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 What is Fedena? 
 

o Powerful, user-friendly and open source school management software 

developed on Ruby on Rails. It is a web 2.0 application which can be installed 

and accessed using cloud computing. 

 Why Fedena? 
 

o Easy tracking of students 

o Analyzing their performance and attendance 

o Instant report generation 

o As the entire data is online and secure, any analysis can be done at any desired 

point of time. 

o Easy User interface design makes using the system easier for school staff and 

students 

o Highly customizable and easily customizable 

o Built on powerful Ruby on Rails technology 

o Supports your local language also 

o Plugin Architecture. You can develop your own Add-On plugin and integrate 

with Fedena 

o Custom Reports can be generated 

 Where Fedena can be installed? 
 

o Fedena is a web 2.0 application 

o Fedena can be installed in a web server or Local Lan server 

o Fedena’s architecture doesn’t support it to be installed as a standalone 

application. 

o Suggested OS is Ubuntu 11.04 / CentOS 6 with minimum 2GB RAM 40 GB 

hard disk and a new generation processor. This has to be scaled based on the 

usage statistics. 
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Fig 1.1 
 

Welcome to Fedena. The first thing you have to do to use the system is to login to the 
system. You can enter the user name and the password and click on ‘Login’ button. You will 
see the dashboard of the system as depicted in Fig 1.2.  
If you have forgotten your password, you can give your username in the space provided after 
hitting “Forgot Password?” If no E-Mail id was given for that user, the system will show an 
alert message that the user doesn’t have E-mail. If E-Mail is given, a password reset link will 
be send to the given mail from where the user can change the Password 
 
 

Dashboard types 
There are three login types in Fedena. Admin login, Employee Login and Student login. Each 
login view differs from each other. Admin dashboard is as depicted in Fig 1.2, Employee 
dashboard is as depicted in Fig 1.3 and student dashboard is as depicted in Fig 1.4. The 
options seen in the employee dashboard can be decided by the Admin. 
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Admin dashboard 
 

 
Fig 1.2 

Employee dashboard 
 

Fig 1.3 
 
Employee Dashboard privileges can be handled by Admin. For E.g. a faculty, X who is 
handling the finance department of the institution can be given finance control privileges; 
now when X login to the system, he will be able to see the Finance module in his dashboard, 
where as a faculty for whom such privileges are not given will not be able to see this.  
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Student dashboard 
 

 
Fig 1.4 

 
Fedena handles Student login. Students will be able to see their personal profile, their 
academic reports, their attendance etc. News published in the application can be seen by 
the student and they can comment on the news published if needed. They will be able to 
see their time table. Messaging system is provided for the students so that they can send / 
receive messages to other students or faculty. Students are not given access to view / edit 
the profile of other students. 
 
 
If a guardian is added while adding a student, that guardian also is given one login. The 
guardian can view all the things that the student can view. E.g. suppose a student is added 
with admission number ‘xyz’; now suppose a guardian is added for that student. Now that 
guardian can login to the application using the Login id, ‘Pxyz’ and default password 
‘Pxyz123’ (This password can be changed after logging to the system) 
 
 
 
 
 
 



Fedena 2.3 Feature List 

Foradian Technologies Pvt Ltd                                                             16 

 

 

 

Settings 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Fedena 2.3 Feature List 

Foradian Technologies Pvt Ltd                                                             17 

 

Fig 2.1 
 

Path: Dashboard - Settings 
 
Settings page as depicted in Fig 2.1 contains some of the option that should be set before 
using the application. 
 

General settings  
 

 
Fig 2.2 

Path: Dashboard – Settings – General Settings 
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1. Address  

 The first three column form the complete address of the institute. 
2. Type of attendance 

 This can be daily basis or subject wise as provided in dropdown. If daily 
attendance is selected, attendance can be marked on daily basis (forenoon 
and afternoon); else attendance can be marked for each subject. 

3. Financial start and end date 

 Here we set financial year start date and end date from the dropdown 
calendar. 

4. Currency type 

 This enable user to enter the type of currency on which transactions happens 
in that institute. 

5. Upload logo 

 The logo of the institute can be uploaded by this option. By uploading the 
logo, all the reports generated will be having the updated logo in the header. 

6. Network state 

 If the application is communicating with an SMTP server via internet, then 
the network state can be set to Online. Otherwise select as Offline.  

7. Enable auto increment 

 Auto increment of student admission number and employee number in the 
admission forms can be enabled by checking this checkbox 

8. Include Grading systems 

 You can select which all grading formats are needed for the examinations 
conducted 

 

Manage student category 
 

 
Fig 2.3 

 
 
Path: Dashboard – Settings – Manage Student Categories 
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1. Enter new category 
Students can be enrolled into the institution under different categories. They can be 
Hispanic, Asian, Scheduled Tribes etc 
The category created will be shown in the admission form. 
e.g.:- Category Foreign National is created. 
 

2. Edit and remove 
We can rename the category created using the Edit button. Remove can delete the 
category which is created 
 
 

 What is a Student category and why do we need to create student Category? 

o In Institutions, there may be fee concession for some categories such as 

Handicapped students, foreign nationals, reserved category by the 

government etc. If we create student categories, while admission of student, 

it will ask which category the student belongs to.  During Fee creation also, 

the Admin can decide if a particular discount or particular fee is applicable for 

a category of students 

 

Manage courses* (Grades) 
 

 
Fig 2.4 

 
 Path: Dashboard – Settings – Manage Courses/Batches – Manage Courses 
 

1. Create new course 
 
Fig 2.5 shows the list of Courses created. A course can be created by going to manage 
courses link. There is a “New” link Click on that and Course details can be entered. 
The user must fill the details as shown in the fig 10 which will be displayed by clicking 
the “New” button at the top right corner of the page. The details include course 
Name, section & code followed by initial batch detail. Initial batch details include the 
batch name and the batch start and end date. User has to select which academic 
report is applicable for this batch. A user can select GPA or CWA or both. 
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Fig 2.5 

 
*Courses in US English is called as Grades also 

 
Fig 2.6 

2. Course created (Grades Created) 
The course created will be shown in the manage course page as depicted in Fig 2.5.  
Clicking on the course button will display the batches under that course.  i.e. A-2011 ,B-
2011 etc. similarly by clicking batch we get into new page showing the list of student in 
that batch 
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Following the naming conventions while creating course and batch helps in operating the 
application more efficiently. We will see some examples of this in ‘manage batches’ section. 
 

Manage batches 
 

 
 

Fig 2.7 
 

Path: Dashboard – Settings – Manage Courses/Batches – Manage Batches 
 

 What is the difference between Course and Batch? 

o You can have different batches in the same course. For example you can have 

a batch starting in June2010 for Degree in Political science, and a batch 

starting in December 2010 for the same course.  

 

 When and how to create a new batch? 

o In a course if a new batch is started, then a new batch has to be created. A 

new batch can be started by going to manage courses link. Click on the course 

name and in that page; you can create the new batch by clicking on ‘new’ 

button at the top right corner of the page. 

 

 What should be the naming convention followed? 

o Suppose you are creating a course (grade) for your school. Let it be 10th 

grade for the year 2011. Now the naming convention to be followed is  

 Course Name: 10 

 Section Name: Blank 

 Code: 10 

 Batch Name: 2011 & give the start date and end date of the batch 

o Suppose you have two 10th grades in your school, then the naming 

convention can be followed, 

 Course Name: 10 

 Section Name: Blank 

 Code: 10 

 Batch Name: A 2011 & give the start date and end date of the batch 
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o Second batch name can be given as Course Name: 10 

 Course Name: 10 

 Section Name: Blank 

 Code: 10 

 Batch Name: B 2011 & give the start date and end date of the batch 

 

 What is the use of section name then? 

o Suppose your institution has semester wise syllabus. Say for example 

undergraduate degree in Engineering following a semester wise or trimester 

wise syllabus, then the naming convention followed can be  

 Course Name: Computer Science Engineering 

 Section Name: First Semester 

 Code: CSE – 1st Sem 

 Batch Name: 2011 & give the start date and end date of the batch 

 

Fig 2.8 
 
 
 
 

Batch transfer 
 

Batch transfer is applicable on successful completion of that grade. Here, after the 
completion of course 1 (1st grade), the students in that batch should be transferred 
to new batch under the course 2 (2nd grade) 
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Consider the fig 2.9 & fig 2.10; here transfer is done by selecting the batch under 
course to be transferred & then selecting the batch under another course to where it 
should be transferred. Students who are not eligible to be transferred to higher 
grades should be unchecked. 
 
 

Graduation  
 

Graduation is applicable to students who have completed the courses / grades in the 
institution. I.e. when students of a batch completes their high school, elementary 
school etc. Graduation is applicable for a batch as a whole or for individual students. 
There is an option to uncheck the students who are not eligible for graduation. Once 
the graduation happens for all students in a batch, that batch becomes inactive. 
 

 
Fig 2.9 

 

 What happens to the current batch if all the students are transferred to the new 

batch? 

o The batch will become deactivated and it won’t be shown in the active batch.  

 

 
 

Fig 2.10 
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 I am not able to delete a course, while deleting it shows, Unable to Delete. Please 

remove existing batches and students. But there are no students added, how can I 

delete the course? 

o For deleting a course, you have to make sure that all the batches created 

inside the course should be deleted. For deleting a batch, you have to make 

sure that all the students enrolled in the batch are deleted. 

 

 If I go to batch transfer, I can see a link Graduation. What is this for? 

o If a batch completes the studies in a respective institution, the whole batch 

will be transferred as former batch using this link. The students in these 

batches will be automatically listed as former students. You can take the TC 

for the whole batch with one click on Generate TC for ALL button. 

o If the students are graduated, they will be automatically considered as former 

students. 

 
Batch student 
 
Students in a batch are displayed on clicking the batch name. There is easy navigation to see 
the Exams for the particular batch, to assign subject and batch tutor to the batch on the top 
of the page. We will see those options in the coming sections. 
 

 
 

Fig 2.11 
 

Batch Subjects – Assigning old batch subject 
 
This section allows the Admin to add the normal subject or add electives and also to assign 
old batch subject to present batch. 
  

http://localhost/student/generate_all_tc_pdf?stud%5B%5D=2&stud%5B%5D=3
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Fig 2.12 
 
 
 
To assign old batch subject, click on “assign old batch subject”, you can now see the subjects 
in the last batch in that particular course (grade). On clicking the select button against 
subjects will assign the selected subjects to the new batch. This is displayed in Fig 2.13. 
 
When new batch is created, then also this option is available and the subjects of existing 
batches in that course can be assigned to the newly created batch. This greatly helps in 
reducing the time by not creating the fees and subjects again.  
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Fig 2.13 
 

 What is Elective? 
o We can get the concept of Elective group with an example. Suppose in a class 

there are Hispanics, Asians, Afro Americans etc. All the students will be 
having some subjects in common and some subjects to opt from. Let’s create 
an Elective called, Second Language. Under this let there are many subjects 
like Spanish, French, Latin, Hindi, Mandarin etc. We can assign these subjects 
to respective students by checking the respective students. 

 
Assign tutor 
 The tutor can be assigned to the batch from any department. So we first have to 
select the department then employee under that department should be assigned. 
    
 

Fig 2.14 
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Normally a batch has one group tutor. In Fedena you are free to add more than one tutor in 
case your institution has a practise of having more than one tutor for a batch. 
 
 

Manage Subjects 
 
Path: Dashboard – Settings – Manage Subjects 
 
 

 
Fig 2.15 

 
 

 
Add normal subject 
 

Select the batch to which we have to add / remove the subjects. Ref. Fig 2.15. On 
doing so we can see the subject’s page where all the subjects created will be 
displayed. If no subjects are added, then we can add new subjects by clicking on the 
‘Add Normal Subject’. 
 

New elective group 
 

The new elective group can be created for students to make a choice between 
optional subjects. To add elective group subjects, first we have to create, Elective 
group. This can be done by clicking on ‘New Elective Group’ 
 
 

http://fedena.foradian.org/batches/5/electives/new


Fedena 2.3 Feature List 

Foradian Technologies Pvt Ltd                                                             28 

 
Fig 2.16 

 
Adding new subject 
 
Fig 2.17 gets displayed when we click ‘add normal subject’. A light box open up asking the 
user to enter subject name, subject code, credit hours (if the batch evaluation is GPA or 
CWA) maximum classes per week and check box to ensure that whether exam is required for 
that subject. 
The significance of check box is to avoid exam for subjects like physical education, drawing 
etc. The maximum class per week helps in easy time table creation. 
 

 
 

Fig 2.17 
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Fig 2.18 showing recently added subject 
 

 
Fig 2.18 

 
If GPA / CWA is activated then there will be an extra field while adding subject, ‘Credit hours’ 
as shown in the Fig 2.19  
 

 
 
 

Fig 2.19 
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New elective group 
 

 
Fig 2.20 

 
After adding all normal subjects we go for creating new elective group depicted in Fig 2.20. 
This process is as follows 
 

1. Name of the elective group is entered. 
 

 
Fig 2.21 

 
2. After creating elective group add option in menu bar help to add subject to that 

elective group. 
 

