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OVERVIEW

The purpose of this manual is to give step by step instructions of how to use .Connect Educator, 

a School Management Software. In .Connect Educator, the System will be categorized into two 

modules:

Administrative Modules

Financial Modules



LOGGING IN
The .Connect Educator software is accessed on your computer by opening a browser and typing in 

“localhost:8500/connecteducator” directly from the server or serverIP 

address:8500/connecteducator  OR by double-clicking on the browser shortcut created for you 

on your desktop.

Once the page is opened, type in your unique username and password, click “LOG IN” and you are 

in.



GETTING STARTED - SET UP

This involves setting up the School year, Term, Classroom, Class, Courses, Course Class Group, 
Marks range, Course Weight etc.

From “admin” menu, click on the  “Set up”  just like in the image below:

The set up page will be displayed just like the image below. You will start 
set up by clicking the menus (highlighted in red) one after the other 
starting from number 1, 2, 3…… 9

N.B - School year is 
the duration of a school 
session. For example, 
extensively, school year 
starts September 1st 
and ends Aug 31st the 
following year.

SCHOOL YEAR



Involves the creation of terms. It is important that a new term starts immediately a new one ends; there 
shouldn’t be a gap in the dates. 

CLASS GROUP 
This is where you set up all class groups in the school. Class Groups are the main classes in a school i.e. if a 
school has Classes like, JSS1A, JSS1B, JSS1C the class group is JSS1.

SCHOOL TERM



CLASS ROOM 
Includes all the rooms in the school where the students/pupils will be having their classes.

CLASS
Creation of classes e.g. JSS1A, JSS1B,JSS1C. The first two tabs; staff department and staff will have to 
be filled and uploaded before the class details will be loaded. This is because staff responsible for each 
class will be linked to said class during class creation.



COURSES
 Are all the course the school is in to i.e. mathematics, literature, geography, English language etc.

COURSES CLASS GROUP
 This is where courses are linked to the Class groups offering them. You can multi-select courses and 
classes by pressing ctrl key down + clicking on the courses or classes you want.                                     
                       



MARKS RANGE
is ranging the student’s grade i.e. marks from 80- 100 A GRADE

COURSE WEIGHT 

is the total mark obtainable in Assignment, Test and Exam. 



STEPS IN HOW TO ADD NEW STUDENT

This is where new students are entered. From the student management menu, click on new student, 

Add the student information, ensure all highlighted tabs are filled one after the other for each student, 

but tab 5 is optional. Then, Load data.



ADD NEW STAFF
This is where new staff is entered. From staff management menu, click on new staff, Add staff 
information, ensure all highlighted tabs are filled before loading data



 ADDING STAFF COURSE 

To link staff and the courses they take, click staff course tab, select the course, you can hold down 
the control key on your keyboard to select more courses if the staff involved teaches multiple 
courses, select the teacher and load data

STEPS IN HOW TO CREATE CHARGE TYPE

This is where the different type of student charge type are entered. E.g. Tuition, School Bus, 
Stationeries etc. From the admin set up menu, click on charge type, Add the charge type, Click on 
Load data.



HOW TO ADD STUDENT’S CHARGES
This is where the student charges are added. For example, school fees, cardigan sport wear etc. 

From the class module, click on billing then click charges, select charge type, in the student name space, select 
“ALL STUDENT”, choose the term, input amount and load data. The charge automatically links to every student 
in that class.

HOW TO ADD TESTS
From  class/courses management, click on Add test, Add test by course/class group, Click on 
Load data                                                                                                                                  
         

The courses can be 
multi selected;
(press ctrl + select
the courses)



UPLOADING STUDENTS TEST SCORES
This is where students test and examination scores are uploaded.

From the home menu, click on Assessment

Select the class group

Click on the edit button to add the student mark and update data



TAKING STUDENT ATTENDANCE
To take students’ attendance, click on Add attendance, Select the class, check the column applicable to each 
student and update data.



STEPS IN HOW TO ADD STUDENT PAYMENT
This is where student payment are loaded. From the action menu, click on payment, select the class, 
input amount, select the term, student name, apply to the charge and load data.

ADDING CONTRACTORS

From the operation menu, click on contractor, Add contactor, Click on Load data.



ADDING EXPENSE CATEGORY
This is where different types of school expenses are entered. From operations menu, click on Expense 
category, Add the expense category, Click on Load data

HOW TO ADD EXPENSES
This is where the expenses are entered e.g. maintenance, vehicle repair etc. From the operation 
menu, click on Expenses, Add expenses and Click on Load data



STEPS IN HOW TO ADD PERIOD
 From the admin set up , click on period, input the period name, select the term, input the time, Click 
on Load data

HOW TO ADD ROLE
This is where the staffs’ role is entered. E.G.  junior teacher, head teacher etc. From admin set 
up , click on Role, add role name and the department, Load data



STEPS IN HOW TO UPLOAD SCHOOL LOGO
This is where the school’s letterhead is uploaded. From the admin set up menu , click on school logo, 
Click on browse to search for the logo you want to upload 

Click on upload picture



ADDING THE STUDENT STATUS
This is where the student statuses are added e.g. Active, graduated, suspended etc. From the admin set up 
menu, click on student status, Add student status name, Click on Load data

ADD STAFF STATUS

This is where all staff statuses are entered. E.g. active, inactive, retired etc. From the admin 
set up menu, click on staff status, Add staff status name, Click on Load data



HOW TO ADD PARENT TYPE
To add parent types, click on parent types under the admin set up menu, add the parent type e.g. father, 
mother, uncle, etc, upload data.

HOW TO UPLOAD THE STUDENT PICTURES

From the student management menu , click on student module to search for the name of the 
student, Click on the student name, Click on modify student data. Click on Load picture, 
select picture from where it is saved on your system, click on update data. 



Viewing and mailing of student Report Card can be done either through the student module or the 
class module.

To go through the class module, click on the class module, select the class of choice 

REPORT CARD



Click on assessment, then report card. It automatically goes to a page where you can search each 
student’s name and view their report card



To mail report card to parents at once, click on the mail report tab, ensure that all tabs in 
front of each student’s name is set to yes, then click on  send report card

N.B – For students that don’t have their parents’ email addresses saved in their 
files, the tab will be set to an automatic NO, that means the report won’t be mailed 
until the email data is uploaded



To send report card through the student module, type the name of the student in question in the 
search tab, click on the name, click on report card, search for the term report of interest, click on 
search,  once it shows the report card, click on the mail icon (envelope) by the mid-right.  It 
sends to the email address in the student’s file

Mail icon



Thanks for taking your time to study this manual. For more 
enquiries, support and further training, you can reach us via 

the following contacts;
 

Telephone: +234–8182542535, +234-8031920068
Website: www.etnconnect.com
E-mail Address: info@etnconnect.com
Twitter: @etnconnect @connectfinancia
Facebook: www.facebook.com/etnconnect

http://www.etnconnect.com/
mailto:info@etnconnect.com
http://www.facebook.com/etnconnect
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