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Steps to prepare Promotion Record

1) Enter Score/Grade


 
Tabulation->Score & Grade Entry -> Part I 




  



        -> Part II

                                                             -> Part III (only grade)

2) Enter Tabulation Attendance



Tabulation -> Tab Attendance
3) Promote



Tabulation -> Promote*

4) Take Print out


Tabulation -> Reports -> Promotion Record*



Tabulation -> Reports -> Promotion List (To publish the result)


* Press F9 to configure the settings.

HOW TO ENTER THE SCORES AND GRADES

1. 
Before entering the scores and the grades please verify the Maximum scores of each subject in a course for each of the Terms by selecting the Maximum Score report from Utilities in Tabulation menu(For HS section only). And verify the list of students in the order of the class number in each of the Divisions. 

2.
If you find, some changes are to be made in the maximum scores already set in the software, please contact the software vendor. 

3. For HS Section:- In each term the scores should be entered for each of the subjects in Part I and Part II. Similarly the grades should be entered for each of the subjects in Part III. 

4. For LP and UP Section:- In each term the Grades should be entered for each of the subjects in Part I and Part II.

4.
For Part III the grades of Term III are enough for the process of Promotion.

HOW TO PREPARE THE PROMOTION RECORD

1.
After entering the Score/Grade in Part I and Part II and Grades in Part III,  open the Promote window (Tabulation -> Promote). By pressing F9 (Settings), you can exclude PartII or Part III from considering for promotion. 
2.
In the Promote window, select the Course and Division. Then click View & Save button to view the list after the promotion process. Here you cannot print the list. 

3. After the promotion process of a division, if you have done any change in the scores or grades, you have to do the step 2 again. 

4.
To print the Promotion List(To Publish in school) select the Promotion List from the Reports menu. Select the Course, Division and Basis. Besides Basis, you can choose E.H.S or N.I in Basis dropdown list box. Click View and then click Print/Export. 

5. 
To display the Attendance in the Promotion Record ,open the Yearly Attendance(For Promotion Record) window and select the Course and Division. Enter the No. of Working Days. Click on the cell and enter the No. of Days for each student. The % of Attendance will be shown automatically. Then click Save.

6.
After saving the Yearly Attendance(For Promotion Record), open the Promotion Record(To Submit) window from Reports Menu . Select the Course and Division and then click View. By Pressing F9 you can configure the Promotion Record Settings. Here you can set or change the No. of lines in the Promotion Record, Print Grid lines, Print only II term for the students with Basis I, Print Student personal details in the Promotion record, Print only grade etc. Click Print to take the printout or press Export to get Promotion Record as an Excel file. It is better to give the division name as file name.
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