Fig 2.22 
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3. This is similar to adding normal subjects 

 

 
Fig 2.23 

 
 

4. The subject astrophysics is added to elective group named physics optional. 
 

 
Fig 2.24 

 

 What is the difference between Normal and Elective subjects? 

o In a class, Normal subjects are applicable to all students. Elective subjects can 

have more than one subject from which students can opt for their choice of 

subjects.  

 How the Elective Group Works? 

o Suppose there is an Elective group, Elect 1 which consists of the following 

subjects – German, French, Spanish and Chinese. If there are 30 students in a 

class, 12 can opt for German, 8 can opt for French, 3 can opt for Spanish and 

7 can opt for Chinese.  

 How to add Elective subjects and assign students to it? 

o In manage subjects page, select the batch to which elective group is to be 

added. Here you can see add Elective group. Click on this link and you can see 

a popup asking for the details such as Elective group name, code and 

maximum classes. Enter the details and click on save and the new elective 

group will be added. 
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o To add subjects to the Elective group, click on the elective group, now you can 

see add button at the top right corner, you can add the subjects by entering 

the details  

o After entering the subjects, against each subject you can see assign students 

link, click on the link and you can assign the students by clicking on assign link 

against each students, who ever has opted for that elective subject 

 
 

Add Admission Additional details 
 

Fig 2.25 
 

Path: Dashboard – Settings – Add Admission Additional details 
 

1. Name  
        If you want to add some additional details of the student like SSN number, Iqama 
Number, Identification number, Passport Number or a field called Remarks, We can add it 
here. Once added here, that field will be displayed during the admission of the student.  
 

2. Active or inactive 
       This enable user to have control over any additional details. This comes handy when 
already created Additional detail is no longer used in admission process. Remove option is 
not available, because former students will have this field filled. 
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Fig 2.26 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 



Fedena 2.3 Feature List 

Foradian Technologies Pvt Ltd                                                             34 

 
 

 
Human 
Resource 
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All teaching and non teaching employees of the institute are entered into the system using 
Human Resource module. Fig 3.1 shows different sections in Human Resource Module  
 

 
Fig 3.1 

 
Settings   
 

1. Add employee Category 
  

Fig 3.2 
 
 
 
The category to differentiate both teaching and non teaching employee can be created by 
add employee category option in settings page 
 
 
Here in fig 3.3 we can see category for human resource is been created. This category will be 
shown in employee admission form. 
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Fig 3.3 

 
 
 

We also can edit category by edit option shown in fig 3.4, this help the user to update the 
category from active to inactive and vice versa. 
 

 
Fig 3.4 

 
 
 

 What is the importance of Employee category and why is it needed? 

o In an educational institution, there may be many categories for staff, like 

Teaching staff, Security Staff, Non- teaching staff, Contract Staff etc. We can 

distinguish the staff by putting them in different categories. 
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 I can see active and inactive radio buttons, what is the difference between deleting 

a category and making a category inactive? 

o Deleting a category means, that category is permanently deleted. Making a 

category inactive means, if a category, say Asst. Professor is no more used in 

an institution, you can’t delete the category as already in the previous years, 

some staff may be put in this category. So in this scenario, you can make that 

category inactive and it won’t be displayed again in the admission form for 

staff. 

Add employee position 
 

 
Fig 3.5 

 
This page is displayed by clicking add employee position as depicted in Fig 3.2. Here position 
name is entered in name column and then select the category under which this position is to 
be set. A position created if no more is used, it can be set to inactive by going to Edit page. 
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Add employee department 
We add different Department by name, Department code and Status. Refer Fig 3.6 
 

 
Fig 3.6 

 
Figure 3.7 shows different department which is been created for a school. Fedena admin is 
set by default, the prefix is the department code and suffix is department name.  
 

 Fig 3.7 
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Add employee grade (Priority) 
 

 
 

Fig 3.8 
 

Click on add employee grade link in the settings page in Human Resource module. Set the 
maximum number of periods for a day and for a week for staff coming in each grade.   
 

 What is priority in add employee grade and how this works? 

o In an institution, each staff will be given a priority which will help to know the 

authority level of each position for the super admin. For example, in a school, 

the principal who is the main administrator can be given the priority 1, the 

next level, say, vice-principal is given Priority 2. 

Add payroll category 
 

 
Fig 3.9 
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The payroll category is used to create the payroll for employees. We have to create different 
incomes and deductions here. We can create some incomes or deductions as percentage of 
another income or deduction also. E.g. we can enter Income Tax as some percentage of the 
Basic pay, so that when we give the basic pay amount, Income tax is automatically 
calculated. We have check box to represent whether payroll category is deductible or non-
deductible. This is depicted in fig 3.10.  
 
 

 
Fig 3.10 

 
If we create non-deductible and deductible payroll then both will be displayed separately as 
shown in Fig 3.11. The right of the entire payroll we have control to edit, delete, activate and 
inactivate the payroll. 

 
Fig 3.11 
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Add bank details 
 

 
Fig 3.12 

 
This section deals with the bank details of the employees. You can add whatever details are 
relevant for the institution, like the Bank name, Bank account Number, Bank branch etc. The 
fields added will be displayed in the admission form during Employee admission. 
 

Add additional details 
 

 
Fig 3.13 

 
 
This is similar to additional details for student in settings. The user has to give the name of 
additional detail and set status as active so that it will be shown in employee admission 
form.  
 
This feature comes handy when various details are needed, which changes from institution 
to institutions. The organization can set what all details they need, thus making the system 
highly customized one. 
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Employee management 
 

 
 
 

Fig 3.14 
 

Employee management section deals with the admission of the employee and allocating 
subjects to concerned faculties. If we go to Employee Management section, we can see 
Employee admission and Employee subject Association. We will have a look at Employee 
Admission section first. 
 

Employee admission 
 
The employee admission is available in the employee management section (Human 
Resource – Employee Management). This option is for entering Employee records to the 
system. There are mainly four section of admission of an employee. All the mandatory 
option is to be filled without fail. 
 
The process of admitting an employee is done by the Fedena Administrator. The details of 
the admitted employee can be searched from the employee search option which will be 
discussed later. 
  
The admission process of an employee is discussed at first. The following figures explain the 
steps. We can edit the details of the employee which is also discussed in the later section. 
 
Employee admission can be done by either Administrator or any other employee who is 
given HR basics privilege. 
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Step 1 
 

 
Fig 3.15 
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Step 2 
 

 
Fig 3.16 

 
Fig 3.16 shows admission form of an employee, which is basically asking details about 
address and contact details. This form is displayed after the first form is saved. By saving the 
first form, an employee profile is created with the given Employee ID. All the highlighted 
fields in Fig 3.15 are mandatory and without filling these details, a profile cannot be created. 
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Step 3 
 

 
 

Fig 3.17 
 
As we proceed entering the admission detail we can find page for bank details shown as in 
Fig 3.17. The field in this page can be created by add bank detail option provided in setting 
page of human resource management, Refer Fig 3.13. 
 
 
Step 4 
 

 
 

Fig 3.18 
 
Admission form also contain additional details which is created by add additional details in 
setting option in HR management; Refer Fig 3.14. 
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Step 5 
 

 
Fig 3.19 

 
In admission form after additional details we have to set the privilege for that employee this 
privilege is managed by admin. When any privilege is set to an employee then it will be 
shown in his dashboard as a new icon so that he can have direct control over it. The privilege 
is selected by checking the check box. We will see in detail what each privilege means in the 
Manage User module 
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Step 6 
 

 
Fig 3.20 

 
Admission process requires selecting reporting manager to whom the employee should 
report to. Search for the manager name in the search box and click on the result displayed. 
The result of search will display the employee who is the manager, now users have to click 
on it and then update as depicted in Fig 3.20 
 

 
Fig 3.21 

 
After updating we will see as shown in Fig 3.21 
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Step 7 
 

 
Fig 3.22 

 
Admission process further requires the entry of payroll for that employee who is being 
admitted. This is shown as in Fig 3.22 
 
These steps make the complete admission process. You can skip these steps except Step 1, 
and can be edited later. But best practise is to complete the admission process at one go. 
 

 After entering the privileges, I can see, select reporting manger page? What is this? 

o In this page you can select your reporting manager. This is needed when you 

apply for leave. The main administrator won’t have a reporting manager. All 

the staff under him will be having a reporting manager.  

o If a reporting manager is not given then a staff cannot apply for leave. 

 How to enter the payroll details? 

o Earlier we have added the different payroll categories, those categories will 

turn up here and we can enter the breakup of salary for each component here. 

If we have given any component as percentage of basic or some other 

component, it will be automatically calculated by entering the main 

component. 

o  E.g.: suppose we have given Travel allowance as 20% of basic pay and we 

entered basic pay as $4000, then automatically, the Travel allowance will be 

calculated and listed out as $800. If any of the employees have a fixed amount 

instead of the percentage, then custom value can be entered. 

After Admission process is complete, Employee profile is displayed which contain all the 
detail which is entered. This profile can be further edited if any changes are required, also 
PDF report of profile can be taken. The profile will be as shown in the fig 3.23  
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Fig 3.23 
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Employee subject association 
 

 
Fig 3.24 

 
In Employee Subject Association, we can assign teaching staff to their respective subjects. In 
this section we will get the option for selecting course from the dropdown, and then select 
subject as shown in Fig 3.24. On doing so, we can see whether employee is associated to 
that subject, else employee can be associated to the subject as depicted in Fig 3.25. 
 

 
 

Fig 3.25 
 

Here Fig 3.25 shows that no employee is assigned to the subject physics, so Admin selects 
one Faculty from Physics department. If we click on Assign, then that subject for that 
particular batch (grade) is assigned to that faculty. 
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Fig 3.26 
 

When subject physics is assigned to Michael of physics department then the page will be 
displayed as shown in fig 3.26. Admin can also remove the employee associated by remove 
option displayed to the right of employee name.  
 

 How can I assign a subject to a staff? 

o Go to Employee subject association link; select the course and the subject for 

which the staffs are to be assigned. Now select the department in which the 

staffs are present. All the staff in that department will be shown and we can 

assign the staff for that subject by clicking on the assign button. 

o Teaching staff has to be associated with subject, which will later be helpful 

while creating the timetable. 

 

Employee leave management 
 

 
 Fig 3.27 
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Fig 3.28   
 

Here we have option to add Leave types; this helps Admin to create different Leave types 
which can be taken by the employee. We can set a limit to the extent each Leave type can be 
taken. 
 
The type of leave is created by entering leave name, its code, and maximum count and set 
whether it is active or inactive. Fig 3.29 shows how to create a leave. Here we have a field 
called as ‘Enable Carry Forward’. This field is used to carry forward the leave to the next 
leave calendar. This time period can be set in the ‘Reset Leave’ section in HR module, which 
we will discuss in that section 
 

 
Fig 3.29 

 
 
We saw a leave created as shown in Fig 3.29. User can also edit leave after creating, i.e. 
leave count can be reduced or it can be made inactive etc.  
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Fig 3.30 
 

Attendance register 
 
We have option for Attendance register in HR module; By selecting it we can see the 
attendance register page, which helps in marking attendance of employees (This comes 
handy if the employee forgets to apply the leave through the leave system. Leave system 
working is given as a separate section in this book). Here we first select the department 
whose attendance is to be marked. 
 

 
Fig 3.31 
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Fig 3.32 

 
 
When department is selected, say physics as shown in Fig 3.31, then employee associated to 
physics will be shown. The leave can be marked by clicking on particular date on right of that 
employee; a light box will pop up where the Admin / Employee having HR access can mark 
the leave. While marking leave, you have to enter the reason for taking leave and also 
whether the leave taken was half day or full day. 
 
 

 Attendance report 
 

 
Fig 3.33 

 
Go to attendance Report page and then select department from drop down. This will show 
report of the entire employees in that department as shown in Fig 3.33. The report gives 
clear picture of number of leave count permitted for each employee and total number of 
leave he/she has taken. 
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 How can we view the remaining balance of leaves? 

o If you go to Attendance report, you can select the department from the 

dropdown. Select the department.  Now click on the staff under the 

departments, whose details you need to see. You can see the leaves taken and 

the remaining leaves in each category. You can see the PDF report also by 

clicking on the PDF button. 

 

Reset leave 
 
This option in the attendance management of the employee is to reset the leave count of 
the employee. Organization’s leave policy differ from each. Some institution will have say, 4 
Casual Leave and some others will have 6 Casual Leaves for a quarter.  
 

