff
() Side note ~

Routes and their stops in order, with
pickup times.

BEFORE YOU START

~ Vehicles 4
NEXT

Drivers

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




e Stops of a route, in order, with pickup and drop times.

m AcadTrack
dps

83 Dashboard
TRANSPORT
8, Drivers
Ch Fleet

< Routes

= Student transport

ADMINISTRATION

2 My profile

Staff - AcadTrack

@ AcadTrack
dps

28 Dashboard
TRANSPORT
8, Drivers
b Fleet

< Routes

-

= Student transport

ADMINISTRATION

2 My profile

Staff - AcadTrack

©

Q. Search students, teachers, drivers

Ctrl K

Transport / Routes

Routes 5 routes - 5 active

Define transport routes and manage their stops

Mon, 8 Nov

Dask (@ J_lo

VR vikram.rao Staff

(@ Side note ~

o + Add route

Routes and their stops in order, with

Vehicles, insurance, documents and service records

pickup times.
Q. Search route name, code, locations... All Active Inactive BEFORE YOU START
-~ Vehicles 4
Route 1- Koramangala r1  Active z & NEXT
@ Koramangala — ©® Demo Public Scheol 12.5 km Drivers
Route Stops (4) Hide side no[e§ everywhere - reopen with
in the top bar
o Koramangala Sth Block 7 B
12.949435, 7764221
o Forum Mall Junction
12.953231, 77.600508 - [
o Madiwala Market
12.967838, 77.630015 < [
Hosur Road Signal
o 12.944066, 77614317 4 o
Route 3 - JP Nagar ®3  Active
i _ _ ~ Stops & o]
@ JP Nagar — © Demo Public School 9km
< ROUTEZ2 RT2  Active s p 3
~ Stops
® SCHOOL GATE1 — @ SCHOOL GATE3 15km
Route 2 - Indiranagar R2  Active
v _ v stops | £ W
@ Indiranagar — & Demo Public School 15 km
e Fleet: each vehicle with capacity, insurance, fitness, maintenance and fuel logs.
Q Search students, teachers, drivers | CtrlK Mon, 9 Nov [ Ask [©) ;_._B VR vikram.rao Staff
Transport | Vehicles
. () Side note ~
Vehicles 4in fleet

Q

Types & brands

Buses, with documents, insurance,
maintenance and fuel.

4 0 4 2 HOW IT GOES
Active Under maintenance GPS enabled Air-conditioned 1. Add the vehicle.
2. Add a route and its stops. Routes —
3. Assign a driver and a route.
Q_ Search vehicle number, name, type... STATUS | All Active Inactive Maintenance Drivers —
4. Assign students to stops.
FUEL | All Petrol Diesel CNG Electric NEXT
Routes Drivers
# VEHICLE TYPE /| BRAND FUEL SEATS FEATURES STATUS ACTIONS
Hide side notes everywhere - reopen with ?
dshasdfh BUS in the top bar
shgs. 5
1 aUs 001 TATA - SPRINTER Diesel 40 GPS AC Active @ 7 | @
KAG1AB1234 BUS .
2 cehool Bt TATA - Starbus Diesel 40 GPS Active ® 7
KAB5MNAS521 BUS i
3 Diesel 42 GPS Active
School Bus 2 Ashok Leyland - Sunshine @ 4 Lc]
KAG3XY7788 Van .
4 Diesel 16 GPS AC Active
School Van 1 Force Motors - Traveller @ 7|8



Put a student on a bus

Give a student a vehicle, route and stop.

0 Transport assignments has three tabs: driver to vehicle, vehicle to route, and students. Open Student Transport. signed in as vikram.rao

@ AcadTrack
dps

88 Dashboard

TRANSPORT
S, Drivers
Ch Fleet
<5 Routes
-

< Transport assignments

ADMINISTRATION

2 My profile

Staff - AcadTrack

o Choose Assign.
@ AcadTrack
dps

83 Dashboard
TRANSPORT
&, Drivers
Cb Fleet

< Routes

 Transport assignments

ADMINISTRATION

&, My profile

Staff - AcadTrack

Q. Search students, teachers, drivers

Transport / Assignments

Transport assignments

Ctrl K

Assign drivers to vehicles, vehicles to routes, and students to transport

2 Driver — Vehicle

Q Search driver or vehicle...

# DRIVER VEHICLE

Q. Search students, teachers, drivers

Transpert | Assignments

Transport assignments

Eb Vehicle — Route

Ctrl K

& Student Transport

FROM TO

TYPE

Primary

Primary

Primary

Assign drivers to vehicles, vehicles to routes, and students to transpert

2, Driver — Vehicle

Q Search student, vehicle or route...

# STUDENT VEHICLE

2

©

tb Vehicle — Route

ROUTE

& Student Transport

PICKUP DROP STATUS

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Q

Mon, 9 Nov

ACTIONS
-
s 8
s 8

Mon, 9 Nov

ACTIONS
-
-
-
PN |
-]
-]
-]
-]
PN |
|

[ Ask

[ Ask

[©] a_ VR vikram.rao Staff
(3 side note v

Driver to vehicle, vehicle to route,
student to stop.

BEFORE YOU START

-~ Vehicles 4

~ Routes 5

- Drivers 5

~ Students 105

GOOD TO KNOW

* Parents see the bus live only once a
driver is assigned and has the app
open.

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

o 9@

VR vikram.rao Staff

@ Side note ~

Driver to vehicle, vehicle to route,
student to stop.

BEFORE YOU START

- Vehicles 4

- Routes 5

- Drivers 5

~  Students 105

GOOD TO KNOW

* Parents see the bus live only once a
driver is assigned and has the app
open.

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




o Search and pick the student.

o  New student transport assignment %
Assign a student 1o a route & vehicle

STUDENT * VEHICLE *
elect student... Select vehicle... v

ROUTE

Select route...
PICKUP STOP DROP STOP

Stop name Stop name
PICKUP TIME DROP TIME

et e ® wpem m ®
EFFECTIVE FROM EFFECTIVE TO

mm/ddfyyyy (=] mm/dd/yyyy =]

Assignment is Active

Cancel + Create assignment

o Pick the vehicle, the route and the pickup and drop stops.

o New student transport assignment %
Assign a student to a route & vehicle

STUDENT * VEHICLE *
[ Karthik Sharma - LKG - A x|~ J lect vehicle... -
ROUTE

Select route...
PICKUP STOP DROP STOP

Stop name Stop name
PICKUP TIME DROP TIME

weime R o]
EFFECTIVE FROM EFFECTIVE TO

mm/ddfyyyy =] mmj/dd/yyyy a

Assignment is Active

Cancel Create assignment




o Choose Create assignment. The student's Bus page and the parent app now show the route, stop and live bus position.

o  New student transport assignment

X
Assign a student 1o a route & vehicle

STUDENT * VEHICLE *

Karthik Sharma - LKG - A ( KAOSMN4521— School ... X
ROUTE

R2 — Route 2 - Indiranagar
PICKUP STOP DROP STOP

Domiur Domiur
PICKUP TIME DROP TIME

et e ® wpem m ®
EFFECTIVE FROM EFFECTIVE TO

mm/ddfyyyy (=] mm/dd/yyyy =]

Assignment is Active

5

+ Create assignment




