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 1. Login to Clobas using the URL provided by CLOBAS. 

Enter the User Id, Password and click on login button. 
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After login to the portal, the below home page screen is shown: 

 

 

 To update the contents of the home page, click on admin module and use the menu items 

in the Manage Home Page to update the respective sections in the home page.  

Clicking on the Admin Module one can see the following screen: 
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Select the menu which to create/update. 

Manage Home page: 
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  Manage Cool links 

 

Navigate through Admin Module -> Manage Homepage -> Manage Cool links 

Cool links is the section where one can provide useful links to the students to help them in 

learning and the staff in using effective teaching techniques. 

 

Search Cool links: 

Enter the cool link name/URL and then click on search button. 

Create cool links: 

To create new cool link, click on Create Cool Link hyperlink in the right top corner of the 

page. 

Enter the name, cool link URL, start date, end date, the description and click on save and 

post button. 
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Then click on Save and Post this Notice to choose the Role, Class, Section and group of users 

who should view the notice. 

 

 

There are two buttons: 

1. Back: Moves back to the previous page. 

2. Post: Post the Notice to the selected users.  
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After posting the notice, it can be viewed in the important link in the mobile app and Cool 

links in the Web portal. 

 “Record inserted successfully” message is shown on successful creation of the new link. 

Update cool links: 

Select the cool link name to update from the search screen and  

Update the required fields and click on update button. 

 “Record Update successfully” message is shown on successful update operation. 

 

Delete Cool Links: 

1. Manage Cool link   Search the cool link and click on delete to delete the 

unwanted cool link. 

 

A confirmation message is shown and click on OK button to confirm the delete operation. 

Click on cancel button to cancel the delete operation. 
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 “Record Deleted Successfully” message Is shown on successful delete operation. 

 

Cool links in the Home page are as shown below: 

  

Manage Notices 
Manage Notices section is used to display/manage the important information which is 

shared with the members of the organization, either all members or particular to students 

or staff. 

There are four types of notices: 

1. Flash News 

2. General Notices 

3. Thought for the week 

4. E-Circulars 
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By default, all created notice types are shown as seen in the below search screen: 

Select the notice type, start date and end date and then click on search button to list all the 

notices under the selected category within the given date range. 

 

Navigate through Admin Module -> Manage Homepage ->Manage Notices 

 

Click on Create Notice to create new Notice Type. 

Enter the notice type, notice subject, start date and end date then click on save button. 

Document for attachment:  

Document files: Pdf, .doc,.xls, ppt, docx, xlsx, pptx, txt 

Image files: Gif, jpg, jpeg, png 

Video files: mpeg, avi, ri, wav, flv, rwf, rm, wmv, mp4, mov  

Audio files: mp3 

Note: Prefer Pdf and image files for upload to view in all standard mobile phones. 
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Validation: Maximum size for document upload is 5MB. 

 

“Record inserted successfully” message is shown on successful save operation. If data is 

missing for any of the mandatory fields an error is thrown. 

 

 

Then click on Post this Notice to choose the group of users who should view the notice. 

Filtering: 

We can choose to who all the notice can be posted. It may be to all Users, Role, Group, 

class, section or an individual. 
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For creating a group, we need to create in Group Section in the left pane. 

 

For posting for an individual, select search and add users to post this notice 

 

Using the search filter, choose the users for posting the notice. 
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There are two buttons: 

1. Back: Moves back to the previous page. 

2. Post: Post the Notice to the selected users.  

 

After Posting the notice, a push notification will be sent to the mobile App. It can be viewed 

in the Latest News Section in the mobile app and Web portal. 

Notice Posted Successfully message will be shown after the created notice is posted to the 

users.  

Home Page View: 
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Manage Calendar 
This screen is provided for the admin to mark the calendar for the important dates/events 

of an institution. 

Select the month and click on Preview to view the events in a particular month already 

highlighted by the admin. 

 

Admin Module -> Manage Homepage ->Manage Calendar 

Create Event: 

Click on create Event link shown on the right corner of the page to mark an event in the 

calendar  

 

 

Select the Event start date and end date, Event Title and click on Save button to save the 

details. Then click on Save and Post this Notice to choose the group of users who should 

view the notice. 
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There are two buttons: 

1. Back: Moves back to the previous page. 

2. Post: Post the Notice to the selected users.  

 

After posting the event, it can be viewed in the Calendar Section in the mobile app and Web 

portal. 
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The created event can be viewed in View Calendar Screen. 

 

When we select Preview option, we can see the list of events of the selected month as 

below. 
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Home Page View: 

 

Manage Best performer: 
This screen is provided for the admin to create/update/delete/search the best performer in 

the institution. 

 

Navigate through Admin Module -> Manage Homepage - > Manage Best Performers 
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Enter the title, start date, end date and add the user by clicking on Add best performer 

name. 

In the search screen select the class, section /Role to search the required user(s). Add the 

user by selecting the radio button against each student. 

 

Then click on Save and Post this Notice to choose the group of users who should view the 

notice. 
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There are two buttons: 

1. Back: Moves back to the previous page. 

2. Post: Post the Notice to the selected users.  

 

After Posting the notice, a push notification will be sent to the mobile App. It can be viewed 

in the Latest News Section in the mobile app and Web portal. 

 

After selection click on save button You can get the message as “Record inserted 

successfully.” 
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We can also add photos of events like basket- ball zonal tournament. 

 

Home Page View: 
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Manage Quote 
This screen is provided to the admin to choose inspirational quotes to be displayed on the 

home page. 

 

Navigate through Admin Module -> Manage Homepage - > Manage Quote 

Click on Create quote in the below screen. 

 

Enter the quote, Display Date and click on save button. 

 

 

The entered quotation will be displayed on Home page. The Display Until date determines 
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till when the given quote will be displayed. 

Home Page View: 

 

Today Quote will be Posted by School Admin. 

Note: Teachers and Parents cannot have access to Post Home Page View 
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In the CLOBAS Web Portal, a new feature “DASHBOARD” is enabled, in the Menu bar, as 

highlighted below: 

 

 
 

 

Navigate through Left Pane -> Dashboard 

Sample screenshots are provided below for your ready references. 

 

DASHBOARD FEATURES: 

1. STUDENT COUNT AND DRILL DOWN REPORT 
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Student Count and Drill Down Report provides the Total Students count based on Gender 

and Class. We can drill down the student’s list by clicking any of the values displayed – which 

opens a new page with the details of the selected criteria. We can view the complete details 

of the student by clicking the student’s name. 

 

 

2. FEEDBACK DETAILS REPORT 

 
 

Feedback Details Report provides a snapshot of the total feedbacks posted by the Students/ 

Parents for today and so far, we can also view the number feedbacks which are responded 

and not responded by the school, on click of the values displayed –a new page with 

respective details of the selected criteria will be displayed 
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3. ATTENDANCE DETAILS REPORT

 
Attendance Details Report provides a snapshot of the overall attendance percentage of the 

school for the current date.  We can view the total count based on Gender and Class - on 

click of the values displayed –a new page with respective details of the selected criteria will 

be displayed - We can view the complete details of the student by clicking the student’s 

name 

 

 

4. ATTENDANCE POSTED STATUS REPORT 
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Attendance Posted Status Report provides details of the attendance posted status, whether 

the attendance is posted for today's date or not for all the Classes   

5. TOP PERFORMER 

 
 

Top Performer report provides the information of the Top Students from the Classes based 

upon the selection of “Exams” and “Class “.   - On click of the values displayed –a new page 

with respective details of the selected criteria will be displayed - We can view the complete 

details of the student by clicking the student’s name 
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6. ATTENTION REQUIRED 

 
 

Attention Required report provides the information of the attention required students who 

have secured minimum marks based on the specified mark ranges - On click of the values 

displayed –a new page with respective details of the selected criteria will be displayed - We 

can view the complete details of the student by clicking the student’s name 

 

 

7. MOBILE APP INSTALLATION DETAILS 

 
 

Mobile App Installation report provides the total number of users   who have installed and 

not installed the Mobile App based on their roles. We can drill down further by selecting the 

count adjacent to the role. - On click of the values displayed –a new page with respective 

details of the selected criteria will be displayed - We can view the complete details in this 
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report 

 

8. TODAY MOBILE APP LOGIN USER DETAILS 

 
Today Mobile App Login User Details report provides the total number of users who have 

logged into and not logged into the mobile app for Today. On click of the values displayed –a 

new page with respective details of the selected criteria will be displayed - We can view the 

complete details in this report 

 

9. TODAY'S BIRTHDAY 

 
 

Information about the list of users, who have birthday today will be available 

 

10. RESULTS NOT PUBLISHED STATUS 
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Provides the Result posted status, whether the results are posted for all subjects or not – 

based upon the selected criteria – “Exams “and “Class “ 

11.  ASSET REPORT 

a. ASSET SERVICE DUE FOR THE MONTH 

 
Provides a view of Service Due date of all assets of the current month. 

 

12. TRANSPORT 

a. BUS DOCUMENT EXPIRY FOR THE MONTH 
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Provides the next service/renewal date of all buses that are due for expiry in the current 

month. 

13. FEE STATUS REPORT 

 
 

Provides details of the total percentage of students who have paid and have not paid the 

fees. We can view the total Students count based on the Class. We can drill down the 

student’s name by selecting the count adjacent to the class. We can view the complete 

details of the student by clicking the students name. We can also view the total amount 

collected, pending for each class. 

 

 

PLEASE NOTE: 

1) Dashboard feature will be visible ONLY to the roles - ADMIN/ MANAGEMENT/ 

PRINCIPAL  

2) Asset/Transport / Fees Status Reports will be available ONLY if the feature is 

requested by the Client and enabled by CLOBAS 

3) Please ensure the POP-UP window is enabled in your browser to display the 

detailed report pages in a new window 
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Create E-Circulars 
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Description: 

This module allows user for creating E-Circulars. 

