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New Year School Settings 

One of the main tasks of the (School Admin) is preparing the system for the new 

academic year, and this is done through the following steps. 

N.B: Most of the Settings were pre-configured for you this year 

(1)
The settings of 

the current 
academic year 
and academic 

sessions

(2)
The settings of 

the          
Stages/ 
Levels/ 

Sections

(3)
The settings 

of the          
Courses

(4)
The settings of 

the User 
Accounts

(5)
The settings of 

the          
Academic 
Schedule

Review Stage
Review 
Levels

Add 
Sections

Review Year
Review 

Academic 
Sessions

Review current 
Academic 
Sessions

Review Courses

Add Users
Export user 

accounts
Users

managments

Link the lectuers
Add 

Timeslots
Schedule 

managment
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First Step: The settings of the current academic year and Academic 

Sessions  

First: Review the Academic Year 
    The main screen from (School Admin) account in the school:  

 

You can do some actions: (edit - delete) on the added year from the (Action) section. 

 

Second: Review Academic Sessions 
 

 

 

 

 

 
  
  
  
  
  
  
  
  
 
 
 

1- 
Click on the 
Settings tab 
then Years 

2- Review the dates 



 

4                                                                                              ©e-Taleem- 2023 

 

Second Step: Review Stages / Levels 

 

First: Review Stages 

 

  

Review Stage Review Levels Add Sections

1- 
Click on the 
Settings tab 
then Stages 

2- Review Stages and delete the unapplicable ones 

3- Review Levels and 
delete the unapplicable 
ones 
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Second: Review Levels 

 

 

Third: Add Sections 
 

 

 

 

 

  

Add or (edit - delete) from the (Action) section 

Add or (edit - delete) from the (Action) section 
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Third Step: The settings of the courses 

 

 

 

 

 

 

 

 

 

 

 

 

 

Review Courses Review the course template

1- 
Click on the 

Courses 
Management 

tab then 
Courses 

2- Review Courses 
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Fourth Step: The settings of the users’ accounts in the new year 
 

 

 

 
First: Add Users Accounts 

1- Students: You can import (students) data in several ways, and this is done by the 

following steps: 
 

 
 
 
 

 

 
    
 

 

  

 

 

 

 
 

 

 

 

 

 

Add Users Export user accounts
Users

managments

1- 
Click on the 

Users tab then 
Students 

 

2. choose 
Students section 

Students will import from Excel lists by 

clicking on the button (Excel Import) 

Click on the Users tab, then students, 

then Excel import, fill in the attached 

excel file in the link, then upload the excel 

file. 

Add students manually 
 

All of the students 
list will appear here 

Add students from Excel import 
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                    The elements of the Students Excel Import: 

 

 

 

 

 

 

 

 

 

 

 

 
Excel file Import Updates 

A- Excel Import Log 

 

You can see a list of files imported and you can: 

• download them 

• download  detailed student list file after 
uploading 

 

 

 

 
B- Excel Students Export  

 

You can export a certain level/section list 
particularly. 

 

 

 

 

 

  

The Mandatory elements that must be 
added precisely to create student accounts  

(Student Data -Nationality - Gender) 

The Mandatory elements that must be added 
precisely to create parents accounts  

(Father – Mother  – Nationality) 

 

Student data (for all sections) 
Student ID 

Student's name in English 
The student's name in Urdu 

The data must be added 
accurately, and incomplete 
data will affect the creation 

of the parent account 
Then copy the title of levels / 
sections exactly like in the 

system 

 First add levels/sections
  into the platform
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2- Teachers:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. choose 
Teachers section 

Add Teachers from Excel Import 
 

 

Teachers can be imported from Excel sheets by 

clicking on the button (Excel Import) 

Click on the Users tab, then Teachers, then 

Excel import, fill in the attached excel file in the 

link, then upload the excel file. 

1- 
Click on the 

Users tab then 
Teachers 

 

Add Teachers manually 
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3- Management accounts: 
All of the administrative accounts can be added manually: School Leader - the student advisor - 
the manager (assistant) - the floor supervisor - the admission officer, etc. 
 

 

 

 

 

  

1- 
Click on the 

Users tab then 
Management 

 

2-Click on the 
Management  

 

3- Add the Management users manually  
 

4- Add the managements users 
like the same in the teachers and 

students add user page. 

5- you have to determine the role 
for the user . 
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4- Import contact (Mobile numbers) 

 

 

 

 

 

 

  

1- 
Click on the 
Users tab 

then 
Students 2-Click on the Import 

Contacts 
 

3- Download the exact format Excel Sheet  
 

4- Upload the Excel Sheet here 
 

5- Submit 
 