 What is Leave Reset and how is this helpful?* * 

o Suppose we set 4 Casual leaves for the first quarter starting in January; In 

Leave Reset settings, if we enable the ‘Enable Automatic Reset’, then in the 

second quarter the same number of leaves will be added to all the 

employees. 

o E.g. Michael is eligible for 4 Casual Leaves a quarter. Administrator sets 

‘Enable Automatic Reset’ and in Add Leave Types he adds Casual Leave count 

as 4. In Leave Reset Settings, He gives Count Beginning date as January 1 and 

Time period as 3 months (A quarter). In the three months Michael takes, say, 

2 Leaves. His available Leave balance by end of March is 2. In the second 

quarter also, Michael is eligible for 4 casual leaves. As the Admin has set 

Enable Automatic Reset’, On April 1, automatically his leave count is increased 

to 6 (The 4 casual leaves are added to his available leave balance). 

o If there is a change in the number of Leaves for a Leave type, then it has to be 

changed in the Add Leave type page by editing the respective Leave, before 

the reset period. 

o Alternately if Manual Reset is needed, then ‘Enable Automatic Reset’, need 

not be checked. There are options to Reset the Leave Individually, 

Department Wise and for entire Employees. 

** - Automatic leave reset requires   

 

Now we will see How Reset Settings can be done. 
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Fig 3.34 
 
There are four options as in Fig 3.34. The leave reset period can be manually set with the 
setting option.  
 
 
Leave reset setting 
 

Fig 3.35 
 
The enable automatic reset option will help to enable the automatic reset of Leaves for 
employees.  
This shouldn’t be checked if Manual Leave reset is preferred. 
 
Reset all 
 
This option is to reset the leave count of entire Employees. The user will be taken to a new 
page. 
If Admin want to reset the leave count click 'reset' or else cancel as shown in Fig 3.37 
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Fig 3.36 
 
 

 
Fig 3.37 

 
 
 
Department reset and individual reset 
 

Fig 3.38 
 
This option is to reset the leave of the employee by department wise or individually. The 
department reset resets employee leave count by selected department and the individual 
reset resets employee leave count individually. 
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Create payslip 
 
This is separately described in Payslip Management section. 
 
Employee search 
 
 

 
Fig 3.39 

 
Employee search is provided in human resource management. This enables the Admin to 
search any employee who is entered in Fedena. The search is not case sensitive and is 
featured by selecting category, department, position, and grade as depicted in Fig 3.39.  
 
 
 
View all 
 

 
 
 

Fig 3.40 
 
When employee is not found because of unavailable of proper information about the 
employee, then user can use view all in menu bar as in Fig 3.40. 
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Fig 3.41 
 
The view all will open up a new page, where the department should be selected. The same is 
shown in Fig 3.41 here when a department is selected. 
 
 

 How can I get all the details about a Staff of my institution? 

o If you go to employee search in Human Resource module, you can see 

employee search link. In that you can search for an employee by giving his 

name and you can filter the search by more items like department, grade, 

position etc. If more filters are needed, there is advanced search at the top right 

corner, if you go to advanced search you can select the employee with his Emp 

Id, blood group etc.  

o After search is given, the employee is listed out. Click on the employee and it 

will take you to the profile page of that employee which will show you all the 

details of the employee. You can see the links profile, salary, attendance etc at 

the top right corner from which you can select what detail of the employee you 

want to access. Payroll gives you the salary details of that particular employee; 

with pay slip you can take the pay slip of any month for that employee. 
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Advanced search 
 

 
 

Fig 3.42 
 
The advanced search will help to search any employee by his related information like gender, 
blood group, marital status, country, category, department, position, and grade, date of 
joining, birth date and status like present or former or all. We can enter the available 
information and leave the rest as it is. We can also search for former employees also by 
clicking on former option.  
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Fig 3.43 
 
 
The result of advanced search is as depicted in Fig 3.43, now from this page we can directly 
view the employee's profile by clicking on employee's name. 
We can get the PDF report also for the search result. 
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Student 
Admission 
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Admission module is the first step in entering the student data to the application. The 
admission process begins with filling the admission form. Refer fig 4.1, this is the first form 
to be filled. The field ‘Admission No’ will be automatically generated if it is enabled in the 
‘General Settings’ module. The Admission No can be alphanumeric or numeric.  
 
Student admission -Step 1 
 

 
Fig 4.1 

Drop down fields will show contents that are set as in the Settings (Configuration) module. 
These are typically the batch (grade) to which student is admitted and the category. 
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Fig 4.2 
 

The second page of admission is for parents details of the student. Here student admission 
number is the first field which identify the student with their parent. Here the next part of 
admission is personal details which include first name, last name, and relationship with the 
student, date of birth etc. After this is contact detail - which include email, address, city etc. 
here last field is mobile phone number which should be filled in order to receive SMS. After 
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filling all the field click on finish and move to next page of admission. If the institution 
doesn’t want to enter the parent details, they can opt so by clicking on ‘Click here to skip’. 
 

 
 

Fig 4.3 
 

As the user complete both the pages for student and parents then he will get new page 
which contain button to add another guardian, if user click on it then he can add another 
guardian after adding another guardian (optional), he can move to next page by clicking on 
finish button. 
 
 

 
 

Fig 4.4 
 

When more than one guardian are added then Admin will be asked to select one guardian as 
emergency contact, which can be done by clicking check box on left of the parents name and 
then click on finish. This is helpful in case something happens to a student and you want to 
contact his emergency contact. Emergency contact details will be displayed in the student 
profile 
 

 
Fig 4.5 

http://demo.projectfedena.org/student/admission3/63
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The next page of admission contains the fields for previous educational details. You can opt 
to enter these details or skip it. These are naturally required when a student completes his 
secondary or high school or primary education. This will be helpful in keeping the records of 
the institution the student last studied also.  
Right side of the screen has a link called ‘Add Subject’; you can use this option if you want to 
enter the marks of the subjects that the student got in the previous institution.  
 

 
Fig 4.6 

 
The admission module also contains additional details if needed. These fields can be added 
by the Admin from ‘Settings’ module based on institutions preference. The additional detail 
should be added before admission process starts if user requires it. 
 
There is one Enable SMS option at the first page of admission form. If the SMS service is 
enabled and it is activated in the application, then an SMS will be sent to Parents mobile 
number given with the login details. 
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Fig 4.7 

 
When user completes the admission process then the student profile as shown in Fig 4.7. 
This page contain  a menu bar on top which contain option  for report that enable user to 
view the report  of any particular student from his profile. 
 
User need to click on guardian in menu bar from his profile to view guardian detail. Message 
can be send to student or guardian or both. There is also fee option which is provided for the 
collection of entire course fee at time for the student. If he pays entire fee then no 
remainder for payment of fees will be sent to that student. This can be done by checking the 
check box ‘Has paid fees all fees for the batch’ as shown in Fig 4.8. 
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      Fig 4.8 
 
The last option in menu bar is delete which can remove the student from Fedena by keeping 
him as former or removing completely from database. Fedena also provide user to take the 
PDF of any student from his profile.  
 
The Fee dues and the Paid fee details also will be shown in the same page if applicable. 
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Student 
Details 
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Fig 5.1 
 

Student Detail module in Fedena is very helpful because from here we can find any student 
in Fedena just by typing the name in the search box after selecting present student or 
former student. 
If in case user is not able to find he can use advanced search which is much more versatile. 
 

 
 

Fig 5.2 
 

View all option is also provided which help the user to find all student in any batch and view 
their profile. 
 
 

 
Fig 5.3 

 
The user can view profile of any student in the batch just by clicking view all and then select 
the batch ,this will show all the student in that batch, now user can click view profile on left 
of any student to view their profile. 
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Fig 5.4 

 
Advanced search can be used by clicking advanced from menu bar of the student detail. This 
provide different field for the user by which he can find any student only by entering some 
of the detail related to that student.  
 
 

 How can I view all the students entered batch wise? 

o If you go to student details page, by clicking on student details icon in 

dashboard, you can see View all button at the top right corner of the screen. By 

clicking on this you can see all the students in a batch by selecting the 

respective batch from the dropdown menu. 

 

 I can see two options present students and former students in student details page 
adjacent to search bar. What is this for? 

o You can separately search for Former students of the institution with Former 

students search. For this you have to search for the name and click on former 

students radio button. This will display the students with the given search 

constraint 

o Alternately if you go to advanced, you can give more search constraints and 

click on former students to search for former students of the institution 

 

 Will the former students be listed if we search for a student through View all link? 

o No, only the active students in an active batch will be listed out in this search. 

To search for former students, you have to explicitly select the former student 

radio button. 

 

 I need to take report of all students in my institute who have a blood group of A+, 

How can I do this? 

o G go to student details page, click on advanced button at the top right corner, 

now you can search for students having A+ blood group by giving only the 

blood group category name and leaving all other category blank. Now click on 

search, it will show you all the students who match the search. Now if you 

want, you can take a PDF report of the same by clicking on View PDF report 

button.  

o You can take these kind of reports based on different searches also like all 

male boys in a batch, students from abroad etc. 
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 How can I view the Academic reports of a student? 

o Go to a student profile. On the top right, you can see Reports button. Clicking 

on this will take you to Reports page. Here you can see the Academic details 

like Recent Exams, Exam details on subject wise and grouped exam reports. 

Attendance report is also available 

 

 How to View Entire students in the institution? 

o Go to Advanced Search, Click on search button without giving any search 

criteria. This will fetch all the students in the institution. 
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Manage 
News 
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Campus News can be posted in Fedena which will be available to all the Faculty and students 
in their dashboard. This comes handy when there is any event happening in the campus and 
this has to be notified to the students and employees. Through SMS integration, automatic 
SMS will be sent to users whenever we put new News. 
 
Latest Five News will be displayed in the Fedena home page of users. If we click on any of 
the news, it will take the user to the News page, where all the News post will be shown. 
 
There is an option to search for particular News and an option to see all News at a time with 
the help of View All button (Refer Fig 6.2). 
 
 

 
Fig 6.1 

 
 
View all 
 
When it is unable to get the news by search then view all page will help to see all the news 
as shown in Fig 6.2 
 

 
Fig 6.2 

 
 
 
When view all is clicked all the news is shown as in Fig 6.3. This contains title of the News, 
author, Number of comments for that news, and posted month. 
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Fig 6.3 

 
Add News 
 
To add news user have to click on Add in the menu bar as in fig 6.4. 
 

 
                                                                                      
 

Fig 6.4 
 
Add news will display new page as depicted in fig 6.5. This will give the Text Editor to Add the 
News. Here with the help of Text Editor we can format the text as per our requirements. 
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 Fig 6.5 

 
                                                                                      Fig 6.6 
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When any news is added then it will be shown as in Fig 6.6. The content will be shown below 
title; this can be edited or deleted. Fedena also enables to add comments on the news 
posted which makes it to interact with all members in the Fedena. 
 

 
                                                                                       

Fig 6.7 
 
Fig 6.7 shows that the latest news is shown on left side of the dashboard. Here the last Five 
News will be displayed. 
 

 How can I add News and where the added news will be displayed? 

o If you go to Manage News icon in dashboard, it will take you to School News 

page in which you can see a link, add at the top right corner of the screen. 

Click on the link add and it will take you to add news page where you can 

enter the announcement / news title and details and click on publish news. 

o The last added 5 news will be displayed in the dash board. You can also view 

all the news published by clicking on view all link adjacent to add link in the 

School News page. 

 How can I search for news that was published? 

o If you click on manage news icon in dashboard of Fedena, you can see a page 

with search box. You can enter some details about the news you are searching 

for and click on Go button, it will list the news you are searching for 

o Alternately, there is a View all button at the top right corner, you can click on 

that which will display all the news created and you can search for the news 

you want with find option of the browser 

 I have put a comment for a news, But not able to view it. Why is this?(for user 

without admin privileges) 

o This is because the Admin user would have enabled comment moderation. 

Only after Admin approves the comment, it will be displayed. 

 



Fedena 2.3 Feature List 

Foradian Technologies Pvt Ltd                                                             78 

 
 

 

 

Manage 
User 
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Manage user module allow to assign different privilege to employees of institution. This 
privilege to set privileges for employees is accessible to Admin only.  
 
Admin can search for a user so as to change the privileges given or to change the password 
 

 
                                                                                      Fig 7.1 
 
If we click on the concerned user, then a new page, User information is displayed as show in 
Fig 7.2. There will be three links ‘View Profile’, ‘Change Password’ and ‘Edit Privilege’. 
 

 
 
 
                                                                                      Fig 7.2 
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We will first see how to Admin can change password of an employee. 
 
Note: Admin cannot see the password given by other users. Admin can only reset the 
password. 
 
If we click on change password, a new page will be displayed asking to set the new 
password. This feature helps in case other users forgot their password and no E-Mail is 
added in their profile, ‘Forgot Password’ feature won’t work then as E-Mail is not given in 
their data. In such cases, users can request to Admin to reset their password. 
 
 

 
 

Fig 7.3 
 
 
 
 
Now we go to the third option, I.e. Edit Privilege option. If we click on Edit Privilege, a page 
will be displayed as in Fig 7.4. Admin can set whatever Privileges are required for that 
respective user.                                                                                      
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                                                                        Fig 7.4 
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 Why User management is needed? 

o In an institution, there may be many departments like the administration, 

academics, finance etc which will be handled by different people who will be 

working under one main administrator, say the chairman or the principal or 

the dean of the institution. In user management module, the Main Fedena 

Administrator can decide to which staff (user), the task is to be assigned. 