Steps for creating an e-circular is listed below: 

1. Select Manage Notices from Manage Home Page Section. 

Create E circular: 

Navigation Admin Module -> Manage Home Page -> Mange Notices 

3. Create-Select ‘Create Notice’ section for creating a new E circular. 

 

4. Select ‘Notice type’ as E- Circular. 

Notice Subject: Enter the subject for the Circular. 

Description: Enter the description for the Circular. 

 

 

5. Select Start date and end date, as till when the Circular will be valid. 
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Attach Document: We can attach any document (Word, Excel, Image, etc...) from our 

desktop to the portal. 

There are four buttons: 

1. Clear: Resets all the data. 

2. Back to Search: Moves back to the previous menu. 

3. Save: Saves the E-circular but will not be posted (like Draft). 

4. Save and Post: Saves and post the E-circular. 

 

Filtering: 

We can choose to who all the notice can be posted. It may be to all Users, Role, Group, 

class, section or an individual. 

For creating a group, we need to create in Group Section in the left pane. 
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For posting for an individual, select search and add users to post this notice 

 

Using the search filter, choose the users for posting the notice. 

There are two buttons: 
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1. Back: Moves back to the previous page. 

2. Post: Post the Notice to the selected users.  

 

After posting the notice, a push notification will be sent to the mobile App. It can be viewed 

in the E-Circular Section in the mobile app and Web portal. 

Update and Delete E-Circular: 

7. For updating, similarly click on Manage Notices from Manage Home Page Section. 
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8.Select ‘Notice Type’ as E circulars and click Search. 

 

 

Update- For updating/modifying the e-circular click on the Subject that needs to be 

changed. 

 Delete- Click on the bin image for the selected e-circular. 

Read-Users who have read the post will be displayed  

Not Read- Users who have not read the post will be displayed  

Posted- Whether the notice is posted or not.   

 

 

9. We can update or modify the notice. 
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There are five buttons below: 

Delete: It deletes the notice. 

Back to Search: Moves back to the previous menu. 

Post this notice: Notice won’t be updated, instead we can select the users who can view the 

notice. 

Update: We can update the notice but will not be posted. 

Update and Post: We can update and post to the notice, then select the users who can view 

the notice. 

 

Read and Not Read: 

We can check which user has read the E-circular and who has not read. 

We just need to click on the view button adjacent to the circular to check. 
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Below Screen shows the list of users who have read the circular. 
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Photo Gallery 
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Institutes can upload photographs of their annual day, sports meet, picnic, fresher’s day 
party etc., which can be viewed by their students, Staffs etc. 
 
We can Upload Photos in Manage Photo Gallery that can be reflected on Left Menu-Photo 
Gallery. It can be viewed by end users of an organization. 

 
There are 2 sections: 

Manage Photo Gallery 
This Module is used for Admin to Upload School Related Photos. 

 

Admin Module -> Gallery-> Manage Photo Gallery 

To create new gallery, click the link Create Gallery 

 

For example, enter the title as Pongal Celebrations, display until means until the gallery will 

be available up to that date.  click on Save button.  

 

1. To add photos to the gallery, click the link Add Photo. 
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2. Enter the photo title, browse the image (where the image resides) and click on Add 

Image.  

 

A photo is added to the album, likewise repeat the steps 1 & 2 to add few more photos. 

Filtering: 

click on Save and Post button.  

 

Then click on Save and Post this Notice to choose the group of users who should view the 

photos. 
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There are two buttons: 

1. Back: Moves back to the previous page. 

2. Post: Post the Notice to the selected users.  

 

After Posting the photos, it can be viewed in the Photo Gallery in the mobile app and Web 

portal. 

Validation: Maximum size for image upload is 500kb. 
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Video Gallery 
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Description: 

Under this module, Any YouTube uploaded videos by school such as Sports Day function or 

Annual Day function etc can be embedded, so that, intended users can watch video without 

going to YouTube site. 

We can Upload Photos in Manage Video Gallery that can be reflected on Left Menu-Video 
Gallery. It can be viewed by end users of an organization. 
 

Manage Videos: 
Steps for uploading videos in campus tube is listed below: 

 

Navigate through Admin Module ->Video Gallery -> Manage Video Gallery. 

 

Create Video: 

2. Create-Select Create Video in the top right corner for creating a new video. 

 

3. Title-Enter a suitable title for the video. 

You tube Code-Enter the YouTube code (Code which comes after the’=’ symbol) of the 

video. 

You tube code example: www.youtube.com/watch?v=1v3xz9UyEeQ  

4. There are three buttons  

1. Clear: Resets the data. 
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2. Back to Search: Moves back to the previous page. 

3. Save: Saves and creates the video. 

 

Filtering: 

Click on Save and Post button.  

 

Then click on Save and Post this Notice to choose the group of users who should view the 

videos. 
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There are two buttons: 

1. Back: Moves back to the previous page. 

2. Post: Post the Notice to the selected users.  

 

After Posting the notice, a push notification will be sent to the mobile App. It can be viewed 

in the Latest News Section in the mobile app and Web portal. 

Update and Delete Video: 

4. For updating, similarly click on Manage Video Gallery. 

5. Update- For updating/modifying the video click on the Subject that needs to be changed. 

    Delete- Click on the bin image for the selected video. 

    Play- Plays the video. 

 

 

Search Videos: 

6. Select Video Gallery from the left menu. 

7. We get the list of videos uploaded by other users. 

We can press the play button to view the video. 
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Approve videos 
NOTE: Videos posted by other users should be approved by the admin. 

Only after approval the video will be visible to other users. 

In this page we can find the list of videos uploaded by other users. 

Play- Plays the video. 

Created by-The user who created the video. 

To approve the video, we need to select the subject of the video. 

 

Navigate through Admin Module ->Video Gallery -> Approve Videos. 
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 Approve Video 

Title: We can edit the video title. 

You tube code: We can edit the you tube code. 

Approve: There are two radio buttons. 

Yes-Approve Video. 

No-Reject Video. 

If NO, we can enter the reason for rejection in the text box. 

There are two buttons below 

1. Back to search- Moves back to the previous page. 

2. Update- Updates the video. 



 
 

Page 56 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 



 
 

Page 57 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

 

 

 

 

Examination Section 
 

 

 

 

 
 

 



 
 

Page 58 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

Manage Subjects 
Description 

This Screen is used to create Subjects. 

Created Subjects will be reflected on Manage Time Table Page and Result Posting for allocated Class 

alone. 

 

Navigate through Admin Module Examination SectionManage Subjects. 

The following page is shown: 

 

Click on Create Subject 

 

Fill the Mandatory Fields like Subject Name, Subject order and Select the Class which you 
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are going to assign the Subject. 

 

 

Enter Subject code, Attendance Required, Subject type and Include in Total  

Include in Total will be default Yes, unless you Select No. 

These will be reflected for Results Posting. 

 

Click on Save, “Record Inserted Successfully” will be displayed on Screen. 
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Manage Subject Association: 
Description 

Any Optional subjects like Second language, Elective or third Language can be associated for 

Students 

Note: In Manage Subject Association Page will be reflected whenever Subject type is selected as 

Second Language, Elective etc. in Manage Subjects page. 

 

Navigate through Admin Module Examination SectionManage Subject Association. 

 

The following page is shown: 

 

Enter the Mandatory fields Like Class, Section, Subjects Type and Subjects and click on Search 
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In Select user option you can select the required number of users for Subject Association. 

Click on Save Button. 

 

Manage Exams 
Description 

This Screen is used for Admin to Create Exam of an organization. 

In Manage Exam page, created exam will be reflected on Results Posting and Manage exam Settings 

page. 

 

Navigate through Admin Module Examination SectionManage Exams. 

The following page is shown: 
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Click on Create Exam 

 

Fill the Mandatory Fields like Academic year, Exam Name and Exam For and Click on Save. 

Note: All the Created Exams will be reflected on Manage Exam Settings and Post Results 

Page. 

Manage Exam Settings: 
Description: 

Admin can set date for the Exams that are conducted by an organization. 

In Manage Exam Settings Page, Admin can enter the Conducted Date, Pass Marks and Max 

Marks, IN manage exam page exam should be Created. 

Note: Manage Exam Settings Page Will Reflect in Post results page, Admin can enter 

Conducted date, Otherwise No result data will be displayed on Post Results Screen. 

 

Navigate through Admin Module Examination SectionManage Exam Settings 

The following page is shown: 
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Admin has to select Class, Section and Exam and Click on Search 

 

 

Window will be displayed on Screen. 

 

Check All-By Clicking Check all, all Subjects will be selected. 

Select the Result Type as Marks/Grade/Comments  

Select Conducted date for each Subject 

By entering Pass marks and Max Marks and Click on Check box on top right side. 

Pass and Max Marks will be assigned to all Subjects. 

Enter Conversion Marks for Each Subject. 

Click Save Button. 

Result Type: 
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Three Types 

1) Marks 

2) Comments 

3) Grade 

If Admin selected Result type as Comments 

Window will be displayed on Screen. 

 

 

Select the Subjects which the end users need to enter Comments and Enter the Conducted 

date for each Subject 

If Admin selected Result type as Grades 

Window will be displayed on Screen. 

 

Select the Subjects which the end user need to enter Grades and Enter the Conducted date 

for each Subject. 

Manage Exam Settings Changes get reflected in Post Result Screen. 

Note: Once Result type is selected (Marks, Comments and Grades) and Result is get 

Published, we cannot change the Result type. 

Manage Exam Grades: 
This module is used for assigning grades for subjects. 

Created Exam Grades will be reflected on Results Posting and Manage Exam Setting Page. 
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Example: Marks 90-100 is “A” Grade. 

