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AcademEA Version 3.1

STARTINGTHE APPLICATION

Torun Acad em EA Click Sart > All Program s > Essien Arthur > Acad em EAto start
the app lication as in Fig 1 below

See all of your emails in one place
CRcR™ @
And more.. \
[~] % %@  Groove Music Films & TV

:
: g

31° Fisherman

e

ﬁ [: airfifted to
; hospdnl after
Microsoft Edge | Pt t:i. Ac NGO attack ;ll

Feedback Hub

FileZilla FTP Client Skype o— Twitter Fa!’sl
Films & TV

Firefox

OneNote

GoDaddy

The login screen now pop sup. Enter your login username and password and then click
OK

Application Login

1
J‘_O Connect to AcademEA
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If you logged in as an administrative user, then you will have acc essto all featuresof the
AcademEA

The userbelow haslogged in as an Ad ministrator; hence all features (icons) are visble.

& Acaoemen s
File Students Staf Accounts Academics SMS Reporis  Help Setup
BavEmaY j@mda=gaE&isnasE STEWSTEEAZ ARV B D &

The Fee Arrears balloon
automatically pops up anytime the
user logs administrator. Click here td
view all fees in arrears.

Fees in Arrears

ID Student ID Student Name Class Amount a
B 5010099 Celestina Biua Doughan 1A 220,00
2 STD10100 MARK KOBINA AGYEMAN 1A 200.00
3 STD10153 Felicity Botchway 1A 200.00
4 STD10158 ANTHONY OWUSU OPPONG 1A 210.00
5 STD10676 Francis Bright Arthur 1A 100.00
6 STD10677 Prince Jamel Tabbicca Baker 1A 150.00
7 STD10722 Fadimah Ampah 1A 100.00
8 STD10723 Esther A Hayford 1A 200.00
9 STD10753 Sandra Sylvia Acquah 1A 200.00
10 STD10768 Abraham Dannyame Quaicoo 1A 100.00
1 STD10733 JUSTICE OBOSU DARKO OTOO 1A 200.00
12 STD10817 Emmanuella Yankholmas 1A 150.00
13 STD10821 Hizebeth Mills Mensah 1A 150.00
14 STD10831 Jocelyn H Koomson 1A 160.00

15 STD10866 Samuel Adiei 1A 128.00 M
GHC 205,283.30
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The user below isnot an Administrator and therefore does not have acc essto
of Acad emEA

(View Iconsbelow)

¥ AcademEA
File Students Staff Academics SMS Reports Help
B4AYhiB® 48 42 T<«i BEY'R™

all features

The user is assigned to the headmaster group and
therefore has access to only portions of AcademEA
assigned to thm.

Other user groups also have access to only portions of the software assigned by the Super Admin.
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SYSIEMSETUP

Systemn Setup |
Administrative Tools
“-i Academic Year
“ Grade System
E Classes | Forms
I':."I Houses
Terminal Report Details
Bl School Details
% Percentage
IE Frogrammes
Eﬂ Other Staff Info
Modify Student/D
1_5 Cther Student Info
@ Subjects
Medical Info
ﬁ Users
®  Receipt Description
" Fee Setup
A Student|D Prefix
Department
.ﬁ Group Activity
=¥ Nationality
Exchange Rate
4 Promotion
Bill Mote
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ACADEMIC YEARSETUP

Click System setup > Acad emic Yearto digplay the ac ademic year window below.

Setup your aca demic year(s) by choosing your start and end dates of eacht erm and then
type the academic year e.g. 2011/2012. When all the required d etails have been ente red

click the save (#) button on the top left corner of the wind ow. Click on the new ((f-] )icon
to add more academic years to your system.

¥ Academic Year - a X
& a9
Add Academic Year and Term
From 02/05/2018 @ | 1o 130/08/2018 @ |
Term v|  Academic Yeu |

Show All Academic Year

Start Date End Date Torm -
30 August 2018 THIRD TERM | 2017/2018
10 January 2018 13 April 2018 SECOND TERM | 2017/2018
12 September 2017 15 December 2017 FIRST TERM 2017/2018

NB: Sample Acacemic Year: How to correctlysetupthe datesin AcacemEA

TERM REOPENING DATE VAGATION DATE
HRST 12/9/17 15/12/18
SECOID 10/1/18 13/4/18

THIRD 02/5/18 30/8/18

Table A:Physical Re-opening Date and Vacation DatesOf XY ZShod

When setting up the Sart and Erd Dates, care must be taken to avoid any intervalsbetween the datesas shown
above. The End Datesshould alwaysbe set to end just a day beforethe start date of anather term. If there are
intervals between dates, AcademB\woulR f gve usersaccessuntil the start date of the next term. Sinceit is likely
that the software would be used even when schoolsare on .