 How can I check what privilege is given to the created user? 

o You cannot edit the privileges of Fedena Admin – This user has got all the 

privileges. If you go to View all and select Fedena Admin, you will see only 

edit button, with which you can edit the first name, last name and the mail 

address. 

o For a student also, you cannot edit the privileges – the student user can see 

his / her complete profile and academic details 

o If you select the other category, employee – select the user from the 

department- it will list you all the employee users in this department. By 

clicking on View Profile of a particular user, you will be able to see a brief 

profile of the user with edit privilege option. If you click on edit privilege, you 

can see what all privileges that particular user has got. You can either revoke 

or give access to some privileges or all privileges by just checking the check 

box against each privilege 

o For example, we have an employee in an institution, who is the finance 

manager, by clicking on his edit privilege role; we can see what all privileges 

he has got, suppose he has got privileges like Examination control, Finance 

control, employee attendance etc. But the Fedena Administrator decides to 

give on Finance control to Finance manager; he can revoke the other 

privileges just by not checking the check box against those privileges. 

 I need to change the password.  How is this possible? 

o For the Admin – Go to the user information page, either by searching for the 

user or by clicking on view all. In the user information page, you can see a 

link, change password. If you go to the link, it will ask to enter the current 

password and the new password to which you want to change the password. 

You can enter the details and if the password is changed; a message will be 

displayed like ‘Password changed successfully’. 

o For Normal Users – In your dashboard, you can see your name at the top right 

corner beside ‘Logged in as’, click against your name and you can see your 

user information page with ‘Change Password’ link. You can change your 

password with the help of this link. 
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Examination 
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Examination module in Fedena helps to create exams, schedule Exams, enter and publish 
the result and Generate Exam reports in various formats. This manual covers the 
Examination module in detail. 
 

Work Flow of Examination Module 
 

 
 

 

Select the Grading 
systems from the 
General Settings 

pagee

Create the course-
while creating chose 

with evaluation 
method is used 

Create the subject 
with credit hours 

included

Do the Examination 
settings - Create 
Grading levels, 

Ranking levels/class 
designations etc

Create Examination, 
publish Examination 

Schedule

Enter the 
Examination result. 

Generate the Reports
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First thing in Examination module is to define the grading systems that are used in the 
institute. An institute can select GPA or CWA evaluation format or both. For this to be done, 
go to General setting’s page. The grading formats are needed for the report generation for 
the examination conducted. Here GPA (Grade Point Average), CWA (Course Weighted 
Average) and CCE (Only for Institutes following CBSE, India format) are the grading formats. 

 

                                      Fig 8.1 

 

Once the grading levels are defined, Course needs to be created. While creating a course, 
admin user needs to define which grading level is used to evaluate students of that course. 
Choose any one of the grading system and create the course. The grading system can be 
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edited at a later point of time also if needed. But this should be done before examination 
reports are created. 

                 
 
                                Fig 8.2 

 

If for a course CWWA / GPA are selected as the grading system, there will be credit hours for 
the subjects created. The credit hours are needed for a subject as it is used in the calculation 
of GPA / CWA. The credit hours are needed at the time of exam report generation.  

                 

 
 
                                 Fig 8.3 
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How to calculate GPA and CGPA 
 
Semester 1: 

 Code          Subject                           credit hours      Grade         Remarks 

 BBA1        Financial accounting                 3                B                 Good  

 BBA2        Business Mathematics             3               B+              Very Good 

 

   Suppose ‘B’ has credit points 3 and ‘B+’ 3.5 

   BBA1 = Credit Points * Credit Hours = 3 * 3 = 9 

   BBA2 = 3 * 3.5 = 10.5 

   GPA = SUM OF (Credit Points * Credit Hours)/ Sum of Credit Hours 

            = (10.5+9) / 6 = 3.25                                                                            

Semester2: 

Let GPA in Semester 2 is 3.5. CGPA is calculated as the average of all GPA 

CGPA = Average of all GPA’s = (3.25+3.5) / 2= 3.37  

 

How to calculate CWA 

Calculation is same as that of GPA, only difference is that instead of grades, marks are used 

in CWA. 

Code          Subject                           credit hours      Marks         Remarks 

 BBA1        Financial accounting                 3               77                Good  

 BBA2        Business Mathematics             3               85              Very Good 

BBA1 = 3 * 77 = 231 

BBA2 = 3 * 85 = 255 

Total CWA = (231 + 255) / (3 + 3) = 81 

Average CWA is the average of all CWA’s across all Semesters / batches 
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Exam Dashboard 
 
Fig 8.4 shows the examination dashboard. First go to Settings 

  

           

                                                                                   Fig 8.4                                                                 

 

Fig 8.5 shows the Settings dashboard. First setting to be done is to set the Grading levels. Go 
to Set grading levels as shown below. 
                 

                                  
                                                                                     Fig 8.5 
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Set Grading Levels 
 
Fig 8.6 shows the grading level page. To add new grades go to the link ‘Add Grades’. 
 

                     
                                                                            Fig 8.6 

 

Since any test requires Grades / Marks (credits), in Fedena we have grading levels for 

examination which should be set by examination controller. He / She just need to go for 

setting grade levels in examination module and select course. Admin can select the option 

‘common’ if grading level / credits are same for all courses (grades) as shown in Fig 8.6. Each 

grade is set by its minimum score as shown and user can edit / delete the grading levels set 

as and when required. Fig 8.7 shows the grading level form for GPA format. Fig 8.8 shows 

the grading level form for Normal and CWA format. The credit point value is used at the 

time of calculating GPA. Here the credit points indicate the value of the particular grade. 

                                                                                      

        
                                                                            Fig 8.7                                                            
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                                                                              Fig 8.8 

 
Ranking Levels  
 

Raking level is used to define the different rankings used by the institute based on the 

percentage scored in each subject and based on the number of subjects. Based on the 

ranking levels defined, the student’s reports can be generated. Marks % should be given for 

batches with CWA/Normal system and GPA mark should be given for batches with GPA 

system. We will see how ranking level can be defined with an example.  

Suppose a batch – Computer Science and Engineering has the following criteria’s 

Student fails in subject if the GPA is less than 1 (Out of 5, 20%) 

Student fails in the current year to be promoted if fails in more than 2 subjects 

Refer to the Fig below on how these criteria can be defined in the system. 

 

 
Fig 8.9 
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Some of the ranking levels can be defined as in the following Fig 8.9a, Fig 8.9b 
 

 
Fig 8.9a 

 
         

 
                                                                               Fig 8.9b 
 
Fig 8.9b shows one example to set the ranking level. Here there is an option to check 

consider full course duration, if the option is checked, it implies that the Ranking level 

defined is applicable to the whole course. The user need not set the ranking levels again for 

other batches in the same course.  
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User can edit / Delete the created Ranking levels by clicking on Edit / Delete button against 
each Ranking level. 
 

Priority of Ranking Levels 
 
There is an option to define the priority levels of the Ranking levels created. This is 

extremely important. If a student falls in two criteria (Say the student is passed and has got 

a first class, then normally the student should be listed in the first class list. So that Ranking 

level should be given more priority), the student will be listed in the Ranking level which is 

defined to have the higher priority 

Eg: Student got 85% marks, suppose as per the Ranking levels defined, he falls in two list, 

Say 1) First Class with criteria as minimum 80% marks in atleast 4 subjects & 2) Second Class 

with criteria as minimum 70% in atleast 4 subjects. Now as per the marks the student got, 

he/she is eligible to be included in the first list, i.e, list of students having first class. So that 

Ranking level should be given highest priority.   

 
                                                                         Fig 8.10 
 
Priority list can be easily edited by clicking on the arrows. The Ranking level with highest 

priority is will be shown at the top and the next one below and so on. 

 
Some examples of Ranking Level: 
 
Referred ranking level  
Let GPA level is set as ‘2.50’ and the GPA limit type is ‘Upper’ means the student has the GPA 

level below ‘2.50’. Let number of subjects is given as ‘3’ and subject limit type is given as 

‘upper’ means the student has got less than 3 subjects with GPA below 2.5 and falls in 

‘Referred’ Ranking level 

 

Failed ranking level 

Let the GPA level is ‘2.50’ and the GPA limit type is ‘Upper’ means the students have GPA 

level below ‘2.50’. Let number of subjects s given as ‘3’ and the subject limit type is given as 

‘lower’ means the students has failed in more than 3 subjects and falls in ‘Failed’ Ranking 

level 
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Absent ranking level 
Let the GPA level is ‘0’ and the GPA limit type is ‘Exact’ means the student have the GPA level 

equal to ‘0’ not more than or less than ‘0’. Let the number of subject is ‘1’ and the subject 

limit type is ‘lower’ means the student is absent in more than one subject and the student 

falls in the ‘Absent’ Ranking level 

 
 
Passed ranking level 
Let the GPA level is ‘2.50’ and the GPA limit type is ‘lower’ means the student have GPA level 

more than ‘2.50’. Let the number of subjects is 6 and the subject limit type is ‘Exact’ means 

the students has to get more than 2.5 GPA in exactly 6 subjects to fall in to ‘Passed’ Ranking 

level category 

 
 
First Class ranking level 
Let the GPA level is ‘4.0’ and the GPA limit type is lower means the student should have GPA 

level more than ‘4’. Let the number of subjects is not given and the subject limit type is not 

given, This means that irrespective of the GPA in individual subject, if the total GPA of the 

student is above 4, that student falls in First Class Ranking level. 

 
 
Class Designations 
Class designations are used to identify the students positions based on the marks and CGPA. 

The difference from ‘Ranking level’ is that, the criterion of number of subjects is not taken 

into consideration when reports based on class designation are generated. Example: First 

class, Second class, Distinction 

Class Designations forms are two types based on the grading type. If the grading type is GPA, 

then the form is as shown in Fig 8.11. If the grading type is CWA and Normal, then the form 

is as shown in Fig 8.12. Only difference is that instead of GPA, Marks are used in CWA and 

normal grading type. The class designations are used at the time of report generation. There 

is an option to edit and delete the class designations. 
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                                                                                    Fig 8.11 
                               

 
                                                                                     Fig 8.12 
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Exam Management 
 
Once the settings are done, Exams needed to be created. Go to Exam Management section 

to create Exam, Schedule the Exam, Enter and Publish the Result. To create exam go to exam 

management as shown in Fig 8.4. First step is to select the course from the drop down and 

click on the batch displayed (batch for which the exam needs to be created). 

 

                          
 
                                                                       Fig 8.13 
 
We can create new exam by clicking on the ‘New’ button at the top right corner of the page. 

This is highlighted in the below Figure. 

 

                       
 
                                                                         Fig 8.14 
 

                       
 
                                                                       Fig 8.15 
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If the grading type is GPA then the Exam type will be ‘Marks and Grades’, in other grading 

type the Exam type will be  ‘Marks’, ‘Grades’ and ‘Marks and Grades’. Enter the Exam Name 

and click on save. Exam create form will appear as shown in Fig 8.16. 

Fig 8.16 shows the exam create form. Here both the Marks and Grades are there. Enter the 

details and click on save changes.  

 

                     
 
                                                                                   Fig 8.16 
 
As soon as an Exam is created, Action ‘publish exam schedule’ can be seen. Here we have to 

note that only after clicking publish exam schedule the exam timetable will be set and 

shown to all student in their calendar. You can make sure that the SMS messages are sent to 

the students when exam is created. If the SMS option is configured the institution, then 

while publishing exam schedule the SMS will send to student’s mobile number given during 

the time of admission. ‘Exam schedule published’ will be the content of the SMS. 

                   

 
 
                                                                                 Fig 8.17 
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Connect Exams 
 
In an institute, suppose 4 exams are conducted, but only three are considered to calculate 

the final grade / marks of a student, in such cases, the exams need to be connected. Out of 

the exams created, User can define which all exams need to be considered for final grade / 

mark calculation. Here the weightage should be given for the Exam groups that are 

connected. The total weightage should be 100. It cannot be more than or less than 100. If 

there is only one Exam group then the weightage for that Exam is 100. If there are two or 

more Exams, then the weightage for those Exams should be split (50-50, 60-40, 30-40-30 

etc) such that the total weightage is 100. The system won’t allow the user to connect the 

Exam if the total weightage given is not equal to 100.  

                

 
 
                                                                                Fig 8.18 
 
Result Entry 
 
Go to Exam management – Select the course from the Drop Down – Select the batch – Click 

on the Exam for which the Marks/Grade need to be entered - Click on the subject. The user 

will be able to see all the students in the batch to which the subject is assigned as shown in 

Fig 8.20. 