For creating select ‘Create Exam Grade’ on the top right corner. 

 

Navigate through Admin Module Examination SectionManage Exam Grades. 

The following page is shown: 

 

Click on Create Grades. 

 

Fill the Mandatory Fields like Exams, Grade Name, Lower Bound, Upper Bound and GPI 

Marks 

Click on Assign Grade to Classes. 

Select Exam for which the grade has to be assigned. Then enter grade name. 

Enter the lower and upper bound mark for the grade. 

Enter GPI marks if available or else enter 0. 
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Click on submit button after entering the details. 

 

 

 

Select users to assign grades and Click on Assign to Subjects. 

 

Select “From Exam” from which grades has to be copied and” To Exam” to which grade will 

be copied and then click save button. Now all grades will be copied to the “To Exam”. 

Note: Once a grade is created we can copy the same grade for different exams. We need to select 

the From Exam and To Exam to copy and click Get Grades. After Copying click on the save button. 
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Fee Section 
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Fee Section Consists of 6 Sections 

 

Fee Conceding types: 
Description: 

This Screen is used to create Discount, Discount like Staff Child etc. 

Discounts will be reflected on Set and Pay Fee for users Page. 

 

Navigate thorough Admin ModuleFee SectionManage Fee conceding types 

Then Screen displayed on Window as follows 

 

Click on Create Fee Discount type 

Then Screen displayed on Window as follows 
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Enter the Mandatory details and Click on Save. 

Manage Fee Types 
Description: 

In this Module we need to create Fee type of an organization which will be reflected under Fee 

Term. 

Ex:Books and Notebooks fees, Stationary Fees etc. 

 

Navigate thorough Admin ModuleFee SectionManage Fee types 

Then Screen displayed on Window as follows 

 

Click on Create Fee Type 
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Enter the Mandatory details and Click on Save. 

Note: Discount types (In School Students are allowed for Discount in fee like Staff child discount has 

been given). 

Fee type:  

Current Academic year payments 

Previous Academic year dues 

Manage Fee Terms: 
Description: 

In this Module we need to create Fee term of an organization which will be reflected in Fee type. 

Ex: Admission fee, Term Fees Etc. 

 

Navigate thorough Admin ModuleFee SectionManage Fee terms 

Then Screen displayed on Window as follows 
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Click on Create Fee Term 

Then Screen displayed on Window as follows 

 

 

Enter the Mandatory details and Click on Save. 

Select the Fee types which is assigned to Fee Term (Ex: Books and Stationary fee (Fee types) 

Admission Fee (Fee Term)) 

Manage Bank Accounts: 
This Screen is used to create Bank Account of School which is used for Online Payment to School  

Payment through online will be transferred to Bank Accounts that are associated with organization 

Manage Bank Accounts will be reflected on Pay fee for Users Page. 
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Navigate thorough Admin ModuleFee SectionManage Bank Accounts 

Then Screen displayed on Window as follows 

 

 

Enter all Mandatory details and Click on Save. 

Set Fee for Students: 
In Set Fee for Users, Admin Can set Fee for all Students. 

Set Fee for Students will be reflected in Pay Fee for user page. 

Admin Can Set Fee for current Academic year. 

 

Navigate thorough Admin ModuleFee SectionManage Bank Accounts 
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Then Screen displayed on Window as follows 

 

Select the Mandatory Fields (Role, Class, Section, Academic year and Fee Term) 

Select the Fee type (Maximum 10 Fee types can be chosen for Selected Fee Term) 
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By Clicking Select all users user can Set fees for All Students if the Fees is common for all 

Click on Get Form 

Below the Window appears as 

 

Enter the Due Date and Enter amount if the amount is same for all users. 

Then click on Set same amount for all users. 

 

Click on Submit Fees will be set for selected users. 
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Pay fee for users: 
Description: 

In this Module School Fees can be paid by the Admin for Students. 

Fee Receipt will be generated in Pay fee for Users Page. 

Before Paying in pay fee for user page make sure Students fees has been set. 

 

Navigate through Admin ModuleFee SectionPay Fee for Users 

Then Screen displayed on Window as follows 

 

 

Filtering: 

Admin can Search users to pay fee by entering their details in specified field 
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Click on Search button and now select the users to pay Fees 

 

Select Academic year and terms (On top left) and click on Search. 

 

Edit can be done if the fees already set by Selecting Manage Fee Details on (Top Right) 

Enter all details and Click on Update. 

If Discount is available for users, then click on Discount type and enter Discount amount. 
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If the users are going to pay full amount then select payment date and Payment mode 

(Online Banking, Cash etc.). 

Note: Payment date is default (Present day Date). 

 

 

If the users are going to pay partial amount, then Select “Payment type-Partial” on top right of Fee 

Details. 

Enter the partial amount and pay fees by selecting payment fees. 
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After Paying Successful Transaction Users Fee Receipt will be displayed on Window  

We can print the Fee Receipt by Clicking Print Option 

Fee Receipt size can be done according to Printer Size. 

 

Green Colour Indicates-Fees already paid by the users 

If already paid fees is done mistake, then Click on Edit near to amount. 

 

Click on Transaction Cancel to cancel the already paid Fees. 
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User, Roles And Menu 
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Manage Users 
Description: 

In this Module Users can be Created, Modified, Searched and delete 

All Personal, Parent and other details can be stored in Manage Users Page. 

Manage users will be reflected in View Student and other Student Related Pages. 

Create User: 

 

Navigate through Admin Module in Home page Admin Area  Users, Roles and Menu 

Click Manage Users.  

Manage Users Screen will be displayed, where we have search fields to search existing users 

with mentioned fields and Create User option to create new users. 

We can Create Update and Issue TC to existing Users from this Screen. 

Click on “Create User” towards right of the screen. 

 

 

Fill the data in Create User screen and Click Save button. 

We need to select the role under which we are creating user details, 

If the role Student is selected the tabs  

General info, Personal info, Previous school Information, Parent Details and Medical 

Details will be displayed. 
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If any other Role E.g., Teacher, Class Teacher, Admin In charge are selected then Below 

mentioned tabs will be displayed, 

And the fields will be changed automatically supporting the Staff role. 

 

In above screen, we can upload the photo of the user created. 

Photo should be in Jpeg format and size should be <= 500 KB. 
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Once we click on “save” button, the confirmation message will be displayed saying that, 

“Record inserted successfully “The admin can check for the availability of the user name by 

clicking on Check Availability image shown next to the user name text box. If the username 

is not already assigned to any of the user in that instance the details can be saved otherwise 
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another username or login name has to be chosen. 

 

Note: *Indicates indicated Mandatory Fields. If data is missing for any of the fields marked 

as *, the message will look like: 

For Ex, following fields have invalid data: 

 Last Name 

 Email Address 

Clear: Click on the clear button to clear the entered details and you get a fresh page to 

create the new user. 

To Mark TC: 

To mark TC Taken for an existing student select “TC Issued, enter the required  as TC Details 

as TC Number, TC Date, TC Comments, Transfer Details. 

Select Allow Login “No”, Status as “Inactive” and update. 

 

Search User: 

Navigate through Users, Roles and Menu Manage Users  

You can search the users based on Username, Reg no/Emp id/Role/First name/last name. 

If we want to search users for whom we have issue TC, we can search with the option 

available with radio button “Allow login”. 

By selecting Yes –Users available (Working Staff & studying Students) in school will be 

displayed. 

By Selecting No – Students for whom we have issued TC & staff for whom we have marked 

hide in portal and allow Login will be displayed. 
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Update User: 

Navigate through Users, Roles and Menu Manage Users  

 By default, Manage Users screen displays all of the records. Click on the student record, 

which requires changes/updates. 

After updating the required changes click on Update button as shown below: 
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The message “Record updated successfully” is shown on successful save operation. 

Other Tabs:  

Other details in Tabs can be saved for the user created by clicking on the tabs available, 

Other tabs will be enabled only after general info details are saved. 

Note: Parent ID will be automatically updated for students as, StudentID_PA. 

Student Login: 980130265055 automatically updated Parent ID: 980130265055_PA 

View Student Profile: 
This Module is used to view complete profile of Students. 

Manage Users Page Can be Reflected in View Student Profile. 

We can View End users Attendance details, Fee Details and Academic Performance.  

The following screen will be displayed below: 

 

Navigate through Admin Module Users, Roles and MenuView Student Profile. 

 

 

Enter details like First Name, Class and Section and Click on Search 
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Note: We cannot edit details in View Student Profile Screen, if the entered data is wrong go 
to manage users page and edit the details. 
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Attendance Posting  
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Description 

This screen is used to post attendance to selected class & Section 

Admin Can Post Attendance for all Classes 

Class Teacher can Post attendance for his/her class. 

Admin only has the access to delete attendance if attendance is posted as wrong. 

Navigate through Left Pane Attendance Posting 

 

 

Select the desired data in the fields,  

Select Start Date and End Date (For Example, to post today’s attendance; you have to select 

Start Date “DD-MM-20YY” and “DD-MM-20YY”). 

You can post 7 days of attendance at a time.  But we cannot send the SMS to 

previous days’ absentees unless the current date is included. 

i) Select Class, Section. 

ii) Select Slot Full Day. 

iii) And click on Get Attendance Form button. 

Note: All are Mandatory fields. It is necessary to fill the fields. 
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Page 90 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

 

 

 

 



 
 

Page 91 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

Preview-By Clicking Preview we can Verify Attendance Posted details. Preview option is like 

cross checking once before attendance posted. 

 

 

Check the Check All and SMS to Parents.  All the students will be checked.   

 If all students are present click on Post, below message will be appeared. 

Attendance successfully saved and push notification will be sent to the 

parent’s mobile app. 

