Intellinent Tducation Group

User Manual Of Intelligent Management System

Home Page Introduction




15" Time Login

| SlmiLisiede Om

Cumiomioe Lria Frass rictmasl Wirsdoes Marletsias Wirdioe Mada s
e O L B SER B A A S Y 9%
2 -=FIntelligent Education Management Syslem(_ i 8
= "
i '
b et Loy bt ed innsi oty
Mattis Framching | piglaysia =] #
e Mame I

L o

P 5 SODE VOUT IEL T SN D33 TwWDed 10 340858 T SYS98m -
Febtraede! - Figass 30 ral

o woas Aot parl wouur s wwened, please conkadt our globad prinipal bBoe at
GRS v Ty =G0t 83 1 2F0 r =BEF-E3 1 3FR

Cogyrighd inbeia)ent Werslal-dnmets Sdn Bfad | Al Fighis Foesensd

User Manual Of Intelligent Education Management System / Guideline For Home Page

Page 1

Please log on to http://www.imaedu.com

Select the button of ‘“Member Login”
Choose ¢ Country”

Key in the “User Name”

Key in the ‘“Password”

You will see an image below. Please follow

the instructions to enroll new students or
use other functions.
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Before access to Intelligent Education Group
Management System, please kindly to read
through the Terms & Conditions.

After finish your reading, please click the button
of ‘I Accept’ for access the Intelligent Education
Group Management System
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After you click the “Sales Order”’, a window will

be shown as beside.

Then you follow the steps below to complete the
online sales order process:

Step 1: Input the quantities that you want to order
from the list

Step 2: Click the button of ‘Order Now’
Step 3: Order confirmation window will pop up

Step 4: Once the confirmation has been made,
please click the button of ‘Submit’.

Our Sale Department will deal with it within 3 working days.

*We do not accept any order made by phone, except the special
case.



Email to IMA Administration
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You are welcome to send email to Intelligent
Principal Office anytime; we will try to reply to
you within 48 working hours.

Follow the steps below to complete the E-mail
process:

Step 1: Input the recipients into ‘“others” that
you want to send to.

Step 2: Type the related “Subject”
Step 3: Type your content

Step 4: Click the button of ‘Send’
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You can change your password anytime. Follow
the steps below to complete the online change
password process:

Step 1: Type the new password that you are
going to change.

Step 2: Retype the password to confirm

Step 3: Click the button of ‘Change Password’

*Don’t give your password to anyone.
*Please change your password frequently.
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Register Training

User Manual Of Intelligent Education Management System / Guideline For Home Page

Page 7

Follow the steps below to complete the online
training register process:

Step 1: Click the month and the date

' Step 2: “Training Schedule Listing” will pop up

Step 3: The training course and the time will be
shown if the training is available.

Step 4. Select the course
Step 5: Fill in the trainee’s FULL NAME

Step 6: Click the button of ‘Register Training’

*The training course will be cancelled automatically if the
enrolment is more than 16 trainees or less than required
numbers.

*Your enrolment should be made before 2 days.
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Whenever a new student registers, you must key
in his/ her data according to the registration
form.

After you have done it, click ‘“Add Student”.

If want to update the data for existing student,
please return to this page and click the “pencil”
icon, then modify the data follow with  Update
student”

*You have to input all the details of the new students
otherwise you cannot enroll them successfully.

*If he or she is not a Chinese, you can put a dash (-) in the
“Chinese Name” box.
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Enrollment

Student Information
Student ID
English Name STEP 1
Chinese Name
School Name
Class Fee StartDate Function
STEP- 2  STEP 3
Class | Please Select ---- v |frime TableIllaterials STEP 4
Fee l
Start Date STEP 5
Teacher
Material
L £
STEP 6 | [ addenroiment ] || Reset |
Class Fea Start Date Drop Date Materials
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After add the student’s detail, click
“Enrollment” and select the new added
student’s name by click the icon.

Then you follow the steps below to enroll the
student process:

(13

Step 1: Search the new student and click the
pencil ” icon.