 

Note: Fig 8.19 - This is Admin view. If a teacher logs in, he/she may be able to view only 

subjects assigned to him/her, unless Examination control privilege, View Result/Enter result 

privilege is given to them. If those privileges are given, they will be able to see all the subjects 
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                                                                              Fig 8.19 
 
Enter the marks and click on ‘save’, then the Exam score will be updated, corresponding 

grade will be set automatically based on grade level which is set in the ‘Set Grade level’ 

section.           

 

       
 
                                                                            Fig 8.20 
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                                                                            Fig 8.21 
 
After Exam scores are updated there is an option to ‘Publish Exam Result’ as shown in Fig 

8.21(a). Click on the link ‘Publish Exam Result’. By doing so, an internal message will be sent 

to the students message inbox stating that Exam Result is published. Refer Fig 8.21(b). An 

SMS will be sent to student mobile number if SMS is activated.  

 

    
 
                                                                       Fig 8.21(a) 
 

 
 

Fig 8.21(b) 
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Previous Batch Exams 
 
Suppose some students are transferred to another batch. Now suppose these students have 
supplementary / back papers in their previous batch. Now such students are supposed to 
write that Exam again to clear that back paper. Previous batch exams are used to handle this 
scenario. Go to Exam management - Previous Batch Exams as shown in Fig 8.22. A new page 
will open as shown in Fig 8.23. Select the course first, then select a batch, here the exam 
groups are the previous batch exam group, select the exam group - Click on the subject 
name. A Result entry page will open as shown in Fig 8.24. Enter all the marks and click on 
save. The exam marks will be updated. 
 

     
 
                                                                         Fig 8.22 
 

      
 
                                                                           Fig 8.23 
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                                                                             Fig 8.24 
 
Group Batches 
 
If the process is correctly followed, then Group Batch is not needed. But in case, the user is 

not doing correct batch transfer or forgets to graduate the students from a batch, in such 

cases Group Batch concept is needed.  

Take as an example; students in a batch are to be graduated to secondary level from 

elementary level. But Admin user doesn’t graduate the students and that batch is kept 

unused. Now while calculating rank of students in that course, this unused batch is also 

taken, this is not needed. In this scenario, the user can create a ‘Group Batch’ inside which 

the admin user can define which all batches need to be considered for report generation. 

Go to settings - Manage Courses - click on Course name. At the right top of the page there is 

a link ‘Group Batches’. Refer Fig 8.25.  Click on the link ‘Group Batches’ then a new page will 

be shown asking to enter the Group Batch name and to select the batches that needs to be 

included in that Group Batch. Refer Fig 8.26, this shows the Group Batch create form, here 

all the batches are listed, select the relevant batches. There is an option to edit and delete 

the Group Batch. Suppose we want to add more batches to a particular Group Batch, go and 

edit the group batch and select more batches and save. 
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                                                                              Fig 8.25 
            

 
 
                                                                               Fig 8.26 
 

Generate Reports 
 
Once the Exam results are entered, Reports needs to be generated, for this got to 

Examination – Generate Reports section. Select the course and click on Generate. This will 

generate the reports for all the batches under that course. Suppose the course contain 

Group Batches, then after selecting the course, the user has to select the Group Batch for 

which the Reports need to be generated.  

 

           
Fig 8.27 
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Generate Previous Reports 
 
Previous batch reports are needed when a student takes a retake of the Exam for which the 

student got a back paper. The previous reports are the reports of the previous batch exams. 

Before getting reports, generate the report. Go to generate reports as shown in Fig 8.27, a 

new page will open as shown in Fig 8.28. Select the Course first, and then select a batch and 

click on generate, the report will be generated successfully for that particular batch. 

 

      
 
                                                                            Fig 8.28 
 

Report Centre 
 
Fig 8.29 shows the report centre dashboard, the dashboard shows the different types of 

reports of the students.     

 
             

 
                                                                       Fig 8.29 
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Exam wise report 
 
To view exam result of any batch, first select batch from dropdown and then select exam 
from dropdown and click view. The exam will appear on dropdown only when result is 
published. 
 

            
 

Fig 8.30 
 

The report is generated as shown which has complete detailed report containing course, 

batch and exam name on top. At the left side students in the batch will be shown. Click on 

the student name, the report of the student will be shown at the right side of the page. 

There is graphical representation of subject wise marks of student compared with class 

average marks at the bottom end of page. The reports are three types based on the grading 

type. If the grading type is ‘CWA’, then the report will be as shown in Fig 8.31. If the grading 

type is ‘GPA’ then the report will looks like as shown in Fig 8.32. If the grading type is 

‘Normal’ then the report will be shown like Fig 8.33. 
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                                                                                 Fig 8.31 
 
Here Fig 8.31 shows the report of the ‘CWA’ grading type. 
 
          

 
 
                                                                               Fig 8.32 
 
Here Fig 8.32 shows the report of ‘GPA’ grading system. 
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                                                                                   Fig 8.33 
Fig 8.33 shows the report of the ‘Normal’ grading system. Percentage is showing instead of 

weighted average. 

User has option for consolidated report and PDF report. Click on consolidated report, 

Consolidated report are of three types based on the grading types. In GPA grading type only 

grades will be there as shows in Fig 8.34(a). In ‘Normal’ grading system marks and grades will 

be there as shows in Fig 8.34(b). In ‘CWA’ grading system only marks will be there as shown 

in Fig 8.34(c). 

In consolidated report, teacher/admin can see marks / grades for all the students for all the 

subjects in that particular Exam. 

                   

 
                                                                             Fig 8.34(a) 
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                                                                    Fig 8.34(b)                       
                    

 
                                                                         Fig 8.34(c) 
 
 
Subject wise report 
 
This is similar to exam wise report. But difference is that report of the student in the 

selected subject will be shown for all the Exams. 

       

 
 
                                                                                Fig 8.35 
 
When subject is selected the list of students is shown with marks scored out of maximum 

marks. Class average will be shown at the End. The subject wise reports are same in all type 

of grading system. 
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                                                                                Fig 8.36 
 
Grouped Exam Report 
 
Grouped Exam report shows the combined report for each student for all the Exams for all 

the subjects. All the Exams that are connected will be shown here. Click on Grouped Exam 

Report, Select the batch. Clicking on the student name at the left side, the corresponding 

report will be shown in the table. There are three type of reports based on the grading 

system. In ‘Normal’ grading system the reports is shown in Fig 8.38; In ‘GPA’ grading system 

the reports are shown in Fig 8.39; In ‘CWA’ grading system the reports are shown as in Fig 

8.40. 

 

 
                                                                                 Fig 8.37 
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                                                                                   Fig 8.38 
 
                                                                              

 
                                                                                 Fig 8.39 
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                                                                                       Fig 8.40 
 
Archived Grouped Exam Reports 
 
Here the reports of the transferred batch students are taken. There are three type of reports 

based on the grading system. Select the course then select the batch and view the reports. 

‘Normal’ grading system - Fig 8.41; ‘GPA’ grading system - Fig 8.42; ‘CWA’ grading system - 

Fig 8.43; The PDF of the reports are also available. 

 
 

 
                                                                       Fig 8.41 
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                                                                                        Fig 8.42 
 

 
 
                                                                                          Fig 8.43 
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                                                                                            Fig 8.44 
 
Student Ranking Per Subject 
 
Here first select the batch, then select the subject and continue to view the report as shown 

in Fig 8.45. The reports are shown in Fig 8.46. Here all the reports are same in all grading 

system.   

 

 
                                                                              Fig 8.45 
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                                                                                Fig 8.46 
 
 
Student Ranking Per Batch 
 
Here reports are same for all the grading systems. First select the batch and view the report. 

The batch rank will be shown at the right side of the table as shown in Fig 8.48. The PDF 

report is available at the right top of the page. 

 

 
                                                                                 Fig 8 .47 
 
 

 
                                                                            Fig 8.48 
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Student Ranking Per Course 
 
First select the course and continue to view the report. Suppose the course contains batch 

groups, then it will be as shown in Fig 8.49. The report is shown in Fig 8.50. The PDF report is 

available at the right top of the page. 

 

            
 
                                                                                     Fig 8.49 
            

 
                                                                                       Fig 8.50 
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Student Ranking Per School 
 
Here complete report of the schools is available. Students rank in school level is available 

here. Fig 8.51 shows the student with marks and rank. Students will be listed out in the 

alphabetical order and their corresponding Rank will be shown. All the courses will be taken 

into account for calculating the Rank. The overall percentage of marks will be considered to 

calculate the rank. 

 
           

 
 
                                                                                 Fig 8.51 
 
Student Ranking Per Attendance 
 
First select a batch, start date and end date then click on ‘View’. The report is as shown in Fig 

8.52. Here the student rank is calculated based on the student attendance. The report is 

shown in Fig 8.53 

 

 
 
                                                                               Fig 8.52 
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                                                                                      Fig 8.53 
 
Ranking Level Report 
 
Here the modes are two type, course wise and batch wise. In course wise, first select a 

course, if batch group is there, then select batch group, then select a ranking level that is 

already created. Click on ‘View‘, the reports of the selected ranking level are shown as in Fig 

8.54.  

 

                   
 

Fig 8.54 
 

In ranking level two types of views are there; suppose the user checked the option ‘Consider 

full course duration’ while creating a ranking level, now in the report shown only the current 

batch of the student will be shown, Also the list of students who satisfy the ranking level 

condition throughout all the batches will be listed out; if this is not checked, the current 

batch along with the previous batch from which the student was transferred.  

The Ranking level report can be chosen by Course wise or Batch wise.  

 

 
Fig 8.55 
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Select Course wise report is needed or report specific to batch is needed, then select the 

Ranking Level to get the list of students who comes under that Ranking Level.     

             

 
 

                                                                               Fig 8.56 
 
Once the Ranking level is chosen, the list of Students under that Ranking level will be listed 

out.      

             

 
 
                                                                                Fig 8.57 
 
The report won’t have previous batch details (Passed Batch), if in the Ranking level the 

action ‘Consider full course duration’ is checked. Also only the students who satisfy the 

ranking level criteria throughout the course, i.e. in all their batches will be listed out. In Fig 

8.57, six students were listed out, since they satisfied the condition in the current batch. 

Now if we check through the course, some of them might not satisfy the criteria and they 

will be omitted from the list. 

 

 
Fig 8.58 
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In batch wise ranking level report, select the batch, then select the ranking level. Here the 

report type is two as shown in Fig 8.59. 1) ‘Overall’ and 2) ‘Subject Wise’. In Overall report 

type, user can view the full reports of the students as shown in Fig 8.61. In Subject report 

type there is an option to select the subject as shown Fig 8.60. Subject wise report displays 

the student list satisfying the Ranking criteria for that Subject. Refer Fig 8.62. 

 

 
 
                                                                                Fig 8.59 

 
                                                                               Fig 8.60 
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                                                                               Fig 8.61 
 
   

 
 
                                                                           Fig 8.62 
 
 

 
View Transcripts 
 
Transcript of a Student contains the overall record of the Student in the institute. Go to View 

Transcript link - Select the batch and click on the link ‘View’ – List of students in the batch 

will be listed out on the left side of the screen. The transcript report is as shown in Fig 8.63. 

The transcript report contains the complete report of the student in the institute. Here the 

reports of the previous batches / courses will be available. Transcript can be of three types 

based on the grading type. In the ‘CWA’ grading system the Transcript is as shown in Fig 

8.64. Refer Fig 8.65 for Transcript of a student evaluated under GPA system. In ‘Normal’ 
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grading system the report is as in Fig 8.66. The Transcript will available only after reports are 

generated. In the report the class designations is there, which indicates the position of the 

student based the marks. The class designation also will be displayed. The PDF of the report 

are also available at the right top of the page.  

                                

 
Fig 8.63 
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                                                                               Fig 8.64 
 

 
 
                                                                              Fig 8.65 
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Fig 8.66 
 

Combined Report 
 
Combined Report can be used to generate a report as a combination of different ranking 

levels. Thus the Admin user can get a report in which he / she will be able to see list of 

students belonging to different ranking levels and class designation in one place / screen. 

User can select from the list on, which all Class Designation / Ranking levels to be included. 

The list of students with those ranking levels / class designation will be displayed. 

E.g. Refer Fig 8.67, the user is generating a report of Students having Class designation – First 

Class, Second Class and Failed. Also Students belonging to ranking Level – Passed is included.  

 

 
 

Fig 8.67 
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Now the list of students which belong to these class designation and Ranking levels will be 

displayed. Ref Figure below 

                  

 
                                                                             Fig 8.68 
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Timetable 
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Time table of batches can be created using this module. Workflow of Time table module is 
depicted below. 
 

 
 
Time table module shown in dashboard will have following option as in Fig 9.1. Here first we 
have to set Week days of the institution and class timings so as to assign subject to that 
interval of time on that day. 
 
Note: Tutorials given here are for subject wise timetable and attendance. Daily wise time 
table and attendance works in the same way. One Fedena instance can have only one type of 
timetable/attendance register. Either Daily wise or Subject Wise 
 

    

      
Fig 9.1 

 

Create Week 
days

Work 
Allotment of 
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Create 
Timetable 
structure

Create/Edit 
Timetable

Set Class Timings
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When we select set class timing then we get a new page as in Fig 9.2, here we have to select 
the batch for which timing should be set if it has different timing than others, else you can 
select ‘common’, if all the batches have same class timings. 
 