 If any students are Absent Uncheck the students, click on Save, below 

message will be appeared. An SMS is sent to the parent. 

Attendance posted successfully, SMS successfully sent. 

Important Note:  

We need to check the check boxes before Save, whether the particular student is 

present or absent check it twice or thrice. 
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Result Posting 
 

 

 

 

 

 

 
 
 
 
 
 
 



 
 

Page 94 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 
 
Description: 
This module is used for posting results for individual subjects.  

Admin Can Post Results for all Classes 

Subject Teacher can Post Results for his/her respective Subjects. 

Before Posting Results make Sure Conducted Date has been set in Manage Exam Settings 

And Exam has been created in Manage Exam Page. 

 

Navigate thorough left pane Results Posting. 

Steps for posting results is listed below: 

1. Select class and section of the particular subject for which result has to be posted: 
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       2. Select Subject for which the result has to be posted and its respected exam. 

3. Select Academics and Post Results. (In Manage Subjects Page Subjects will be included 

in Total will be reflected in Academics). 
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When Subject is selected Based on Colour code we can come into conclusion that Results 

are entered/Saved as Draft and Published. 

Red-Indicate Marks are not entered. 

Violet-Marks are saved as Draft. 

Green-Marks are published. 

 

Then click on ‘Go to step2 of Post Results’ button.  
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4. Enter the Conducted date, Pass mark and Maximum mark of the respected Subject in 

Manage Exam Settings Page. 

 

5.1 Enter the Marks of each individual student. 

5.2 There are four buttons below. 

    1) Go back to step1: Moves back to Step1 page. 

    2) Go back to step2: Moves back to Step2 page. 

    3)Save as Draft: We can save the marks and can be published later. 

    4)Publish: Results will be published in the portal. 

Note: If a student is absent enter Hyphen (-)  
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After publishing the results, Results can be viewed in the parents mobile app. 
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Bonafide Certificate 
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Description: 

Bonafide certificate is a certificate issued by the School to prove that the student has studied in a 

particular school. 

Admin has only access to generate Bonafide certificate 

 

 

Navigation: Admin Module -> Certificate templates -> Bonafide Certificate 

Choose the desired filters to search the student whose Bonafide should be generated and click on 

Search. 

 

Select the student by clicking on the check box.  

Select Generate Bonafide Certificate to generate with the institutes letter head. 

Select Generate Bonafide Certificate without header to generate without the institutes letter head 

 

Generate Bonafide Certificate: 
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We can take a printout by selecting the print option. 

 

 

Generate Bonafide Certificate without header: 

We can take a printout by selecting the print option. 

 

Show Bonafide Taken: 

If Yes, all previously generated Bonafide certificate will be shown. 
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After Selecting” View BC”, the Bonafide Certificate will be generated. 
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Transfer Certificate 
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Description: 

Transfer certificate is a certificate issued to a student on his request by the in charge of the 

institution ie.when the student wants to leave that institution or Completed his education 

Admin has only access to generate Transfer certificate 

 

Navigation: Admin Module -> Certificate templates -> Transfer Certificate 

Choose the desired filters to search the student whose TC should be generated and click on Search. 

 

Select the student by clicking on the check box and click on Generate TC.  
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Enter all the mandatory fields and other required fields and click on preview to view the TC. 

Select Generate TC to generate with the institutes letter head. 

Select Generate TC on letter head to generate without the institutes letter head 

Generate TC: 

We can take a printout by selecting the print option. 
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Generate TC on Letter Head: 

We can take a printout by selecting the print option. 

 

If Yes, all previously generated Transfer certificate will be shown. 

 

 

After Selecting” View Generated TC”, the Transfer Certificate will be generated. 

If we click on Regenerate TC, we need to re-enter all fields to regenerate again. 
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Identity Card 
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Description: 

In this Module Admin can generate identity card for End users which is same as organization. 

Manage users page can be reflected in identity card generation. 

New user can be created in Manage users page 

Note: Students who are in portal will be generated here. 

 

 

Navigation: Admin Module -> Certificate templates -> Identity Card 

 

Select Class and Section of the student and click on search. 

 

Select by the students by clicking on the check box and select Generate Identity Card. 
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Generate Identity Card: We can take a printout by selecting the print option. 
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Certificate Templates 
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Description: 

This module is used to create School related Templates. 

Admin will be Creating Certificate Templates. 

 

Navigation: Admin Module -> Certificate Templates -> Manage Certificate Template 

In this module, we can save all the certificate templates.  

By default, all existing templates will appear, we can filter by typing the template name and click on 

search. 

 

Create a new template – Select Create template. 

 

Template Name: Enter the template Name 

Attach File: Choose the file from your PC Folders 

Clear: Clears the data 

Back to Search: Goes back to the search page 
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Save: Saves the certificate template 

 

We can update the Template by clicking on the Template name. We can also delete the template by 

clicking on the bin option adjacent to the template. 
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Home Work Module 
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Manage Subject Homework 
Description: 
This module is used for posting home work for all classes individually. 

Posted Home Work Can be viewed in Mobile App and Web Portal, In Mobile App Push 

Notifications will be sent 

Admin can post Home work for all classes 

Teachers have access to post his/her Subject. 

 

Steps for posting home work are listed below: Navigate through Admin Module > 

Homework Module > Subject Homework 

Select Manage Subject Home work from Home Work Module. 

Enter Details: 

Select Class, Section for which the home work has to be posted. 

Then select date (Default: Today’s date). 

There are two buttons below 

1) Clear: Resets the data. 

2) Search: Searches all subjects for the particular class. 

 

Enter Home Work for subjects: 
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In Teachers login they can enter the home work for their particular subject, it will be reflected in this 

screen. 

If not, we can enter all the subject home works in this page manually. 

 

Home Work Summary: 

There are three buttons 

1. Back to search: Moves back to the previous page. 

2. Save: Saves all the home work of each subject. 

3. Compose New: Combines all the subject home work in the homework summary Text box. 

 

 

We can also directly enter all the home work for a particular class in the ‘homework 

summary’ Text box. 

Send SMS and Post 

When we select this check box and click post homework message will be sent to all parents 

and also it will reflect in the parent’s login. 

If it is unchecked Message won’t be sent, it will only reflect in the parent’s login. 
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Manage Class Homework: 
Description: 

This module is used for posting home work for all classes. 

Posted Home Work Can be viewed in Mobile App and Web Portal, In Mobile App Push 

Notifications will be sent 

Admin can post Home work for all classes 

Teachers have access to post his/her Subject. 

Steps for posting home work is listed below: 

Click on Admin Module in the left Menu. 

Select Class Home work from Home Work Module. 

 

Navigate through Admin Module > Homework Module > Manage Class Homework 

Enter Details: 

We need to select the date for which the home work has to be posted. 

Rest of the fields are not mandatory; we can use it for filtering purpose. 

There are two buttons  

1. Clear: Resets all the data. 
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2. Search: Searches all the classes or the filtered class. 

 

 

 

NOTE: There are more filters 

SMS Sent: Whether the SMS is sent or not. 

Approved: Whether the homework is approved or not. 

Homework Exists: Whether the homework is posted or not. 

Enter Homework: 

We should directly enter all the home work for a particular class in the ‘homework’ Text box 

for all the selected classes. 

 

Send SMS and Approve 

When we select this check box and click ‘approve’ homework message will be sent to all 

parents and also it will reflect in the parent’s login. 

If it is unchecked Message won’t be sent, it will only reflect in the parent’s login. 
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Feedback 
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Description: 
This module allows user to give a feedback about the Campus. 

Feedback gives information about School which is used as a basis for improvement. 

Admin has the access to View Feedback and reply for all Users. 

Teachers and Students/Parents can post Feedback about School. 

 

Steps for creating a feedback is listed below: 

Navigate through Admin Module > Manage Feedback. 

Select Manage Feedback from Feedback Section. 

Create Feedback: 

Create-Select ‘Create Feedback’ section for creating a new Feedback. 

 

Enter the subject in the ‘Feedback subject’ section and choose the ‘category’ related to the 

subject. 

  Enter the description for the subject in the ‘Description’ Section. 

 Below are three buttons 

1. Clear- Clears all the Text. 

2. Back to Search- Moves to the Main menu (Feed Back Section). 

3. Post- Upload the entered feedback. 
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Update and Delete Feedback: 

Update- For updating/modifying the feedback click on the Subject that needs to be 

changed. 

 Delete- Click on the bin image for the selected feedback. 

 



 
 

Page 121 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

 

We can modify the data and click on the Update button. 

 

View and Reply: 

View-For viewing and replying the subject in detail, click on the ‘View and reply’ option from 

the required subject. 

 

 

Click on ‘reply’ button to reply for the feedback. 
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Reply for the feedback given from the end user in the text box. 

Below are two buttons. 

Hide-Hides the Text box. 

Post-Uploads the reply given. 
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School Info 
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Manage Class 
This menu item is used to create the different types of Class in the school/institute. 

Manage Class will be reflected in all Module ,Whenever we filter students with their Name. 

Based on Class Students will be Filtered. 

Create Class:  

 

Navigate through Admin Module in Home page Admin Area  School Info Click Manage Class. 

The following page is shown. 

By default, all the class are listed. 

 

2. Click on Create Class link, to see the below screen: 
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Fill in data for the mandatory fields like Class Name, Attendance effective Date, Attendance 

End Date and click on save button. The message “Record inserted successfully” is displayed. 

Update/Delete : Class can be updated/Deleted  only when  users are not associated with 

the class. 

Manage Sections 
 This screen is used to maintain the sections for different Class. 

Class Teacher can be created in Manage Section Page. 

Class Teachers can be reflected in Attendance and Results Module. 