Step 2: Select “IMA Course”
Step 3: Choose “Time Table” (details refer Page 5)
Step 4: Choose “Materials” (refer Page 6)

Step 5: Select the “calendar” to select the date that
student attends the first class.

Step 6: Click “Add Enrollment”



En"'Ollment (Time Table)
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Click “Time Table”’, then choose the class by
click on the student’s fee in the pop-up a
window

Tip 1: Click the selected student’s fee ( eg. Ngoi
Chai Yeo 120 ), means you going to enroll in the
selected teacher’s class and the monthly course
fee is RM120.

Tip 2: If you wlish to check whether the class if full,
please click %& , after click this icon, it will pop-
up a window and show how many students are in
the class.



Tntelligent Education Group

EnrOIlm ent(Materials)
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Click “Materials”, select the materials for the
student and key in the correct start date

Then you follow the steps below to select the
material process:

Step 1: Tick the level of materials

Step 2: Select the “calendar” to select the date that
start date for the materials

Step 3: Key in the bar code in the column

Step 4: Confirmed all the information, click “ OK




Enrollment

Student Information Print Time Table

Student ID z 0014
Englich Name 3 Shanice Lai Yue Tzen

Chinese
Name

School Name 2 =

Class Fe Start Date Function

Class |IMA Course ~ | Time Table Materials
Fee

sanost: RGN ©

Teacher Ngoi Chai Yeo
Material [IMA BASIC (40.00)- 16578 4 |
IMA Abacus ( 25,004 6343 ¥ |
|IMA Brag (25.00 1488424
Enroll [ Reset |
Class Fee Start Date Drop Date  Materials

BEFORE

AFTER

Student ID

Chinese

Name

Class
IMA Course

English Name

School Mame

{ Hgoi Chai Yeo }

dent Information

0014

Shanice Lai Yue Tzen

Eee
120

Primt Time Table

Start Date Function
08-08-2010 Drop

Class [ Please Select -— + | Time Table Materials
Fee !
StartDate 3 &
Teacher |
Material
e

( Enroll | [ Reset |

Class Fee  StartDate Drop Date Materials
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Once finished the above steps, the enrollment
process has completed.

Click “Enroll” after make sure all the data has
been key in correctly.

*You should select “All Students” or else you can’t see the new
student’s name.

*The “Course”, “Timetable” and “Teaching Materials” are important
forthe enrolment. You cannot miss any of them.

*Please make sure you have created the class or else it will be blank.



Enrollment (update Students’ Data)
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Regi stration

Student Information

Student ID

English
Name

Chinese
Name

School

IMA Course
( Hgoi Chai Yeo )

0014
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STEP 1
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Fee Stait  Function
Date

120 09-02-2010 Dvop
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y B39
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Class

IMA Course

¥ | Time TablgMaterialg

Fee 120

Teacher

Material

StantDate  |GEG8R2010)

|
v STEP3

MNgoi Chai Yeo

IMABASIC (40.00)- 16578 4
IMA Abacus (25.00) - 6943 ¥
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|[ Update Enroliment | [ Reset |

Fee  Stait Date Diop Date Materia
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[ creatve Thinking - Level 2
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[ reatve Thinking - Level 4 2500
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(] Photostate Exarcise Book A

Tips:

After click the “Materials”, another window
will pop-up, you will see the image shown as
left.

Next, just choose the books that the student
took, remember to key in the billing date and

Barcode.

After that just click “OK”, then back to step 4.
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All students must sit for the exam after each
level. Whenever they pass the exam, they will
be given a set of textbooks.

Then you follow the steps below to update their
teaching materials process:

Step 1: Input the student’s name or click * pencil
”icon to select it.

Step 2: Choose the existing course
Step 3: Click “ Materials ”

Step 4: Click “ Update Enrolment ” to finish this
procedure.

The “Recover the old barcode” is only used for the dropped students
who return to the course afterwards.