Create weekdays 
 

 
Fig 9.2 

 
 
We have to create weekdays in timetable module as first step for time table creation. This is 
simple, just select the batch for which the weekdays are to be set or select ‘common’ if all 
the batches have same weekdays and check the checkboxes against the weekdays. 
 

Set class Timing 
 

 
Fig 9.3 

 
 
The timing is set by add option on left top of the list which will give popup for entry of name, 
start time and end time. If the time set is an interval or a break, then ‘Is a break’ checkbox 
need to be checked. 
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Fig 9.4 
 
 
Fig 9.5 shows that interval is from 10:55 to 11:00 so check box is checked because only then 
it will be considered as a break and not as a regular period. 
 

 
                                                                                       

Fig 9.5 
 

Work Allotment 
 
Subject’s has to be assigned to employees before creating a timetable. If a lot of subjects 
remain unassigned, work allotment can be used to create employee-subject associations 
without going to ' Employee Subject Association ' page. 
 
Work allotment link can be accessed either from the drop-down menu at the top or from 
timetables index page. 
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Fig 9.6 
 

All subjects will be listed batch-wise in the work allotment page with a list of employee’s 
status at the right side. 
  

Fig 9.7 
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The required employee for a subject can be selected from the select box corresponding to 
the subject name in the list and 'update' button can be clicked once the allotment is done. 
 
The employee list initially shows the hours that are remaining or is deficit for the employee. 
The list gets automatically updated when an employee is assigned to a subject. 
 

Create Timetable 
  
Timetables can be created if the requisites for timetable, i.e. subject associations, class-
timings and weekdays are created. 
 
'Create timetable' link can be accessed from either the 'Timetable' drop down menu or the 
timetable index page. Timetables are created for a particular time period without allowing 
overlapping the time period. 
  

Fig 9.8 
 

When time is given at the input and create button is clicked, it will lead to a timetable entry 
creation page. Start date and End date can be weekly, Bi Weekly or monthly, Quarterly, Half 
yearly or for the whole year.  
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Fig 9.9 
 

Select a batch from the select box and the timetable will be rendered for that page with a 

list of subjects at the bottom. Select a subject from the select box at the bottom to view the 

assigned teachers. Drag the required teacher to the respective slots in timetable to assign 

them the period. To assign multiple periods at once, click the required periods and then drag 

the employee to the any of the pre-selected boxes. 

 

 

 
Fig 9.10 
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Edit Timetable 
 
Click on the time period for which the Timetable has to be created.  
 

 
Fig 9.11 

 
When a timetable from the list is clicked it will lead to a page similar to the first page in 
timetable creation. 
 
If the timetable is ongoing one (Today’s time table), ‘edit entries’ and ‘delete’ link will not be 
available and the start date will not be editable. 
 

Fig 9.12 
 

In either cases if save button is clicked it will lead to edit entries page which is same in 
operation to the timetable entry creating page. 
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Fig 9.13 
 

Note: When an ongoing timetable is edited it will create two timetables with first ending 
tomorrow, which is not editable and the other starting from the next day to the given end 
date and is editable as other timetables. 
 

Timetable View 
 
This page has two select boxes with the first having a list of period of timetables. The 
timetable for that day will be selected by default. The other select box has a list of active 
batches in the school. When both select boxes are selected, timetable of the selected batch 
for the selected period of time will be rendered below the select boxes with a button to 
obtain PDF at the bottom. 
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Fig 9.14 

 
The cells in the timetable shows code of the subject and shortened name of the employee, 
which when hovered with a mouse, shows the full name, and the list of  subjects and 
employees in case of elective subjects. 
 

Teacher Timetable 
 
Teacher timetables page has a select box with a list of period of timetables of which the 
timetable for that day will be selected by default, if any present for that day. 
When a timetable is selected or if a timetable exists for that day, all of the teachers 
contained in that timetable, their subject and the batch will be displayed. 
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Fig 9.15 
 

Institutional timetable  
 

 I want to see the timetable of all the classes of a particular day, how can I do that? 

o If you go to institutional time table link, you will be able to select the date for 

which you want to see the timetable. You can select the date by clicking on the 

arrow and it will display the timetable of that day for each and every class. 
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Attendance 
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Attendance-home 
 
Attendance module is used to mark the attendance of students and to view the attendance 
reports on a monthly or overall period basis 
 

 
                                                                          
 

Fig 10.1 
 

Attendance register 
 
The process here is to simply mark the absentee’s absentees in the batch. The fig 10.2 shows 
that a student in a particular batch is absent so the entry is made for  reason for absence, 
and if he is absent for full day then check both forenoon and afternoon (if the attendance 
type set in setting is daily). 
If the attendance type is Subject wise, you will be asked to select the subject for the batch 
and the students will be shown in the register. You can mark absent against students who 
are not present in the class. You will be asked to enter the reason for absence. 

 

 
Fig 10.2 

 
When absence form is filled then cross mark is set in the register to show that he was absent 
on that particular day. Yellow column on right side of register represent the present day. 
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Fig 10.3 

 

Attendance Report  
                                  

 
Fig 10.4 

 
 
Fedena provides option for viewing the attendance report of any student. This can be done 
by selecting batch and then select the mode i.e. monthly or overall. If month mode is 
selected then month and year should be selected next. If we select ‘overall’ then directly the 
report is shown as in fig 10.7. 
 
 
Monthly Attendance Report with additional filters- Here we have to filter out attendance of 
the student as shown in fig 10.5. A filter is set to above 95%. This will give the list of students 
who have attendance percentage of above 95% for that month 
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Fig 10.5 

 
The result is shown list of students with above 95 percentage of attendance for the selected 
month.  
 

 
Fig 10.6 

 
When we select ‘overall’ then total working day (daily wise attendance) or total number of 
working hours (subject wise attendance) in the year is taken for calculating the percentage. 
Here the filter functionality is same. Refer Fig 10.7 
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                                                                                      Fig 10.7 
 

 How can we mark the attendance of a student (If attendance is daily wise)? 

o In Fedena, instead of marking the attendance, we are taking the absent details 

of a student. This can be done by clicking on top of the particular day against 

that student, and then it will ask for the reason for the absence. You can see 

two check boxes, Forenoon or Afternoon, if the student is absent the whole 

day, you have to check both the boxes, if the student is absent on any one of 

the session, you have to mark against that particular session only. 

 How can we mark the attendance of a student (If attendance is subject wise)? 

o If you go to attendance register, you can select the course for which you have 

to mark the attendance of students. Now after selecting the class, select the 

subject for which you have to mark the absent details. Now click on the day 

and period box for which the student is absent, a pop up window will appear 

asking for the absent reason, you can enter the reason and click on add and the 

absent is marked against that student. 
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Finance 
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Finance module in Fedena deals with effective management of Fee Scheduling, Fee 
submission, Transaction reports, Monthly reports, Payslip approval and rejection, Asset 
Liability management etc. 
 
First let’s see what is category section all about. 
 
 
 

 
 
 

Fig 11.1 
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Create new category 
 

 
Fig 11.2 

 
By default in Fedena, Fees, Salary and Donations are the categories that are taken for 
transactions. In this, Fee and Donation is taken as Income and Salary as expense. These 
three are linked to the transaction module from the respective parent module. For Example, 
Salary as expense we don’t have to separately enter to get a balance sheet. When salary 
sheet for a particular month is created, that much amount is taken as expense for the 
institution under Salary category. 
In addition to these three categories, if the institution has any other expenses or Income 
under any other heads (categories), these heads can be added as per the institutions choice. 
Add new category section helps to do this. 
 

Manage Fees 
 
Fee creation, Fee Scheduling and Fee collection can be done from this section. First step is to 
create the Fee. 
 

 
 

Fig 11.3 
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Fees create 
 
User can create fees by clicking master fees as shown in the below Figure. This page also 
contains additional fees option which is used to create fees other than regular fees being 
collected. 
 
 

 
Fig 11.4 

 
 
In master category for fee, the user should create category and then create particulars. 
 
 
 
 
Master fee 
 

 
Fig 11.5 

 
Create Master fee category: 
 
Master Fee category is created as shown in Fig 11.6, here the name is given for example 1st 
term fee. Next we should give the description about the Fee, after that select the batches for 
which the Fee is applicable by checking the check box. 
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Fig 11.6 
 

After the completion of category we next create the particulars in the master fee category. 
Click on create particular link, select category from drop down, after this give the name and 
description of the particular. Select ‘All’ if this is applicable to all the students. If not, this 
particular can be created for a particular student or for a particular category of students.  
E.g. Let the Master Fee be Admission Fee. Under Admission fee let the particulars be 
Security Deposit and Tuition Fee. Let Tuition fee be same for all students and Security 
deposit is different for foreign nationals. So we can create Particulars; Tuition Fee, Security 
Deposit and Security Deposit for Foreign Nationals. 
 

 
Fig 11.7 

 
In the above Fig, by selecting the batch from the drop down, you will be able to see the 
master fee category applicable to that batch. By clicking on each master fee, you will be able 
to see the particulars or components of that master fee. 
 
The table showing the particulars will show to whom all the components (particulars) are 
applicable in that batch (For a particular student or for a category of students or for all the 
students) 
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Fig 11.8 
 
 
Create particulars for master fee category: 
 
Depiction of how a particular is created. This particular belongs to all students because no 
student category and admission number is selected. 
 

 
Fig 11.9 

 
 
Create Discount 
 

Fig 11.10 
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The option of create discount is to create fee discounts in case it is applicable in the 
institution. Some institutions give fee discounts for some students belonging to particular 
category like Son/Daughter of employee of institution, a sibling is studying in the institution 
etc.  
The fees discount can be created for whole batch, for a particular student or for a particular 
category of students. If we click on ‘Create Discounts’ link, the user will be taken to a new 
page as shown below. 
 
 

Fig 11.11 
 
Click on Create Discount link at the top right corner of the page. 
 

 
Fig 11.12 

The user should select one particular type of discount. And will be taken to a new page. 
Three types of discount can be created 

1. For whole batch 
2. For a category of students 
3. For individuals 

After selecting which discount type is needed, you have to select the Fee category for which 
the discount is given. The discount percentage also should be entered. 
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Fig 11.13 

 
You can view the created discount by clicking on ‘View Discount’ link the top right corner in 
Create Discount page. 
 
Student Category Discount 

 
Fig 11.14 

 
In the student category discount give a name for the discount type and the fee category and 
select the batch. Here the user has to enter the student category for which the discount 
should be created. 
After entering the discount percentage amount click the 'create' button to create the fee 
discount for the students in the selected category. 
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Individual Student Fee Discount 
 

Fig 11.15 
 

It’s similar to the student category and batch discount type. But here we are creating the fee 
discount for a particular student. Hence we have to enter the admission number of that 
particular for whom the discount is being allotted and click the create button to create the 
discount. 
Note: If the discount is created for more than one student, then comma separated 
admission numbers are to be given. 
 

 What is Master Fees? 

o In an institution, there will be Fees for courses or common fees for all the 

courses and batches. The Fees which is already planned for the month or year 

is the master fees. This fee can be for e.g. Hostel Fee, Tuition Fee which is 

applicable for that month or the year.  

 How can I create the Fee structure? 

o Go to Fees Create and then Master Fees.  Now first you have to create the 

category. Suppose the category be Monthly Fee. Give the name as monthly 

Fee and the Description as required. Now you can chose the batch for which 

the Fee is applicable. If the fee is applicable to all the batches, then don’t 

select any batch and now click on save, you can see the newly created Master 

Fee 

o If the created monthly fee have sub categories like Transport Fee, Tuition Fee, 

Library Fee etc, this you can add by clicking on create particulars link inside 

the Master Fees page. Here it will ask under which Master fees the particular 

need to be added and if it is applicable to all the students, or for a category of 

students (Foreign national fee for foreign students) or for a single student 

(filtered using admission number).  
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 In what Scenario does the master fee creation for particular student is needed? 

o Suppose the master fee is created and fee collection date is created for all the 

students in a batch. Now if a new student comes, the master fee and the fee 

collection date etc needs to be created for him/her also. In such cases fee 

creation for individual student is needed. 

o If fee needs to be collected from a student as disciplinary action against that 

student, then fee collection using an admission number is needed. A fee 

created in this way will be applicable for that student only. 

