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AcademEA Version 3.1 
 
 

STARTING THE APPLICATION 

To run Acad em EA Click  Start > All Prog ram s > Essien Arthur > Acad em EA to sta rt 

the app licat ion as in Fig 1 below 
 

 
 

The log in screen now pop s up. Enter  you r log in userna me  and  pa sswo rd and  then  click  

OK 
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If you logged in  as an a dministrat ive user, then  you will have  acc ess to all feat ures of the  

Ac ademEA. 
 

The user below has logged  in as an Ad ministra tor; hence  all feat ures (ic ons) are visib le. 

 

 
 

 
 

The Fee Arrears balloon 

automatically pops up anytime the 

user logs administrator. Click here to 

view all fees in arrears. 
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The user below is not an Administrator and  ther efore does not have acc ess to all  features  

of Acad emEA 

(View  Ic on s below)  

 

 
 

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

 
 
 
 

 
 
 
 
 
 
 

The user is assigned to the headmaster group and 

therefore has access to only portions of AcademEA 

assigned to them. 
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SYSTEM SETUP  

 



  
Visit www.academea.net 

ACADEMIC YEAR SETUP 
 

Click  System  setup > Ac ad emic  Year to d isp lay the ac ademic  year  window below. 
 

Setup  your aca demic  year(s) by c hoo sing your start  and end da tes of each t erm a nd t hen  

type the ac adem ic  year  e.g . 2011/ 2012. When all  the req uired d etails have been ente red  

click  the  save ( ) button on the top left c orner of the wind ow. Click  on the new ( ) icon 

to add  more ac ademic  years to your system . 
 

 
 

NB: Sample Academic Year: How to correctly setup the dates in AcademEA 
 
TERM RE-OPENING DATE VACATION DATE 
FIRST 12/9/17 15/ 12/18 
SECOND 10/1/18 13/ 4/ 18 

THIRD 02/5/18 30/ 8/ 18 
Table A: Physical Re-opening Date and Vacation Dates Of XYZ School 
 
When setting up the Start and End Dates, care must be taken to avoid any intervals between the dates as shown 

above. The End Dates should always be set to end just a day before the start date of another term. If there are 

intervals between dates, AcademEA woulŘƴΩt give users access until the start date of the next term. Since it is likely 

that the software would be used even when schools are on . 
 

Plea se cl ic k the  save button, af te r you have added a  new  ac ademic  year.  
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EDITING ACADEMIC YEAR 
Click  System  setup > Ac ad emic  Year  to d isp lay the ac ademic  year  window below. 

To ed it any data, doub le-click  in the data  grid row of the aca demic  year  you want 

to  ed it. The ac adem ic  year  c hosen  will be displayed in the textboxes above. You 

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

been made  
 
 

 
 
 

UPDATE DATABASE 
It Is required to update your softwareõs database and time a new version is downloaded 

and installed. To Update the database, click on Systems Setup > Administrative Tools > 

Update Database.  Select the òYesò radio button, then click the òClick to Update 

Databaseó to update your database 
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GRADE SYSTEM 
Click  System  setup >Grade System to d isp lay the  grade system wind ow below. 

 

 
 
 

Setup  lower  and  upp er c lass limits fo r grad es in your sc hool e.g.  fo r Grade A the 

lower  limit is 91 and upp er limit 100. Please take note to Add  ò.99ó to a ll upp er 

lim its exc ep t ò100ó 
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CLASSES/FORMS 
 
 

Click  System  setup > Classes/Forms to d isp lay the classes /  forms window below. 
 
 
 
 
 
 
 

 
Add Class/ Form 

 
 

Edit selected Class/ Form 

 
 

Delete Selected Class/Form 

 
 

Print Class/ Form list 
 
 

Click on the Add Button to Add a new class/ form 
 

 
 

For examp le, If you nee d  to add t wo (2) c lass/ forms, increase t he number in the  grid box 

from 0 to 2. Two textboxes autom at ical ly appear.  Type the name of the  class in the 

name c olumn, No. on roll of the c lass and t hen f inal ly select  òYesó from the d rop -do wn-

box if you wo uld be visible for all  operati ons with  reg ards to cla ss in Ac ade mEA. Click  No 

if you donõt want  it to app ear  in a ny part  o f Acad em EA 
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HOUSES 
Click  System  setup >Houses to d isp lay  the Houses window below.  

 

 
 

To Add New Houses, repeat the  steps used to add cl asses/forms as desc ribed  ab ove. 

To ed it, Clic k System  setup > Houses.  Next Click  on the ed it b utton, make nec essary 

c hang es and then  click  Save to register  c hanges. Refer to the  p rocedure abov e to 

delete  an  existing House. 
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SCHOOL DETAILS 
Click  System  setup >School Detail s to d isp lay the school detai ls window. This is where  all 

detailed in fo a bout your sc ho ol tha t would a pp ear  on all  Print-ou ts is setup . 

 
 

Type in your corresponding details in the text boxes provided. You may also add your 

schoolõs crest (logo) by clicking the change button. This allows you to browse to a location 

on your computer to select your crest or logo.  

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

modifications. You schoolõs details could be modified at any point e.g. a change in an e -

mail address; phone number etc. would be made from the school details.  
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PERCENTAGE 
Click  System  setup >Percentage to  d isp lay  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 setup  is used  to 

ca lc ula te Studentõs Report, Con tinuous Assessme nt, c umula tive rec ords etc.  
 

ACADEMIC PROGRAMME 
Click  System  setup >Programme to d isp lay the aca demic p rogramm e window below 

  Plea se note  that  this feat ure is for SHS only. 

 

 






































































