Enrollment (drop a student)

{ student Information Print Time Table)

Student ID : oo14

English Name Shanice Lai Yue Tzen
Chinese Mame : -

\ School Mame : =

STEP 1

Class Fee StartDate Eungction
IMA Course STEP 2 120 DQ-DB-QU‘ﬁ Drop N\
{ Ngoi Chai Yeo } ~ o

Class Fee StartDate Function
IMA Course 120 09-08-2010  Drop
{ Ngoi Chai Yeo )
N\
Course IMA Course -ﬂﬂcnai Yeo
OropDate GEGEGRENI W @ STEP 3
Reason | |
N
TTIE GTUR OaLe 15 T2 [a5t Uate Of SRS Ay Class.
STEP4 > o | [__Reset |
Class Fee Start Date  Drop Date  Materials
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If a student wants to stop his/ her course, you
have to go to “Enrolment”.

Then you follow the steps below to drop their
course process:

Step 1: Type the student’s name and click “pencil”
icon.

Step 2: Click “ Drop ” in the function.
Step 3: Choose the drop date & write the reason

Step 4: Click “Drop” to finish this procedure.

*However, you may change the drop date and reason by clicking the
date in the “Drop Date”.

*The “Drop Date” means the last day of the student’s attendance.

* Even though a student wants to stop the course temporarily, you
also have to drop this student. Otherwise, you will be still charged
forthe monthly Royalty Fee.

* If the student comes back to continue the course, you have to redo
the enrolment.



C ertl:ﬁcate (IMA & IPS)

Student Information

Start Date

Exarn Date

Student ID no11

English Mame Cherly Chan

Chinese Name PR

Schoal Marme TADIKA HANHSOMN
orade  GTEP 2 |/~ Grade —

SiarData 23-03-2011

Exarn Date 23-03-2011 | 4 "(’_:ﬁ
Barcode |

Scare

Barcode

STEP 4

Grade

Score

Function

09-07-2010 18-02-2011 123 10 %% ¢ 2 N
[ ——
Student ID o011
English Name Cherly Chan
Chinese Marme Eres
School Name TADIKA HANHSON
AR 10 3
Start Date 108-07-2010 Tips:
Exam Date : B ® If data key in wrong, you can click
118-02-2011 € . R .
. ' the icon to modify it, click
Barcode 123 “Update Certificate” to save the
Seare 5 action.
\ z -
( Update Certificate ][ Resst |

User Manual Of Intelligent Education Management System / Guideline For student

Page 10

If a student has passed the examination, you have to
claim his / her certificate.

Then you follow the steps below to claim the IMA
Certificate:

I”

Step 1: Type the student’s name & click * penci
Step 2: Select the “ Grade ”

Step 3: Click “Check’ button.

“Starting Date” and the “Barcode” will be shown automatically.
Step 4: Select the “ Exam Date ”
Step 5: Key in his / her *“ Score ”

Step 6: Click the “ Add Certificate ”

*You are not allowed to select the certificate of the same level.

*The students’ names are correct in the “Registration”, otherwise it
will influence the outcome. Besides, the initials of the student’s name
should be in capital letter (e.g. Teo Jin Heng).

*The sooner you key in the results, the sooner you will get the
certificates.



Attendance

& ¢ N | @ adminimaedu.com irtelprogram imatewTesting/student/sttendant phpkeyword =8Saric Ty | W&
[ Customize Links [ ) Free Hotmal | 7] Windows Markstplace | 7] Windows Media | ) Windows (] Other bookmarks

St 0 N S S A R S S

Intelligent Education Management System G~

- Ty

'\ [Registration [Enratiment [ma Certiticate [ips Certificate ’Aﬂumant Y
il pltcndastloio
Home Subject [ Please Select - [

:‘ LI - Teacher - v STEP1-3

Student For Manth _ )

STEP 4 d==lp  Genersie | [ Reset |

. Toachars Attandasce Lint Infoemation - Geagle Chrame

INTELLIGEMT MENTAL-ARITHMETIC
IMA Course (0312011

[Ha] Teacher Shudernt REc [Fee [0 [ 2] 3 [ a] s [Ren]|Rep]ren]res]ren
(1 g i s - hEng Jun 120 08

(2 Mgl Crai oo Chensh 120.00

3 [Mgai Chai ves Dismain Tung Tian Mai 12000

4 |Hgai Chal Yeo ok Ker Chi 120.00

{5 [migoi cnai vies e M Wi 120 08

b Fanp Yik Jun 120.00

7 Shafics Lai Ye Toea 120 00

e ~|Tan Crae Loon { Testng ) 1T [eooe] [ 7 IR BN B
(B |l Chal Yes Tt Prafe 12000

[18 [Hgoi caivee [nizenkiee [z

11 [higoi Chai ves Zna Cai Ming 120 00
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This is a function for you to print out a list of
students’ attendance.