 I accidentally created a Fee, how can I delete it? 

o Against the created Fee, you can see the link, delete, clicking on which you 

can delete the accidentally created fee 

 Against some of the fee created, the delete button is strike through and not able to 

delete the fee. Why is this happening and how this fee can be deleted? 

o This is because that fee will be already assigned to some students (That is the 

fee collection date is already created or the fee would have been already 

remitted) 

 Can I delete the fee once the fee collection date is created? 

o Yes, the fee collection date can be deleted and then the created fee can be 

deleted. But once the fee is remitted, and then the created fee can’t be 

deleted 

 
 

Fee Collection 
 
Second step in Fee module is to schedule the Fee collection dates. Once you have created 
the Fee structure for students, you can Schedule the dates for Submission of Fees. Ref Fig 
11.16, on clicking create ‘Fee collection’, you will be asked to enter the Name of Fee 
Scheduled, Start date, End date and due date of the fee collection and to which all batches 
the fee collection is applicable. 
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Fig 11.16 
 
 

 Fig 11.17 
 
After the collection date is created the user can view the different collection dates created. 
 

 How can I assign a Fee to students? 

o Go to Fee collection page and you can see the link ‘Create Fee Collection’ click 

on the link and you will see a pop up window asking for the collection details. 

Enter the category of fee for which the collection is to be done. After 

selecting the fee category, you will be able to see the batches for which that 

category was created, select the batch and give a proper fee collection name. 

Give the start date for fee collection and give the end date also. If Due date is 

applicable, give the due date also and click on save. This will assign the fee 

collection date to the selected batch 

 How can I view the fee collection date for each batch? 

o If you go to fee collection link, you can see the link view. Click on the link and 

it will take you to ‘view fee collection date’ page where you will be asked to 

select the batch for which you want to see the fee collection dates from a 

drop down. Select the batch from the dropdown and you can see the fee 

collection date for that particular batch. 
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Fee Submission 
 
Fee Submission module handles the fees remitted by students. Admin or person having 
Finance control can do this. We have two modes of Fee Submission 

1. Fee submission by course : In case students of a particular batch is coming to remit 
the fees as a whole, then this option is useful 

2. Fee Submission for each student: If students are coming in irregular order, then this 
option can be used. Person who is collecting the Fee can just search for the name of 
the student and select once the search result comes and submit the Fee for that 
student. 

 
 
 

 

 
 

Fig 11.18 
 
The fee submission by course is done by selecting the batch then selects the collection date, 
on doing so the fees of entire students in that batch can be submitted here. We can see the 
entire students by moving along the navigation arrow on both side of the student name.  
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Fig 11.19 
 

 
We also have another option for fee submission that is by selecting each student, in this we 
have to type the name in the search which will show the match below. Then we select the 
name from the match for submission. 
 
 

Fig 11.20 
 

After the student is selected then we have to select for which Fee collection scheduled, the 
Fee payment is done. 
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Fig 11.21 
 

On the Fee submission page, the particulars applicable for that student will be listed out. If 

the Fee payment is happening after the due date or after the scheduled date a new box will 

be shown above the particulars table on how much fine amount is to be taken from the 

student. On adding this fine amount by clicking on ‘Add Fine’ button, that amount 

automatically gets added to the total Fee to be paid.  

This page will also show what all discounts are there for the student (If it is there). 

The payment can be done in two ways 

1. Full payment: The total amount is paid by clicking on Pay Fees button 

2. Partial Payment: We can edit the amount that the student is paying at that point of 

time, Say for e.g. one student is paying on 50% of the Fee to be paid, and we can edit 

the amount and click on Pay Fees button. Then the list will be shown as Partial 

payment done with the amount paid and balance amount to be paid also will be 

displayed.  

 

 
Fig 11.22 
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 How can a student submit a fee? 

o Click on the link Fee submission. Here you can see two links, Fee submission 

by course and Fee submission for each student. If you want to pay fee for the 

entire students of the course, click on Fee submission by course link and 

select the batch and select the fee category. Now for paying the fee one by 

one, click on the link Pay fees. This will pay the fee for the student 

 How can I know that the fee has been paid and how can I take the hard copy of the 

receipt? 

o If you click on pay fee, the fees will be paid and you can see the ‘Fees Paid’ for 

that student and below that you can see Print receipt link clicking on which 

you will be able to see the PDF of the receipt generated. 

 How can I know if a student has got Dues? 

o If the student exceeds the due date, then it will be displayed above the 

student name that “Due date has been exceeded. Please collect fine amount”. 

You can add the due amount in the box given and click on add fine link. The 

due amount will be added to the normal Fee. Now you can click on pay fee 

after collecting the fee from the student. 

 Why is Fee submission for each student link used for? 

o If you want to pay the fee of a particular student, you can go to this link and 

search for the student. Upon clicking the student name after search, his / her 

Fee submission page will be displayed and you can pay the fee by clicking on 

‘Pay Fees’ link. 

Fee Structure 
 
Fee module also provides option to view fee structure of any student in Fedena. Select the 
student for whom you want to know the Fee structure. You will be asked to select the 
Scheduled Fee collection date then. After selecting the Fee collection date, you will be able 
to see the Fee structure of that student. 
 
Refer Fig 11.23 and Fig 11.29 

 

Fig 11.23 
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Fig 11.24 
 

Fee Defaulters 
 
Fee Defaulters are those who failed to pay the Fees before the due date. Fee Defaulters list 
can be got from ‘Fees Defaulters’ section. We can select the batch and scheduled fee 
collection date for which the Fee payment was not done. A table will be shown with the 
defaulters list with an option ‘Pay Fees’ clicking on which it will take you to Fee Submission 
page. 
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Fig 11.25 
 

 How can I know the Fee Defaulters? 

o Click on Fee defaulters link, you can select the batch and the Fee category. By 

selecting this you can see the defaulter/s in that batch. You can take a PDF 

report also by clicking on PDF Report link. 

Donation 
 
Any donation given to Institution from any source can be tracked using this module. Donor 
name, Donation Amount, transaction date etc can be tracked using this module. Donations 
are taken as income and this will be included as income in the transaction report as Income. 
 
 

 
 

Fig 11.26 
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When the donor entry is made then the page will appear showing the receipt from where 
the PDF of receipt can be taken by clicking print receipt button in bottom. 
 

 
 

Fig 11.27 
 

 
The list of donors can be seen by clicking on the ‘donor’ link provided in menu-bar of 
donation .Here name, description, amount and created at date is shown for each donor. 
 

 Fig 11.28 
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Transactions 
 
We can add any other Income or Expense that comes to your institution from this module. 
Transaction reports can be viewed for specific time period. This time period can be set by us. 
There is an option to compare the transactions between two time periods also.  
 
 

 
 

Fig 11.29 
 
 
 

Add Expense 
 
Expenses other than Salary like Expense for student welfare programmes, Cultural fests etc 
can be added through this section. Any Expense added has to be put under an Expense 
category; the categories in drop down will be the one which is created in the ‘Manage 
Category’ section which was discussed earlier. 
 
 

Fig 11.30 
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The Expense list can be viewed from Expense list page. This page can be accessed by clicking 
on ‘Expenses’ link in the top right corner in the ’Create New Expense’ page. You will be asked 
to enter the period for which you want to see the expense list. 
   

 
 

Fig 11.31 
 

Expense list table will be shown after you enter the time period. If no transactions 
happened, then the table will be blank. The table will display the expense details with an 
option to Edit or Delete the individual entries. 

 
 

 

 
 

Fig 11.32 
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Add Income 
 
This is similar to create expense module but the entry made here will be added to incomes 
in the transaction report.  

 

Fig 11.33 
 

 
 
 
 
The Income list can be viewed from Income list page. This page can be accessed by clicking 
on ‘Incomes’ link in the top right corner in the ’Create New Income’ page. You will be asked 
to enter the period for which you want to see the Income list. 
 

Fig 11.34 
 

Income list table will be shown after you enter the time period. If no transactions happened, 
then the table will be blank. The table will display the Income details with an option to Edit 
or Delete the individual entries. 
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Fig 11.35 
 

Reports 
 
Report basically deals with the Income and Expenses of the institution for the given period 
of time. 
 

 
 

Fig 11.36 
 

In ‘Transactions’ page, you will be asked to select the time period for which you want to see 
the transaction list. Give the time period for which you want to get the transaction list. 
 

Fig 
11.37 

 
 
The report will be as shown in Fig 11.38 which gives complete detail about the income and 
expense made on and between that dates. The reports are represented graphically also for 
quick reference. On clicking each individual category, you will be able to see the transactions 
inside each category; say for here under Salary, what all components contributed to salary 
can be seen. Refer Fig 11.39 
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Fig 11.38 
 

 
 
 
Now if you click on Salary Account, you will be able to see what all components constitute 
the Salary amount. Refer Fig 11.39. Salary given to each department will be shown 
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Fig 11.39 
 
 
Now if you click on Department of Chemistry, you will be able to see the details of salary 
given in Chemistry department in the selected time period. Refer Fig 11.40 
 

 
Fig 11.40 
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Compare Transaction 
 

 
 

Fig 11.41 
 

The user who manages the finance of the institute can take the help of compare transaction 
module in the Fedena. Here user have to select start date and end date  for first period  and 
compare it with start date and  end date for second period. 
 

 
 

Fig 11.42 
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When the comparison is made, the comparison report will be shown as in the above figure 
with both income and expense of both the periods and also graph representation for income 
and expense of both the periods. 
 

 

Auto Transactions 
 
There is also automatic transaction in Fedena finance module which will help the Finance 
administrator to manage deduction in Tax. 
 
Auto transaction is used to deduct the taxes that Institution has to bear on the Incomes that 
they are generating. For e.g. there are different Federal and State laws which differ from 
country to country which deduct taxes from institutions for the income they generate. The 
percentage of deduction may vary for institutions.  
 
Suppose an Institution is generating $1000 and the tax to be paid to state is 10%, then the 
actual income they are getting is $900. If we set this in auto transaction, then the Fedena 
application will automatically calculate this. The transaction report will show the amount 
after automatically deducting the tax amount. 
 

Fig 11.43 
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Asset and Liability management 
 

 
 

Fig 11.44 
 

Fedena provides basic Assets and Liabilities management system for an institution. You can 
see the Asset name and Asset amount, Liabilities of the Institution and the Liability amounts. 
 
 

Asset management 
 

Fig 11.45 
 

For the creation of asset we have to click on create link in ‘Assets’ page. The Assets created 
can be seen using the ‘View Link’. It will list out a table which will show the Assets created. 
 

Fig 11.46 
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To create asset we have to make the enter Asset Name, description (if needed) and amount 
of Asset. 
 

Fig 11.47 
 

 
 
From the view option one can see the Asset which is created at some date as shown in Fig 
11.48 and if required can edit or delete. 
 

Fig 11.48 
 

Liability management 
 
Liability is similar to asset page where we have both create liability, view liability option. 
 

Fig 11.49 
 



Fedena 2.3 Feature List 

Foradian Technologies Pvt Ltd                                                             168 

 
 

Liabilities of Institution can be entered by clicking on ‘create’ link. You will get a page to 
enter the Title, description and amount of liability. Refer Fig 11.51 
 
 

 
Fig 11.50 

 
 

 

 
Fig 11.51 

 
The ‘View’ will enable to see the liabilities entered into the system. 
 

 
 How is the working of Auto transaction and how is this useful? 

o Let us see Auto transaction with the help of an example. For some kind of 

transactions, Institution has to remit Tax and Cess. This will be a percentage 

of the corresponding amount. Suppose Institution is getting an amount via 

Fee of say, $1000, then a particular amount, say 10% i.e. $100 has to be given 

to the state as tax.  

o Now in Auto transaction what we do is we set the percentage of amount to 

be deducted as 10% for category ‘Fee’. Now while adding income to the 

Institute (Transactions – Add Income), enter the amount came from Fee and 

save. Go to report and see the report for that day. You can see that the 10% is 

cut and income is shown as only $900 from Fee.  

o Auto transaction helps us to automatically calculate the amount to be 

deducted for some kind of Income and Expenses. 
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Payslip 
Management 
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Payslip management deals with generating payslips (Salary slips) for the employees in an 
institution. In Fedena, Payslip generation is designed to be generated once in a month. 
Payslip management involves the function of Human Resource module and Finance module 
 
Admin or Human resource manager or any faculty having Payslip power can generate or to 
revert a generated payslip. This can be done using the create payslip option in Human 
Resource module. A payslip for a month can be generated either for the Entire employees or 
individually. The payslip thus generated will be send to Finance department for approval.  
Finance department can approve or reject the payslip. If the payslip is approved, then the 
employees can see their payslips from their profile. 
If the payslip is rejected, the payslips will come to ‘Rejected Payslip’ section in HR module. 
Once the correction is done, the payslip is sent back to Finance module for approval. 
After the payslip is created, if the Admin or the HR manager believes that the payslip 
generated was incorrect, then the payslip generated for that month can be reverted back 
with ‘one click payslip revert’ 
 
First we will see how a payslip is generated for individual employees. 
 