Manage Class will be reflected in all Module, whenever we filter students with their Name 

and Class 

 

Creation: 

 

1. Navigate through  Admin Module in Home page Admin Area  School Info Click on 

Manage Sections to see the screen below: 

 



 
 

Page 126 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

2. Click on Create Section link to see the following screen: 

 

Fill the mandatory fields like Class Name, Section Name, Attendance Effective Dates, 

Results Display Mode and click on save button  

The message “Record inserted successfully” is shown on successful save operation. 

Manage Category 
 This screen is used to manage the different categories for each section/modules of 

Clobas. 

Category will be reflected in Asset and Library Management for Category Creation. 
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Category will be Created by School Admin. 

Creation: 

 

1. Navigate through Admin Module  School Info Manage Category. 

Then it will display Manage Category screen as follows: 

 

Click on Create Category link then it will display the below screen: 

 

Fill the mandatory fields like Module Name, Category Name and click on Save button. The 
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message “Record inserted successfully” is displayed on successful save operation. 

The category will be created for the selected parent category and selected module. 

Manage Orientation 

 This is used to maintain some of the useful and important information along with 

phone nos. 

Orientation can be generally used whenever Emergency related Circumstances. 

Manage Orientation page can be reflected in Orientation in left Menu. 

3.5.1. Creation: 

 

1. Navigate through  Admin ModuleSchool InfoManage Orientation. 

 

2. Click on Create Orientation to enter new details. 
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Enter the Title, Mobile Number, Description and click on save button then it displays 

“Record inserted successfully” on successful save operation. 

Note: Manage Authors, Manage Publishers, Manage Library are discussed in the Library 

Module. 

User Update Info: 
Description: 

User update info is used to update the information for users in bulk for a particular Class 

and section. 

In Manage Users page we can update information for Single Users,but in user update info 

we can update information for Bulk Users. 

 

 

Navigate through Admin Module School InfoUser Update Info. 

The following page is shown: 
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Fill the Mandatory details like Class, Section and Role 

Select the required fields you want to update and Click on Search. 

 

Click the Check box to update the details of the particular user near name, update data and 

Click on Submit. 
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SMS 
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Description: 

The SMS module enables the school to send short messages to parents and staff.  This 

document defines the navigation path for SMS management and explains the usage. 

Note: Please note SMS available credits before and after sending Message. 

SMS Can be send only by School Admin. 

Manage Notice 

This application is used to send SMS for templates already defined and approved by the 

‘SMS Provider’ 

Navigate through the below module to Create SMS 

Admin Module Manage Home Page  Manage Notice  Create SMS 

Click this option given on right side as:  

 

SMS Template: select the template which the user wants to send from the available list: 
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Note: The complete list of templates: SMS Templates which are already approved by the 

SMS provider New formats may be added to this list post approval by the SMS provider. It 

takes about 12-15 days to seek approval and then the new format can have used to deliver 

to the DND restricted numbers. 

2. Edit it and click on ‘Save and Post’. 

 

User Selection: 

In the below screen, select the users to whom the SMS should be sent based on the 

following 3 checkboxes: 

a) Send SMS: SMS will be delivered to the number updated in student profile. Please 

make sure ‘Send SMS option’ / ‘Do you want to have SMS option’ in Student profile 

set to True/ Radio Button selected. 

b) Select SMS to Parent: SMS will be delivered to the primary parent mobile number 

only. Please make sure ‘Send SMS option’ / ‘Do you want to have SMS option’ in 

parent profile set to True/ Radio Button selected. 

c) Select all users: SMS will be delivered to all the Students & Staff users. Please make 

sure ‘Send SMS option’ / ‘Do you want to have SMS option’ in Student & Staff profile 

set to True/ Radio Button selected. 

file:///F:/murali.m/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/SMS/SMS%20Templates.xlsx
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3. When the selection is complete, click on’ Post ‘. 
 
It will display “Message has been sent successfully” with the reference id for the message 

delivered. 

The message “SMS sent successfully” will be displayed once the message is delivered. And 

also, a reference ID will be generated.  

 

The same message id can be used to check the status of SMS as explained later in the 

chapter. 

Flow to send message: 

If an SMS has to be sent to the parents of class IV and VIII as “Dear Parent, ‘The Orientation 

Program’ for your ward is scheduled on 10th July 2012 at 10 am in Meditation Center. Kindly 

check your mail for details” 

Step-1:  Admin Module Manage Home Page  Manage Notice  Create SMS 

Step-2:  Select the template as “Dear Parent {Text1} and {Text2}” 

Step-3: Filling the text boxes with the SMS content, Click on ‘Save and Post’ 

file:///F:/User%20Manual/User%20Manuals/31.%20SMS.doc%23_SMS_Status
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Step-4: Select the checkbox for ‘Send SMS to parent’ and from below section we can select 

classes with section as (IV –A,B,C,D, E,F) and (VIII- A, B,C, D,E,F) 

Important: If any SMS is to be sent only to a specific user or a group of individuals (e.g. - 

class-teacher and Principal), there is an option given at the bottom as “Search and add users 

to post this notice”, can be selected the following way: 

 

Step-4: Check the User option and that user will be selected in the posting list as followed: 

 

 

 

In similar way, other users can also be selected if they are not included in available groups. 

Step-5: Select the ‘Post’ button and message will be sent. 

Step-6: The system will display a reference id no for the message delivered, this id can be 

used to check the status. 

javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$ContentPlaceHolder1$lnkAddUser%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$ContentPlaceHolder1$lnkAddUser%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))


 
 

Page 136 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

SMS: 

This Menu with list of Menu items related to SMS is used to send SMS to individuals, Check 

SMS Credits, send parent credentials, Check SMS status and SMS any data 

Send SMS 
Navigate through Admin Module -> SMS -> Send SMS. 

 

This option is used to send SMS to a group of mobile numbers or for individual whose 

contact numbers are not stored in the ERP. 

Type the message in the Enter Message box and Mobile Numbers in the Mobile Numbers 

Box.  And click on Send SMS button. 

If the message has to be sent to Multiple mobile numbers then the mobile numbers can be 

separated by “,” Comma. 
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The message “SMS sent successfully” will be displayed once the message is delivered. 

SMS Credits 

 

Navigate through Admin Module > SMS > SMS Credits. 

 

The following screen will be displayed. 
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This small window will be available in every screen from which SMS can be send. It displays 

total number of credits in our account, how many we have used and what are the remaining 

credits. 

Important: One credit gets deducted for every 160 characters and a message exceeding 160 

characters gets delivered as two messages and accordingly 2 credits get cut.  

Other than this screen We can even check in the Manage Notices and/or Send SMS screen 

where the transactional and promotional available credits are shown. 

Ensure that we have enough credits (eg., number of users in the portal * 5 – credits 

sufficient to send five messages). If the Total Remaining credits are less than the total 

strength of students, need to inform Vendor. 

SMS Status: 
The system automatically generates a no as ‘reference- id’ for the message sent.  

 

Navigate through Admin Module > SMS > SMS Status. 

 

 

It is advisable that the status should be checked after 30minutes.This id is used to check 

that how many SMS are being delivered, failed or blocked as in the following way: 
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Study Materials 
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Description: 

Study Materials are used to post and download the materials of student for studies. 

There are 2 sections. 

    

Post Notes: 
Description:  

By using this feature, we can post the materials regarding studies. 

Posted Notes can be reflected in Notes Menu on left side. 

These Notes can be viewed by End users. 

Teachers can Post Notes to respective classes. 

Admin can Post Notes for all Classes. 

 

 

1. Home PageClick Admin Module Admin Area  Study MaterialsClick Post Notes 

Then it displays the Manage Notes window with all records by default.  

2. If you want to post notes then you click on create notes link as follows: 
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3. Then you can create the notes by provide the data to fields and attach the relative 

document as shown below and click on save button. 

Validation: Maximum size for document upload is 1MB. 

 

4. Then it displays successful message as follows: 

 

5. It can be visible on search results as follows: 

 

Here the status of Post notes is NO. Because we don’t post it users. So, if you want to post 

the users then click on Notes Title as shown above. Then update post notes window is 



 
 

Page 143 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

displayed as follows: 

 

6. We will post the notes by click on Post the Notes button as shown above. Here the notes 

are posted to all users or specified users as shown below: 

 

If we want to post the notes to all users, then you can click on check box as shown above. If 

you want some specified users, then check that group of users are clicked on check boxes or 

not. 

Then click on post button. Then we got successful message as shown below. 
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Post Question Banks: 
Description 

By using this feature, we can post the materials regarding studies. 

Posted Question Bank can be reflected in Download Question bank Menu on left side. 

These Question Banks can be downloaded by End users. 

Teachers can Post Question Banks to respective classes. 

Admin can Post Question Bank for all Classes. 

 

Admin Module Study MaterialsPost Question banks. 

Then it displays the Manage Question Bank window with all records by default. 
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2. If you want to post notes then you click on create notes link as follows: 

 

3. Then you can create the notes by provide the data to fields and attach the relative 

document as shown below and click on save button. 

 

Validation: Maximum size for document upload is 1MB. 

4. Then it displays successful message as follows: 
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5. We will post the notes by click on Post the Question Bank button as shown above. Here 

the notes are posted to all users or specified users as shown below: 

 

If we want to post the notes to all users, then you can click on check box as shown above. If 

you want some specified users, then check that group of users are clicked on check boxes or 

not. 

Then click on post button. Then we got successful message as shown below. 
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Note: Admin can be selected as Staff  

 

 

 

Admin can Change the password on Admin Profile Page by filling details like Password, 

Confirm Password, Security Question and answer. 

Click on Update after entering Mandatory details. 
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                               Time Table Section 
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Pre-Requisites for Time table Creation: 

1. List of Subjects 

2. Staff Data 

3. Time Table Types (No. of Periods & Period-wise Timings) 

The main functionality of Time-Table module is the ability of the mentor/lecturer 
to post the attendance based on subject for a period. 