It can be sorted by the teacher’s name.

Then you follow the steps below to generate the
attendant list:

Step 1: Choose the course
Step 2: Select the teacher
Step 3: Select the date

Step 4: Click “Generate” to finish this procedure.
*The date is always the beginning of the month.

*““ Rep” in the list of students’ attendance means the
replacement class.

*Every teacher has their own copy of students’
attendance. Thus, they can arrange the replacement class
for the students who are absent.
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Account Page 1

hecourt The Account page consists of four (5) functions,
& € # O adwnimesduicom ' ' i A | which are:
Dustomize Lrks Fraw Mokl \ehncdoes Marketplsos irdoes Media e ] Gthar bockmarks

O A T SCSR S A 38 Y%

;:H Intelligent Education Management System Ll s 1. Extra Payment ( Refer Pg.2)

.I'\ [Estra Paryrmesrmt |Refund | Pt |Repdscemn |Teachess Regdace 2. Refund (Refel' Pg- 3)
Home 1 2 3 4 5
e 3. Payment(Refer Pg.4-6)
( \ 4. Replacement (Under Construction)

5. Teacher Replace (Under Construction)

Tha besd rasolulion of i program Is 1153 2 240,
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Extra Payment

Student Infarmation

Student ID onoy
English Mame ; Tan YiXuan
Chineze Mame 3 FEEE STEP 1

School Mame : =

Billing Date S v ® STEP 2

Raef Dala g‘:ug__zp__." __ T -,_T.'.r @ STEP 3

Description — e — w

STEP 4

Armount

STEP5 {=p AddEdra Payment

Search Within the Date

- 9 EndDate  Sarng il.'l"

] [ Reset ]

From Date  Sa 999010 w9

| SearchDate |

Hel Date Lrescription Annount Funcion
01422010 Craative Thirking - Lawval 1 ?

Z
Exe.Book 080 £ @
N

25 12-2010

\EE-I]‘I-H}H 02.04-2094

O W A A i - T
Tips:
* If you want to check whether the extra payment has been made or not, you can
use the “Searching Records”. Click on the “Search” after you have selected the
date, you will see a list of items that the student has bought.

noEds G A fa
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Extra Payment means extra charge for the
Photostat Exercise and stationery which you sell
in the centre.

Please follow the steps below to do the extra
payment:

(13

Step 1: Select the student name by click the
pencil ” icon.

Step 2: Select the billing date and the
Step 3: Select the reference date

Step 4: Select an item that the student buys from
the “Description”.

*Most of the amount will be shown automatically.

*For those the amount shows “0.00”, that means you
have to key in the price by yourself.

Step 5: Click the “Add Extra Payment”



Refund

Student Infarmnation

Student ID : Qoo
Englizh Mame Tan ¥i Huan
Chinese Mame S STEP 1
School Mame
Refund Date 24-03-2011 w7 GBSTEP 2
Ref Date 21’_“3_29" . i QSTEP 3
Description STEP 4
Amaouni STEPS
STEP6 | Add Refund | [ Reset |
/ Search Yithin the Date
Frorn Date zﬂz_zmﬁ j .*,'.- E@ End Date !?ﬂﬂﬂ“ | “___I- @
Refund Date Ref Dale Description Armount Function
01-01-2011  01-01-2014 Sibling discount {20.00) .l'"'
\ 01022011 01-02-201 Sibling discount {20.00) Z &
Tips:

* You can check the transaction by using the “Searching Records”. Please click on
“Search” after you have chosen the date. You will see a list of discount allowed to
the student.
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Refund means giving discount to the students.
This will happen either because of the return of
goods or discount allowed for the teaching
materials for the opening ceremony.