 
Select Employee 
 

 
Fig 12.1 

 
 
Individual payslip is generated as shown in fig 12.2, here first we select department and then 
select the employee for whom the payslip is to be created. Ref Fig 12.2 
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Fig 12.2  

 
This Fig 12.2 show entry for payslip for individual and on right there is option to add new 
category, in case any new income or deduction is required which is not in the permanent 
payroll. If new category is added then it will be shown in payslip and amount for it should be 
entered. If the new category is deduction, then ‘Is Deduction’ checkbox needs to be 
checked. First the new category needs to be created by clicking on ‘create’ link below it and 
once it is added, then only the payslip should be created by clicking on the ‘create’ at the 
bottom of the page. 
 

 
Fig 12.3 

 
 
When payslip is created then the new page containing profile of that employee will be 
shown as in Fig 12.3. The profile also shows the month for which payslip is generated. 
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One click Pay slip generator 
 
This section helps the Admin or HR manager to generate the payslips for that month at one 
click. On clicking the ‘One click payslip generator’ link, a text box appears with a date pick to 
select the date for which the payslip is to be generated. Refer Fig 12.4. 
 

 
 

Fig 12.4 
 

After selecting the date, on clicking ‘Go’ button, the payslip for that month is generated for 
the entire employees of the institution. A message will be displayed as shown in Fig 12.5. 

 
 

 
Fig 12.5 
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One click Pay slip revert 
 

 
Fig 12.6 

 
The one click payslip revert is similar to one click payslip generator when we click on it the 
dropdown shows the month when the payslip  was generated, now we have to choose 
which month’s payslip should be reverted and then click ‘Go’. The payslip created for that 
month will be reverted. 
 
 
 

Pay slip Approval 
 
Once the Payslip is generated, it has to be approved by the Finance department, so that the 
employees can view their Pay slip. 
 

 
Fig 12.7 

 
 
 
As shown in Fig 12.7, if we go to Finance module, we can see Payslip section. We can either 
approve the payslip individually or as a whole. 
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Let’s check how payslips can be approved individually. Refer Fig 12.8, there are two options 
in this page, View Payslip and One click approve payslip. If the Admin or Finance personnel 
want to check pay slips created one by one before approval, then they can select View 
Payslip Option. 
 

 
 

Fig 12.8 
 
 
Once you enter to View Payslip option, you will be asked to select the department and the 
month for which you want to approve the payslip. If you select the option ‘All Departments’, 
then all the employees in institution will be listed out for whom payslip is created for the 
selected month. Refer Fig 12.9 
 

 
Fig 12.9 

 
 
Once we select the department and month, the page will display the employees for whom 
the payslip is created for that month. A table will be displayed with the payslip status as 
either pending or approved. Refer Fig 12.10. ‘Pending’ means the payslip for that month is 
pending for approval.  
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Fig 12.10 

 
 
You can click on ‘View’ link against pending transactions, which will display the payslip 
generated for that employee for that month. You can see Reject and Approve button at the 
bottom. If the payslip generated is incorrect, then you can reject the payslip. If it is correct, 
then payslip can be approved.  Ref Fig 12.11 
 
If the payslip is rejected, then it will be sent to ‘Rejected Payslip’ in Human Resource module. 
Admin or employee having payslip power has to correct the payslip and sent to Finance for 
approval. Ref Fig 12.12 
 



Fedena 2.3 Feature List 

Foradian Technologies Pvt Ltd                                                             176 

 
 

Fig 12.11 
 

Rejected payslip 
 
If we go to Rejected payslip section, you have to select the department and the month of 
rejected payslip. By selecting both you will be able to see the rejected payslip. 
While rejecting the payslip, it is good practise to write the remark on why the payslip was 
rejected, which helps in quick correction of payslip. Refer Fig 12.13 

 
Fig 12.12 
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Rejected payslip with Remark on why the payslip was rejected. 

 
Fig 12.13 

 
Rejected payslip can be corrected by clicking on Edit button. Once the payslip is corrected 

and saved, then again the payslip will be sent to Finance for approval.  

 

 

Once the payslip is approved, then the payslip status will be changed to Approved from 
Pending. 
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Fig 12.14 
 

A flowchart is given below for easy understanding of payslip management. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
One click Payslip Approval 
If the Admin or personnel having finance control thinks that there is no need to check each 
Payslip, they can directly go to one click Payslip approval. This is just like ‘One click Payslip 
creation’. You will be asked to select the month for which you want to approve the Payslip 

 
 I want to create a pay slip for a month, but it’s already showing pay slip created for 

this date. Why is this happening? 

o This is because the pay slip is created for this month and the pay slip has been 

approved by the finance department (Finance – pay slip – one click approve 

pay slip).Once the pay slip is generated and approved by finance, you cannot 

create the pay slip for the same month. 

 I have created a pay slip giving one date in the month of September; can I generate 

a pay slip for the same employee in the same month with a different date? 

o No, a pay slip for a staff can be generated only once in a month. 

 How can I take the Payslip report of all employees of the institution or for 

employees of a particular department? 

o Go to Employee pay slip section, and then select the department and the 

month of which you want the pay slip report of the employees. If you want to 

take the report of all the employees, give department as ‘All department’ and 

give the month. By clicking on PDF report, the entire employee Payslip for 

that month will be listed out. 

Create Payslip (Admin / 

Employee with payslip 

power) 

Finance Approves or 

Rejects the Payslip 

Recreate the Edited 

payslip from the HR 

module 

Approved Payslip – 

Amount is taken into 

transactions as salary 

expense and payslip 

viewable for employee 

Payslip Approved 

Payslip Rejected 
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Calendar & 
Events 
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                                                                                      Fig 13.1 
 
Fedena provides calendar option. Calendar can be this is on right side of the menu bar in 
dashboard of Fedena as shown in fig 13.1. 
 
 
All the events created, Holiday created, Examination created and the Finance dues will be 
automatically linked in the calendar. 
 
Events creation and Holiday creation can be done from the Event creation link, which is 
accessible in the top menu bar under ‘More’. 
 
We will see how an Event and a Holiday can be created. 
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Fig 13.2 
 
The user have to click on event creation  as in fig 13.1, to get the Event Creation page .User 
should give the title and description as given in figure, The start date and End date of event. 
There is check box to represent whether it is holiday or not and another check box for events 
that is common to all. 
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                                                                      Fig 13.3 
 
After filling the entry for the event in first step the user should confirm the event .The 
confirmation can be done by looking at the date and time of other events on right as in Fig 
13.3. If user finds no events are present on the same day then he can select Students from 
courses and Employees from employee department to participate in the event and click 
confirm. If there are other events, then click on cancel for not creating the event. 
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This below figure shows how courses and department are selected for selecting the Students 
and the Employees, this is simple as shown; we only have to check the checkboxes and click 
on create and then confirm. Whichever courses are selected and whichever departments are 
selected, all students and employees under that courses and departments will be included in 
that event. 
 

 
 

Fig 13.4 
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 Fig 13.5 
 
Even after the selection of courses and department is done we have option to select more 
courses or department later on if required and we can also remove anyone if not required. 
 
Whenever any event is created as in fig 13.5 then it will be highlighted in the calendar of 
students and employee. This can be seen by logging into their dashboard as shown below. 
The student is logging into his dashboard with username 12. 
 

 
                                                                       Fig 13.6 
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                                                                             Fig 13.7 
 
The dashboard of student is shown in Fig 13.7; here in left of top menu bar is calendar which 
contains the events created. 
 
 

 
                                                                              Fig 13.8 
 
 
When calendar is clicked we see the present month and mark with black, blue, green and 
red buttons on top representing events, examination, holidays and fees dues respectively. 
This coloured button is placed on the calendar on specific dates on which the concerned 
events or dues or examination comes. The navigation button near to the months name helps 
to navigate to other month’s calendar. 
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                                                                      Fig 13.9 
 
When user move the cursor over any coloured boxes then that event will be shown on right 
with month, title, start date and end date etc. 
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                                                                        Fig 13.10 
 
Here user moves it over blue box so examination is displayed on right 
 

 How can I create an Event? 

o Go to Calendar and you can see the current month calendar. You can add an 

event by clicking on ‘Add’ link on the top left corner of each square box. Click 

on this and it will take you to Event Creation page. You can select the date 

range of the event. In case the event is common to all the students and staff 

of the institute, select “Event common to all’ check box. Click on Create Event 

and it will create the new event. 

o You can see the new event created marked as small Black Square for the date 

given. On Mouse hovering, the event detail will be displayed on the right side 

of the page. 

 How can I create an Event specific for some batches and/or departments? 

o Go to Calendar and you can see the current month calendar. You can add an 

event by clicking on ‘Add’ link on the top left corner of each square box. Click 

on this and it will take you to Event Creation page. You can select the date 

range of the event. Don’t click on “Event common to all’ check box, Click on 

Create Event and it will take you Event confirmation page. It will ask you to 

select the required batches and required Departments. Click on these link and 

select the select the required batches checkbox and required departments 

checkbox and click on ‘Confirm’ button.  

o This will create the event to specific to batches and departments. 
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 If an Event is Holiday, How can I declare it? 

o In the event creation page, there is one checkbox called ‘Is Holiday’, If this 

checkbox is checked, then that event is considered to be a Holiday and it will 

be marked in Green instead of black. 

 I am seeing some squares in Blue and something in Red. What is this? 

o These squares automatically came as part of functions in Examination and 

Finance. The Blue squares indicate if there is any Examination scheduled for 

that day.  

o The Red squares indicate that some Fees are due for that date. The details 

will be visible when mouse cursor is pointed above the corresponding square 

on the right side of the page. 
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Leave 
Management 
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                                                                         Fig 14.1 
 
The leave module can be seen in employee dashboard for this we just login to employee 
dashboard as shown in Fig 14.1. 
 
 

 
 
                                                                        Fig 14.2 
 
Fig 14.2 shows leave module in the dashboard of the employee from where leave can be 
applied / approved.  
 



Fedena 2.3 Feature List 

Foradian Technologies Pvt Ltd                                                             191 

Fig 14.3 
 

After we click on leave management we get new page for leave application. This leave 
application will only be shown if there is reporting manager to that employee if not the 
application will not be shown. This contains type of leave to be applied, whether it is half 
day or not, start and end date and the reason for taking the leave.  
 

 
                                                                   Fig 14.4 
 
To know whether the leave is approved or not the employee should click on my leave in the 
menu bar, this will display similar page as in fig 14.4. You can see some leave is been pending 
say 23/11/2010 to 24/11/2010 etc, this is because the leave is not granted by the reporting 
manager. 
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Leave Approval 
 

 
Fig 14.5 

 
The reporting manager for E2, Say E206, is logging in to grant the leave for employee under 
him 
 
When the manager checks the leave module in his dashboard he has the additional option 
on the menu bar that is new leaves. This new leaves show the number of leaves applied to 
him/her by the employees under him. 
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Fig 14.6 

 
 
The manager can also view all the leaves which are approved and which are pending for any 
particular employee with the help of ‘All leaves option’ on the menu bar. After selecting we 
have to select employee from the dropdown. 
 

 
 

Fig 14.7 
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So we get the list of leaves taken and pending leaves of an employee. Now the manager can 
check the leave application by clicking the status ‘pending’. 
 

 
Fig 14.8 

 
 
The leave application is shown as in Fig 14.9.The manager have the option to approve or 
deny.  
 

Fig 14.9 
 

If the leave reason is not satisfactory, manager can deny the leave application citing valid 
reasons as shown in Fig 14.10. 
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                                                                              Fig 14.10 
 
The manager can grant the leave by clicking on ‘Approve’ button on the bottom. 
 

 
Fig 14.11 

 
 
When the manager approves the leave then it can be viewed by the employee. Once the 
leave is approved, then the ‘Pending’ status is changed to ‘Approved’ 
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Fig 14.12 
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Messaging 
System 
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Inter Messaging option is provided to all users in Fedena. Unread messages will be marked in 
bold. Number of unread messages will be displayed at the top right corner beside the 
‘Messages’ link. Users can create and send messages to other users in Fedena. 
 
 

Message-inbox 
 

 
                                                                    Fig 15.1 
 
 
 

Create message 
.

Fig 15.2 
 
The sender can create new message by create option on menu bar; this will give ‘reminder 
to staff’ and ‘reminder to student’ from where we can select the recipient. The recipient can 
be selected by ‘select all’ or by add function. After this the subject should be entered and 
write the message.  
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Clicking on send will send the message to the entire recipients Refer Fig 15.3. 
 

 
                                                                 Fig 15.3 
 
Sent messages can be seen under Sent Folder. 
 

 
                                                                      Fig 15.4 
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Let’s see how the message is viewed by recipient. Let’s login to recipient message page.  
 
The message is found inside inbox as shown in below.  
 

    Fig 15.7 
 

When user clicks on the message he can view complete message and can reply by clicking 
reply button. 
 

 
                                                                         Fig 15.8 
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Fig 15.9 
 

The reply is sent back by clicking reply button which will open a message column which can 
be filled and click on send button, will send the message.  
 
Multiple Messages can be made Unread, Read or can be deleted at one go. This can be done 
by selecting multiple messages my checking the checkbox against the messages and clicking 
on the action from the dropdown. Refer fig below 
 

 
 

Fig 15.10 
 