Plea se click the save button, afteryou have added a new academic year.
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EDITINGACADBVMICYEAR

Click System setup > Acad emic Year to display the ac ademic year window below.
To edit any data, double-click inthe data grid row of the aca demic year you want
to edit. The academic year chosen will be displayed in the textboxes above. You

may now make changes require. Click the Save button after the changes have

been made

Add Academic Year and Term

From |10/01/2018 B+ | 10 1310412018 @~ |

Tem SECONDTERM v | AcademicYear 2017/2018 ]

Show All Academic Year

Start Date End Date Term S
02 May 2018 30 August 2018 THIRD TERM 2017/2018
10 January 2018 13 April 2018 SECOND TERM | 2017/2018
12 September 2017 15 December 2017 FIRST TERM 2017/2018
UPDATE DATABASE
It I's required to update your softwareds database
and installed. To Update the database, click on Systems Setup > Administrative Tools >
Update Database. Sel ect the o0Yesod radio button, then clicl

Dat abased6 to update your database

Update Database n |

Please backup your database before running database update
Click to Update Database
Have you backup your database ?

(ONo (® Yes
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GRADESYSTEM

Click System setup >Grade System to digplay the grade system window below.

a5 Grade System l = | |i3-]
4 4 |6 of & CER

Grade Lower Limit Upper Limit Remarks System
A S0 100 Excellent JHS
B a0 8559 Very Good JHS
C 70 79.99 Good JHS
D 60 69.99 Pass JHS
E 80 55 99 Fair JHS

R F 1] 4559 Fail JHS|

Setup lower and upp er class limitsfor grades in your school e.g. for Grade A the
lower limit is91 and upp erlimit 100. Please take note to Add 0.996to all upp er
limitsexcept 01006
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CLASES/FORMS

Click System setup > Classes/Formsto display the classes/ formswindow below.

Classes f Forms

Clazzes / Forms
These are the Clazs that the zchool.

AddQass/Form
SHS51A4
SHS1B2 Edit selected dass/Form
SHS1B 4 )
SHS 141 HEW =
g:é 1&% ng —_ Delete Slected asgForm

SHES 144 MEW
SHS 181 HEW
SHS 1B2 MEW
SHS 1B3 MEW
SHS 1H ME'W

CHC 1E RIFYWY

Clickon the Add Button to Add anew class/form

Print Jass/ Form list

Forexample, If you need to add two (2) class/forms,increase t he number in the grid box
from O to 2. Two textboxesautom atical ly appear. Type the name of the class inthe
name c olumn, No. on rollof the classand then finally select oYes dronf the drop-down-
boxif you would be vidble for all operationswith regardsto cla ss in Acade mEA. Click No

ifyou dond tvant it to appear inany part of Acad em EA
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HOUSES

Click System setup >Housesto display the Houseswindow below.

Houses

Houses

These are the Houses that the school is cumently has.

|CHARITY

Add...
FAITH
HOPE
PATIENCE Edt...

Delete

To Add New Houses, repeat the steps used to add classes/forms asdescribed ab ove.
To edit, Click System setup > Houses. Next Click on the edit button, make necessary

changesand then click Save to register changes. Refer to the procedure above to
delete an existing House.
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CHGDL DETAILS

Click System setup >School Details to display the school detai Iswindow. This iswhere all
detailed in fo about your schoolthat would a pp ear on all Print-outsissetup.

z School Details — X

A |9 0~ X 2@ @9

ID 9
School Name IRbdemption Baptist School
Location I.Ayiko Ayiko Cape Coast

Type in your corresponding details in the text boxes provided. You may also add your
school6s crest (logo) by clicking the change button.
on your computer to select your crest or logo.

Click the save ( |i|) button when all required entries have been made to register any

modi fi cati ons. Yo u uldhe moddiddatanygant exgi alclsange io ane -

mail address; phone number etc. would be made from the school details.
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PERCENTAGE

Click System setup >Percentage to display the continuous assessment and Examination
percentage window below. you may now e nter the type of percentage your school
uses.

Set your continuous assessment and exams percentage. This £tup isused to
calculate Sude n t Regort, Continuous Assessme nt, cumulative rec ords etc.

ACADEMICPROGRAMME

Click System setup >Programme to display the aca demic programme window below

Please note that thisfeature isfor HSonly.
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