Please follow the steps below to do the refund:

Step 1: Select the student name by click the
pencil ” icon.

Step 2: Select the Refund Date

Step 3: Select the Reference Date
Step 4: Key in the Description

Step 5: Key in Amount

Step 6: Click “ Add Refund ”

You are advised to do the “Refund” before the posting
date (the 20 of each month).



P ayme nt (Make & Check Payment)

Student Information

Student ID oooy
English Mame Tan i ®uan
Chinese Mame ErLE STEP 1

School Mame : =

Page 4

Payment is used to check the payment of
students. Once you get the student’s fee, you
should key in the data and print out the official
receipt to the parents.

gilling Amournt  STEP 2 + RM 490.00 ¢ This Mont Check Bill
Armount Received - R 0,00
Balance Amount « R 490.00

ate 24-03-2011 = @
Type Cash -
Cheque Mo
T — STEP4

Amount English Four Hundred Minety Onhy

Being Payment For IW& Course + Bag - March| & April 20

Morith § Year ||:M ¢ (2011 mmrw'ﬂf)i |_sSearch Date 4== STEP 3

- Y

STEPS5 - Add Payment | |

Reset |

Please follow the steps below to make the
payment:

(13

Step 1: Select the student name by click the
pencil ” icon.

Step 2: Key in the month and year of payment

Step 3: Click ““ Search”

*you will see the “Total Amount” of the payment.
oclick the “Check Bill” to see the personal account of the
student.

Step 4: Key in the Payment Details

Step 5: Click “ Add Payment”

Rec. Ho Pavy. Baoanth Date STE’P 6 Aot Recepned Fumction
0063 042011 24-03-2011 430,00 select

J Step 6: Payment record is generated
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P ayme nt ( Print Official Receipt) Page S

el T Once collect the payment, please key in the data
e e into the management system (refer Page 4) and
L print the official receipt for the students at the same
Month / Year 04 | £ [2001 |gmmevvery [ SearchDate tlme
Billing Amount + RM 490.00 Month -1 ] Check Bill
Amount Recebed - R 490.00
Balance Amount RM0.00 o . . . . . .
\ To print the receipt just click the “Print receipt”
Print Receipt
ote s < SVEP 2\ d%\ button after “add payment”. Please follow the steps
" Cosh _» : > ) below to print official receipt:
Cheque No TlpS: 0
ki 490 “Print Receipt” will be
Amcerd Engick Four Hundred NietyOniy showed after key in the Step 1: After make sure the payment has been
Zi:ga:::vm@m For IMA Course + Bag - March & April 20 payment. generated
STEP 1 [ update Fayment | [ Reset | /
Rec.No  Pay. Wonth Date Amount Recebved Funiction ] Step 2: Clle GG Pnnt Recelpt”
0063 0412011 24-03-2011 490.00 salect
‘ " Step 3: A new window will pop up
& print 5] .
. mreLLiGeNT| Step 4: Select printer
TIPS: ERERE S 6B S‘R.ISI - “gl e Sy >
Select a printer that you ' il | e C L VI g Dt g2
wish to use for print the ™ o | o e == Step 5: Click “OK” or “Print
official receipt . Then . P ——
click “OK” or ‘“Print” g =s'n$cr ﬂ'::ui om Wumber of coper: [1 3
A [P ] [ Caneel ]
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P ayme nt (Reprint & Checking Payment) Page 6

Shudent 1D S oo To check the payment for the particular student can

English Mame 3 Tan ¥ ¥uan : : . o
Chinese Name H BLE through the fOHOWlIlg IIlStI'U.Ctl On.