 

Manage Time Table Types 
1. The layout of the time table is created where it consists of period name, Time in, 

Time out, and duration.  

2. Period timings may differ from class to class so, we can create different Time Table 

Types. By default, this screen lists all the Time Table Type defined in the portal. 

3. By using this screen, the time table structure for each section can be created. 

 

Navigate through Admin Module > Time Table Section >Manage Time Table Section. 

As shown in the following screen, we can create a New Time Table Type by clicking on 

Create New Time Table Type. 

 

Select the type name and Click on Save button then Click on Add period to add the 

timings of each period. 

For time - E.g.: P1 starts at 9:00AM and ends by 9:45AM then we need to give the 
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timings as 9:44 and the next period starts from 9:45 to 10:29.  

Note: The system will not accept the same Time for Time out in one period and Time 

in for the next period. Basically, there should be no overlap in timings. 

After adding each period click on Save button. 

 

 

After adding the periods, you can view the below screen. 

 

 Manage Timetable 
1. After the Time table structure is created. We can create a timetable for each section.  

2. By using this screen, the teachers will be assigned their subjects for each section. 

Accordingly, the teachers can post results and home work. 

3. Search Timetable - Select the Class and Sections to search the Time Table. 

4. Create timetable - Click on Create Time Table.  

 

Navigate through Admin Module > Time Table Section >Manage Time Table. 
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Note:  There can be only one active timetable for a given day for a given duration. 

One can choose to create two different timetables provided there is no overlap in 

the days for a given duration.  

For example: There can be one timetable defined for the duration Jan 2018 to Dec 

2018. For the same duration, Jan 2018 to Dec 2018, there cannot be another 

timetable defined. 

 

 

 

Fill in data that are mandatory fields such as Class, Section, start date, End date, 

Academic year and Timetable type and Click on Save button. 

Once the Time Table template is created based on the time table type, for each and 

every day, subjects need to assign for each period. 
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After selecting the day, select the Period, Subject Type, Subjects, Mentor 

name/Lecturer. 

Once all the periods for a particular day are inserted, click on save button.  

Note: The timetable details for a day can be saved only after details for all the periods in a 

day are entered. 

 

 

For the Subject Type-Elective/Lab/Optional/Second Language (where the student has to 

choose between two or more subjects) one can assign two subject names in the same 

period by clicking on the Add Button adjacent to the period.  

Copy from previous Time Table: 

 Copy from Previous Time Table in the above screen helps in the cases where the 

Time Table of particular day is the same for another day. For example if the 

timetable on Saturday is the same as that of Tuesday, one can use this option rather 

than re-entering the details all over for the day. 
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 Click on Copy from Previous Time Table. 

 Select the day from which the details need to be copied, select the duration of the 

timetable from which the details are being copied and then click on Save button. 

 

Update timetable 
 Select the Class and Section for which Time Table needs to be updated. 

 Select the day in the Edit mode.  

 Make the required changes in the Subject name or Mentors/lecturer names then 

click on Update button to save the details. 

 

View all timetable: 
This screen can be used to get a complete snapshot of the timetable of both teacher 

and students. For a teacher his/her timetable will be displayed based on their timetable 

type. For a student their class timetable will be displayed. 
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Navigate through Admin Module > Time Table Section >View All Time Table. 

 

There are two options in this screen:     

1. View timetable by mentor name. 

               2. View time table for students. 

 

1. View time table by mentor name: 

Select the Time Table Type, Duration, Mentor name and click on Search button. 

 

Below is the timetable for the mentor given in search screen: We can view the day to day 

timetable based on day and time for each period. We can take a printout and an excel of the 

required timetable. 
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2. View Timetable for Students: 

Select the Class, Section, Academic year, Timetable type, Duration and click on Search 

button. 

 

The Timetable followed by a student is shown. We can view the day to day timetable based 

on day and time for each period. We can take a printout and an excel of the required 

timetable. 



 
 

Page 157 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

Check Faculty Availability 
1. This screen is used to delegate a mentor in the absence of another mentor for a 

particular duration. 

2. One can choose mentors from a list of mentors available in the same Class, different 

Class or from all Classes. 

3. Select the Time Table Type, period, Date and click on Search button. 

 

Navigate through Admin Module > Time Table Section > Check Faculty Availability. 
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Select the class, subject and SMS option and click on send to assign the period for that 

mentor. Accordingly, a message will be sent to the mentor to attend the class for the 

selected subject and date. 
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Manage Holidays 
1. The list for the present academic year is created. 

2. This screen to maintain a list of holidays given to the students for the festivals/public 

holidays by giving Start Date, End Date, Holiday Name. 

3. The holidays created in this page will be displayed in View holiday list in the Left 

menu. 

4. During the holidays Admin/Teachers will be not bee able to post attendance on that 

particular date. 

5. Exceptions can be created for particular sections if classes are available. 

6. Then click on Save button. 

        

Navigate through Admin Module > Time Table Section > Manage Holidays. 

 

NOTE:   The holidays listed in this screen will not be included in No. of working days for   

Attendance/reports. 
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We can create exceptions by selecting a existing holiday and clicking on “Create Exception 

for this holiday”. We will get the list of class and section. 

After selecting the class and section click on post. Holiday exception will be created. 
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Asset Management 
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Manage Asset 

 

Navigate through Admin Module –> Asset Management-> Manage Asset 

The Details of Assets can be created in this screen along with the items related to the 

Assets. We can store the brand name, Vendor details, Asset location, warranty details, 

service details, etc. 

 

Click on “Create Asset Details” towards left to create details of asset, 

Below screen will be displayed to enter the details of the asset that has to be created, 
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Enter Valid Data and click on Save button below all the fields, 

Note : “Replacement Date” in Above fields is applicable for printers > Cartridges, Belts, etc., 

Asset Manager/in charge has to be assigned in “Asset Assigned to” option, 

Once these details are saved an option “Added Item Details” Will be enabled below the 

screen. 

 

 

Once we click on “Add Item Details” below screen will be displayed along with the 
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dropdown of Items, to create items related to the Asset. 

 

These details / items in the dropdown has to be created in other screen which is “Add Items 

to Assets” 

To Create Asset Items, Navigate through > Admin Module > Asset Management > Add 

Items to Assets (This can even be created before starting creation of Asset, as a pre-

Requisite) 

 

Add Items to Assets 
Select the Categories for which we are creating item and click on “Search”, Once we click on 

search  

 

Navigate through Admin Module –> Asset Management-> ADD Items to Assets 
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The above screen will be displayed along with the option “Add Item” to add new Item. 

Click on “Add Item” and enter the item Name and click on “Save” button. 

The item will be created and it will be included in the dropdown of “Manage Assets > Add 

Item Details” 

 

Again Coming back to Manage Assets (After Creation & Saving of Asset)> Add Item Details 

The items created in the above screen “Add Items to Assets” will  be included and displayed 

in 

Manage Assets > Add Item Details 
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Click on “Add item Details”, the below screen will be displayed, where we can select the 

Item and create the details, after entering the valid details, click on “Save”, the details will 

be saved. 
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Once the details are saved a message “Record inserted successfully” Will be displayed 

above the screen. 

Click on Back to Search Button, to view the Added Item Details, The added item details will 

be displayed as below. 

 

Asset Report:  
Asset report Screen used for Admin to View Asset details like next Service Date, Purchase date etc. 

  

Navigate through Admin Module Asset ManagementAsset Report. 

The following page is shown: 
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Fill the details like Main Category, Category and Sub Category (Category types will be 

created in Manage Category Page). 

Full details of Asset will be displayed we can Print and Export to Excel  
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Transport 
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Transport Management: 

This module offers to track all the vehicles of an institute.  The more important function of 

this module is to track different routes taken by the buses including the stop and time 

details.  If a bus needs to be rerouted one can find the list of all the students that would be 

impacted.  When a bus is delayed, an institute can send an SMS to the affected students.  

These modules also keep track of all the maintenance activities of their vehicles. 

 Manage Buses: 
This screen is for the Admin to store the bus details of an organization. 

 

Navigate through Admin Module Transport Management  Manage Buses. 

We will be able to store the bus capacity, next service date, Bus documents expiry date and 

other information. The service due has colour patterns 

Green – Enough time for Service 

Pink – Nearing Service date 

Red – Service date expires. 

The following page is shown: 
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Click on Create Bus Info. 

 

 
 

Fill the mandatory fields like Bus Type name, bus number then click on Save button. 

Note: All the above created bus records are available for selection in Creating the Bus 

Routes. 

Hygiene Check: 

This Screen is used for Hygiene Check of the Transport to Check cleanliness. 

Click on Hygiene Check on Bus details page 

       The following page is shown: 
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Enter Mandatory details and Click on Save. 

Service/Repair Details: 

This Screen is used for Admin to Check Service/Repair details for Transport. 

Click on Service/Repair details on Bus details page 

       The following page is shown 

 

Enter Mandatory details and Click on Save. 

Documents: 

This Screen is used for Admin to attach Transport related documents like Insurance, 

Pollution certificate etc. 
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Click on Documents on Bus details page 

The following page is shown 

 

Enter Mandatory details and Click on Save.  

Note: Uploaded Document size should be less than 1 MB. 

Manage Bus Stations: 
This screen is for the Admin to Create Bus fuel filling stations and Service station of the 

organization. Accordingly, it will be shown in manage buses screen while adding the 

Service/Repair details. 

 

Navigate through Admin ModuleTransport Management  Manage Bus Stations. 

The following page is shown: 

 

Click on Create Bus Station. 

Then Screen displayed on Window as follows 
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Enter the Mandatory fields like Station Name, Station Type, Station Location and Station Contact 

Number. 

Fill the data and click on Save button. 