School Name

(13

Mormivear  for | s G011 ey STEP 3 Step 1: Select the student name by click the
Billing Amount Wt 49000 T ) Check Bill pencﬂ ” icon.
Arrount F.‘ecema§TEP zr-l 490.00

Balance Amourt RM 0,00

Step 2: Key in the month and year of the payment
that you wish to check

Print Raceipt

Data mﬁﬂ = 9
Tipe Cash v
Cheque No Step 3: Click “ Search Date”
Amount
P——— To reprint the Official Receipt for the particular
I student can through the following instruction:
Rermark
mremen ) (e ) STEP ,3'1’ Step 1- Step2 : As above mentioned
Rec. Ho Pay. Month Date Amownt Recebeed ﬁgnﬁh
0063 o4rzon 24-03-2011 480.00 . salect \
Y= Step 3.1 : Click “ select”
() adminimae mfimahlew Testing) accountverfyPassword. |

Step 4: Type your “Verify Password”

Verify Password |

STEPS Step 5: Click “Print Receipt”
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Master File Page 1

28 Googhe e [ Master Files . . .
- rmpp— . v . - The Master File consists of four (4) functions,
« C | D adminimasdu.com/intelfrogram imaewTestngimasterFiles ndex php?ld o R .
] Customize Links |_] Fres Hotmail ] Windows Marketplace '_ 1 Windows Media '| ‘Windows £ other bookmarks Whl(:h are:

e r 0 N L ke ESH AR S L Ty

S Intelligent Education Management System é‘_,/’

1. Course ( Refer Pg.2)

[course - [c1ass [Teaches [Teacher cenitican |
* 1 2 3 4
2. Class (Refer Pg.3-4)

Student

3. Teacher (Refer Pg.5)

’Acwn‘r\

f % 4. Teacher Certificate (Refer Pg. 6)

Masf
\ G s

|N~:;:.

Reports

Logout

The bestresolufion of the program is 1152 x 840
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Course Page 2

) o Maste Pl *
e c,-.- #F | ) acmriamaedu com fritsforcr armyim ahew Tetarym astirPles oL e phe ++ a,  You will see a list of course materials when you
[ Fopmbotmad [ ‘indies Markstploos [ Windoss Plads | Wiralies Ceremansts - click “Action’’.

W) tarau kst 4 o

=l Jlntniligant Education Management Systam

Ersiris Diid it

Home
e e
B | Dercrpten
Shudent
LY

Thie et rssluton of Pa peageam i 1 153 n 80
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Class

£E=

Class Management
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In order to enroll any new students, you have to
create a class.

Then you follow the steps below to create a class
process:

Step 1: Choose the “IMA Course”.
Step 2: Select the teacher

Step 3: Key in the fee “RM120”.
Step 4: Select type as “Monthly”

Step 5: Tick the new student’s timetable which is
in blue mark.

Each class can only for A teacher and A session. And
each session can only consist of 2 hours.

Step 6: Click “Add Class”. You will see the new
class in the right column.



Update Class

LT J 0 e
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On the other hand, if you want to change the class
details (timetable, teacher and etc.), then please
follow the steps below to update a class:
1. Click the “pencil” icon on your right
2. Input your new data

3. Click “Update Class”.

Before do some amend of the class, please make sure
this class is EMPTY ( no any students are under this
class) .



Teacher
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The “Teacher’s Information” and “Setting
Commission Percentage” are controlled by the
Global Principal Office.

You could neither change nor save it. However,
there are also some functions which you should
need to know:

1. Action: Read your teacher’s info. in detail.

2. Print Teacher’s Timetable:
Print out your teacher’s timetable anytime.

3.Setting Commission Percentage:
Setting instructor’s commission and basic salary.

If you want to adjust your teacher’s commission rate,
please send a letter to the Global Principal Office via
email.



Teacher Certificate
o
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After your instructor has passed the exam, you
have to key in the data in order to claim the
certificate, then please follow the steps below to
claim certificate:

. Step 1: Select the teacher and click the “Action”

icon.
Step 2: Choose the course

Step 3: Click the button of “Enroll” (it will show all
levels of the course. )

Step 4: Select the level
Step 5: Fill in the exam date
Step 6: Fill in the score

Step 7: Click the “Add Certificate”

If there are any mistakes, you can click the “pencil” in the
“Function” to correct it.