Add Contact Person: 

This Screen is used to add Contact Person details of Bus Stations 

 

Enter the Mandatory fields and Save 

Manage Bus Routes: 
This Screen is provided for the admin to create the stops for the bus which was created in the             

above screen. By creating these routes and stops, the students pickup and drop stops can be 

assigned accordingly in Manage Users screen. 

 

Navigate through Admin Module Transport Management  Manage Bus Route.  

The following screen is shown: 
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Click on Create Bus Route to see the following screen: 

 
 

Enter the Mandatory fields like Route Name and select the appropriate Bus No from 

the Bus No dropdown list.  

Fill the data for the other filed(s) and click on Save button. 

 

User is provided with an option to Add Bus Stops on a successful save operation in 

the Create Bus Route screen. 
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Select Add Bus Stops to add the stop name(s) in that route. 

 

Enter Bus Stop Name, Pickup and Drop Times. 

Click on Save Bus Stop.  

Repeat steps from 6-8 until all the Stop Names of that route are added. 

How to Associate Transport to Users in the Manage Users Screen: 

 

This can be done only after the Transport details are completely entered in the 

Portal. 

 

Select the Transport as college/school based on the institution type and select the 

route name and stop for the student in the Manage User Screen. 
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Manage Transport Employee 
This screen is for the Admin to store Transport Employee details of an organization. This 

page is similar to manage users screen. We can assign the buses for each transport 

employee. 

 

Navigate through Admin Module Transport Management  Manage Transport 

Employee. 

The following page is shown: 
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1) Create: 

Click on Create Transport Employee 

The following page is shown: 

 

Enter all Mandatory details to create a new employee 

Select Staff Type and enter his Personal details 

 

After entering all details click on Update. 

Assign Bus 
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Click on Assign Bus in Profile Details page 

 

This Screen is used to Assign Bus for Created New Transport Employee 

Enter all details and save. 

Salary details: 

Click on Salary details Bus in Assign Bus page 

 

This Screen is used to assign Salary details for Transport Employee 

 

 

Enter all details and Save the data. 

Accident History: 

Click on Accident History in Salary details Page 
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This Screen is used if Transport Employee involved in Accident, Accident Information can be 

stored by Admin. 

Enter all details and Save the data. 

Filtering: 

We can Filter Transport Employee 

 

The following page Displayed on Screen. 

 

 

By Selecting Required Data, we can filter the users. 

This Page is used for searching, already Existing Transport Employee. 
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E-Circular 
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Description: 

This module allows user to receive and acknowledge E-Circulars from the management/Admin. It will 

be created by the admin in Manage notice screen by selecting Notice type as “ E-Circulars”. 

 

Navigate through left Pane E-Circulars 

View E-circular 

Click View Button adjacent to the E- Circular to View and acknowledge it. 

Subject-E Circular Heading or Subject. 

Description-Description about the E circular. 

Acknowledged- Whether the user has Acknowledged the E-Circular or not. 

 

Read and Acknowledge E circular 

There will be a check box, we need to check it to acknowledge the E-circular. 

Document Name: If any document is attached we can view by just clicking on it. 
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There are two buttons 

Back to Search: Moves back to the previous page 

Acknowledge: Acknowledges the E-Circular. 
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Notes 
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Description: 

This module will have notes for their respective Subjects so that, students can refer these notes from 

anywhere, anytime. These notes will be created in “Post notes” screen under Admin module. 

 

Navigate through left Pane Notes 

We need to select any notes to download it. 
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Photo Gallery 
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Description: 

We can view the photos of various events held in the school. Photos can be crated in Manage Photo 

gallery screen under admin module. 

 

Navigate through left Pane Photo Gallery 

We need to Select any one Album from the below list to view the images. 
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Video Gallery 
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Description: 

Under this module, Any YouTube uploaded videos by school such as Sports Day function or Annual 

Day function etc. can be embedded, so that, intended users can watch video without going to 

YouTube site. Videos can be created in Manage videos screen under admin module. 

 

Navigate through left Pane Video Gallery 

We get the list of videos uploaded by other users. 

We can press the play button to view the video. 
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Download Question Bank 
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Description: 

This module will have past year’s question papers for their respective Subjects so that, students can 

refer these questions from anywhere, anytime. These question papers can be uploaded from “Post 

quest banks” screen under Admin module. 

 

Navigate through left Pane Download Question Bank 

We need to Select any Question Paper to download it. 

 

 

 

 



 
 

Page 194 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

 

 

 

 

 

 

 

 

 

 

View Calendar 
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Description: 

All upcoming events and schedules will be listed out here, even as a calendar of events for every 

month. These events can be created in Manage Calendar screen under Admin module. 

 

Navigate through left Pane View Calendar 

 

 

 

 

 



 
 

Page 196 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

 

 

Orientation 
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Description:  

In this module, we will view the details of all the public no. s which is the most useful in our daily life. 

These orientation details can be created under Manage orientation screen under Admin module. 

 

Navigate through left Pane Orientation 

 

 

 

 

 

 

 

 

 



 
 

Page 198 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

 

 

 

 

 

 

 

 

 

View Holiday List 
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Description: 

We can see the entire Holiday list of the current Academic Year. We can create these holiday list 

under “Manage holidays” screen under Admin module. Exceptional holidays for particular class can 

also be created. 

 

Navigate through left Pane View Holiday List 
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Admin Profile 
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In this Module, Admin can View his Profile and edit his data. 

 

Home Page  Admin Profile 

Then it will display following window as follows: 
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Note: Admin can be selected as Staff  

 

 

 

Admin can Change the password on Admin Profile Page by filling details like Password, 

Confirm Password, Security Question and answer. 

Click on Update after entering Mandatory details. 
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User comments 

 

 

 

 

 
 

In this Module Admin can Post comments about Users. All administrators and teachers can 
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post comments about any student. These comments posted will be reflected in “View 

student profile” under Admin module for each student. 

 

Homepage User comments. 

Then following screen will be displayed as Follows 

 

Admin can select users by Clicking Comments on right side. 

 

By Clicking Add Comment we can add comments. 
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Groups 
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Groups is the module given  for the administrator  to create different groups with in the 

organisation to send messages through manage notices. 

My Groups: 

Navigate through left Pane select Groups > my groups 

 

Click on create group. Enter the Group name in Group name Field. 

Then click on save button. 

You can receive the message as record inserted successfully. (as shown in below screen) 

Click on search users and add to the group button. 

 

Select Role, Class using the search criteria. 

Select the users and click on add users to group as shown in the below screen. 
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Note: Groups can also be updated. From the above screenshot, I have created group name 

as –HODs. 

If would like to rename kindly rename it as per your requirement and click on Update 
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Orientation 
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In this module, we will view the details of all the public no. s which is the most useful in our 

daily life. 

 

Navigate through Left Pane Home Page > Orientation. 

Note: Refer School Info Documentation. 

2. Home page  Orientation 

Then it will display following window as follows: 
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Results Report 
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Reports give the summary about the results, attendance, Fee etc. 

These are displayed the reports for marks of students. 

 

ReportsResults ReportsStudent Marks Report. 

Student Marks Report 
It displays the marks obtained by all students in a particular exam. Select Academic Year, 

Class and Section. By Default, the subject type will be displayed for Scholastic Subjects. 

We can select Co-Scholastic in the dropdown. Select a particular Exams to view the 

various marks obtained by the students for the selected subject. We can also have 

limitation to search within a particular mark or percentage. After selecting the above 

criteria click on search button.  
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Manage Progress Reports: 
We can create progress report in this section for all exams.  After entering all subject marks 

of the exam, we just need to enter the Teacher and Principals comment in it.In Post Results 

Page Published marks will get reflected in Progress report page. 

 

 

ReportsResults ReportsManage Progress Report. 

Select class, section and exam for which report card has to be generated. 

Click on search button and we will get the list of students. 

Enter the teacher and principal comment and click on save and generate Progress Card. 
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We can view and also take a printout of the report card as below. 
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Student Rank Report 
It displays the results of a particular exam with respective to top and bottom rank 

holders of each exam. Select Class, Section, Exam, number of toppers and number of 

students in attention required.  After selecting the above criteria click on search button. 

 

 

      ReportsResults ReportsStudent Rank Report. 
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Student Percentile Report: 
It displays the marks obtained by all students in a particular exam within a particular 

percentile. Select Class, Section and Report Type. Report Type can be Subject wise or 

overall. Select a particular Exams to view the various marks obtained by the students for 

the selected subject. We can also have limitation to search within a particular mark or 

percentage. After selecting the above criteria click on search button.  

 

 

ReportsResults ReportsStudent Percentile Report. 
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Student Result Analysis: 
It displays a graphical and tabular representation of the student’s performance in all 

subjects. Select Class, Section and a student. By Default, the subject type will be displayed 

for Scholastic Subjects. We can select Co-Scholastic in the dropdown. Select the Exams to 

view the various marks obtained by the student for all subjects. We can convert the total 

marks to any scale accordingly (Example: We can convert 100 to 50 Marks). We can choose 

to view the result type graphically or Tabular or Both. After selecting the above criteria click 

on search button.  

 

ReportsResults ReportsStudent Result Analysis. 
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Class wise Analysis Report: 
It displays a graphical and tabular representation on the performance of all the students in 

all the sections of a class. Select Class, Section and an exam. By Default, the subject type will 

be displayed for Scholastic Subjects. We can select Co-Scholastic in the dropdown. We can 

select the subjects from the list to compare. We can choose to view the result type 

graphically or Tabular or Both. After selecting the above criteria click on search button.  

 

ReportsResults ReportsClass Wise Analysis Report. 
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Teacher Wise Result Analysis Report: 
It displays a graphical and tabular representation on the performance of a teacher in all the 

classes. Select Teacher and exams. We can choose to view the result type graphically or 

Tabular or Both. After selecting the above criteria click on search button.  
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ReportsResults Reports Teacher Wise Result Analysis Report. 

 

 



 
 

Page 223 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

 

Marks posted Status Report 
It displays which teacher or admin has posted the results for the respective subjects.  

Select Academic Year, Class and Section. By Default, the subject type will be displayed for 

Scholastic Subjects. We can select Co-Scholastic in the dropdown. Select the required Exams 

and Subject to check the Marks posted status. After selecting the above criteria click on 

search button. 

 

ReportsResults ReportsMarks Posted Status Report. 
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Attendance Report 
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To view reports related to attendance, Navigate through left pane, Click on Reports, 

The below screen will be displayed with all types of reports, along with list of Attendance 

Reports as below, 

All the listed reports will provide us the reports related to attendance accordingly. 

Weekly and Monthly Attendance Report 
Attendance for individual student can be checked for each week and month. 

 

ReportsAttendance Reports Weekly and Monthly Attendance Report. 
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Attendance Posted Status Report 
We can check which faculty or admin has posted attendance for the particular class. To 

show the posted attendance status for each class and it displays details like Who posted 

Attendance, Attendance Taken Time and Attendance Taken Date. 

 

ReportsAttendance Reports Attendance Posted Status Report. 
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Student wise attendance report 
In this screen, we can check individual student attendance report. To show the cumulative 

attendance of the students in a class and it displays details like Total Working Days, Total 

Present Days and Percentage. 

 

ReportsAttendance ReportsStudent Wise attendance Report. 

 

http://jgscbse.connect4m.com/Reports/AttendanceReportByMonthlyAndWeekly.aspx
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Class wise and student wise attendance report 
In this screen, the attendance registrar of all classes will be displayed. Select Class, Section 

and enter the date range. The attendance registrar will be displayed.  

To show the date wise attendance of the students in a class for a chosen period.   

It displays details like Total days present and Total working Days from the selected range. 

 

ReportsAttendance Reports class wise and student wise attendance report. 
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Export Reports 
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 Export Reports 
 These are used to get the required data as per user. 

Click Reports -> Export Reports. There are 5 sections. 

 
 

Reports Export ReportsAddress Labels. 

Address Labels 
 Select the Group, Section, Role and Address Types and click on Search Button.  If you 

want to take a printout, then click on Print.In Manage Users Page Address will be 

updated it gets reflected in Address Labels Report. 
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Staff time Table: 
It displays all staffs with their respective subject in a particular class. Class wise Staff 

List will be displayed with allocated Subject. Manage Time Table allocated Subject 

will reflected in Reports Page. 

 

 

 

View Staff profile: 
In this Screen It displays all details of staff’s ,class wise Staff Address can be 

generated in this report In Manage Users page changes in Address column for any 

user can be reflected in View Staff Profile. 

 

 
 

Reports->Export Reports->View Staff Profile. 
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Any Data Report: 
In Any data report depending on roles ,Admin can generate data by selecting desired fields. 

 
 

ReportsExport ReportsAny Data Report. 

 
 

Whatever the Data Report you want, you have to select the particular fields by 

checking the check box, in Role you have to select student and click on Search Box. 

For Example,  

You want a report containing Admission Number, First Name, Last Name, Mobile 

Phone, and Portal Email for all students.  You have to check the boxes and click on 

Search button.  Then all the data will be displayed.   

If you want a report containing EEE students, select the class, section, role and click 
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on search button. 

 
If you want to export this data to excel, click on Export to Excel button.  
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NOTE: Hostel Students Can be separated by Clicking Hostel Button, if you select yes 

Hostel Students will be generated if you select No Non Hostel Students will be 

generated ,please make sure that u have added Hostel Students in Manage Users 

page. 
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User Reports 
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View Role Wise User Count: 
In this Screen Role wise Count can be generated. Total Number of Roles (like students, lecturers, 

Admins etc.) will be displayed. Role wise count can be reflected in Dashboard in Home Page. 

 

 

ReportsUser ReportsView Role Wise User Count. 

 

 

Communication Read Status Report: 
In this Report we get the list of users who have read and not read a notice.Notice like E Circulars, 
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Flash news, thought of the day and Virtual Notice Board. In Manage Home Page, Notice will be 

created and published. Depending upon roles admin can View read and not read details. 

 

 

Navigate through ReportsUser ReportsCommunication Read Status Report. 

Communication Read Status Report Screen will be displayed, where we have search fields to 

search existing notices with mentioned fields. 

 

We get the list of notices with Subject, Notice Type, Start date and Expiry date. Click on the notice 

subject to get further details. 

By default, the list of Not Read details will appear in which all users who have not read the notice 

will be displayed. We can also filter where we have search fields to search existing users with 

mentioned fields. 
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We get the list of Users with Name, Role Name, Class, Section, Email ID and Mobile Number. 

We can print and export to excel the list of users. 

 

In Read Details the list all users who have read the notice will be displayed. We can also filter where 

we have search fields to search existing users with mentioned fields. 

We get the list of Users with Name, Role Name, Class, Section, Email ID and Mobile Number. 

We can print and export to excel the list of users. 



 
 

Page 242 of 265 
  

 
 

Clobas Private Limited Proprietary Information                                                                                                                       © 2018 Clobas Private Limited   

This document must only be used for the purpose for which it was provided and must not be reproduced or distributed without prior 

written permission. 

 

 

User Count Report 
In this Screen, report shows the total User count according to Class or Section with 

respective to the roles.i.e To show the gender wise student strength in the school. It displays 

the total number of boys, girls with the total strength in each Class/Section. It also displays the total 

boys and girls and total strength in the entire institution.  

 

 

ReportsUser ReportsUser Count Report. 
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If we select the count adjacent to the Class, the list of users will be displayed. 

 

If we select the name of the User, their respective profile will be displayed. 

Skill Activities Report: 
This report displays the extra-curricular and Co-Curricular activities of the students, these records 

will be inserted in Manage Users module. We can shortlist the students for any activity using this 

report. 

 

ReportsUser ReportsSkill Activities Report. 
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Fee Report 
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Fee Reports 
In Reports -> Fee Reports 

Class wise fee report 
It displays the total fee paid and pending for each class. Select the academic year and click on search. 

 

ReportsFee ReportsClass Wise Fee Report. 

 

 

The list of all classes with their total Paid and Pending details will be displayed. Select a class. 

 

The list of all sections in the class with their total Paid and Pending details will be displayed. Select a 

section. 
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The list of all students in the section with their total Paid and Pending details will be displayed. Select 

a student. 

 

 

The list of all fee details of the particular student will be displayed. 
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Fee defaulters report 
It displays the pending amount of each student in the Institute. Select the academic year and click on 

search. 

 

ReportsFee ReportsFee Defaulters Report. 
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It displays the list of students with their due amount. We can send a SMS and Email to the students 

by clicking the check box. Enter the comment and click on SMS and Email to send an intimation to 

the parents immediately. Click on a student. 

 

The list of all fee details of the particular student will be displayed. 
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Student fee collection report 
It displays all the fee categories and fee collection details of each student in a class. Select academic 

year, from date and to date until when the fee is collected. Click on search. 

 

ReportsFee ReportsStudent Fee Collection Report. 
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The list of all students with their fee collection details will be displayed. Select a fee Receipt No to 

take a printout of the receipt.  

 

Fee Receipt: 
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Periodical fee collection summary 
It displays all fee categories with the total amount collected between the selected date range. Select 

Start date, end date and click on search. 

 

ReportsFee ReportsPeriodical Fee Collection Summary. 

 

 

The list of fee categories with the total fee collection amount will be displayed. Select a fee category. 

 

The list of students paid for the particular fee category will  be displayed. 
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Transport Report 
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Transport Reports 
All transport reports are listed below: 

Transport Staff Dashboard 
In this screen transport Staff details like Like Licence no,Expriy date, Accident 

History,Challan and Insurance. In Manage Bus Screen Documents will be Uploaded and it 

gets reflected in Transport Staff dashboard Page. 

 

ReportsTransport Management ReportsTransport Staff Dashboard. 
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Transport Route Wise Report 
In this Screen Routes of all transport with Pick up and Drop Timings will be generated. 

Routes will be created in Manage Route Page it gets reflected in Transport Route wise 

report. 

 

ReportsTransport Management ReportsTransport Route Wise Report. 
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Bus Information Report 
In this Screen Bus Information like bus type, Service details and Fuel type will be displayed. 

Bus information created in Manage Bus Page. Service Expiry details can be Viewed in 

Dashboard Page. 

 

ReportsTransport Management ReportsBus Information Report. 
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Class and Section Wise Routes 
It displays all student routes details from a particular class. 

 

ReportsTransport Management ReportsClass and Section Wise Routes. 
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Transport Information Reports 
It displays all transport information of a particular organisation. 
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ReportsTransport Management ReportsTransport Information Report 

 

 

Occupancy of a Bus 
It displays all details of a particular route like bus capacity, availability, occupancy and First 

and last girl child pickup/drop. 

 

ReportsTransport Management ReportsOccupancy of a Bus. 
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Accident Report 
It displays all accident report of all buses in a particular campus. 

 

ReportsTransport Management ReportsAccident Report. 
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Login Report 
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Web Portal Login Report 
It displays all the users who have logged into the web portal.  Please choose the filter criteria and 

click on search. By selecting the Username of the user, we will be able to view the number of times 

the user has logged in with date and time.  

 

ReportsLogin ReportWeb Portal Login Report. 

 

 

Mobile App Installation Report 
It displays all the users who have installed and not installed our Clobas Mobile App based on Class 

and Section. Please choose the filter criteria and click on search. 
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ReportsLogin ReportMobile App Installation Report. 
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