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

2. Select the button of  “Member Login”

3. Choose “ Country” 

4. Key in the  “User Name”

5.     Key in the  “Password”

6.     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

Term & Conditions
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The Home Page consists of four (4) functions, 

which are:

1. Sale Order (Refer Pg. 4)

2. Email (Refer Pg. 5)

3. Change Password (Refer Pg. 6)

4. Franchise Training Schedule 

(Refer Pg. 7)
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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:

StepStep 11:: Input the quantities that you want to order

from the list

StepStep 22:: Click the button of ‘Order Now’

StepStep 33:: Order confirmation window will pop up

StepStep 44:: Once the confirmation has been made,

please click the button of ‘Submit’.

OurOur SaleSale DepartmentDepartment willwill dealdeal withwith itit withinwithin 33 workingworking daysdays..

••We do not accept any order made by phone, except the special We do not accept any order made by phone, except the special 

case.case.
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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:

StepStep 11:: Input the recipients into “others” that

you want to send to.

StepStep 22:: Type the related “Subject”

StepStep 33:: Type your content

StepStep 44:: 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:

StepStep 11:: Type the new password that you are

going to change.

Step 2: Step 2: Retype the password to confirm

Step 3: Step 3: Click the button of ‘Change Password’

••Don’t give your password to anyone.Don’t give your password to anyone.

••Please change your password frequently. Please change your password frequently. 



Intelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education Group

User Manual Of Intelligent Education Management System / Guideline For Home Page
Page 7Franchise Training Schedule

Follow the steps below to complete the online 

training register process:

Step 1: Step 1: Click the month and the date 

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

Step 3: Step 3: The training course and the time will be

shown if the training is available.

Step 4: Step 4: Select the course

Step 5: Step 5: Fill in the trainee’s FULL NAME 

Step 6: Step 6: Click  the button of ‘Register Training’

••The training course will be cancelled automatically if the The training course will be cancelled automatically if the 

enrolment  is more than 16 trainees or less than required enrolment  is more than 16 trainees or less than required 

numbers.numbers.

••Your enrolment should be made before 2 days.Your enrolment should be made before 2 days.
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The  Student consists of four (5) functions, 

which are:

1. Registration  ( Refer Pg. 2 - 3 )

2. Enrollment  (Refer Pg. 4 - 9)

3.     IMA & IPS Certificate  (Refer Pg. 10)

4.     Attendant (Refer Pg. 11)
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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”

••YouYou havehave toto inputinput allall thethe detailsdetails ofof thethe newnew studentsstudents

otherwiseotherwise youyou cannotcannot enrollenroll themthem successfullysuccessfully..

••IfIf hehe oror sheshe isis notnot aa Chinese,Chinese, youyou cancan putput aa dashdash ((--)) inin thethe

“Chinese“Chinese Name”Name” boxbox..
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Besides, you can update your students’

information anytime.

TipTip 11:: You just search the student by full name or

keyword and click the “pencil” icon.

TipTip 22:: Select “Update Student” after changing the

student’s data.

TipTip 33:: If you are continue to key in new student

data, please click “New Student”.

TipTip 44:: You also can check the student statistics list

by click “Current Student”, “All Student” &

“Drop Student”
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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:

StepStep 11:: Search the new student and click the “

pencil ” icon.

StepStep 22:: Select “IMA Course”

StepStep 33:: Choose “Time Table” (details refer Page 5)

StepStep 44:: Choose “Materials” (refer Page 6)

StepStep 55:: Select the “calendar” to select the date that

student attends the first class.

StepStep 66:: Click “Add Enrollment”
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Click “Time Table”, then choose the class by

click on the student’s fee in the pop-up a

window

TipTip 11:: 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.

TipTip 22:: If you wish 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.



Intelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education Group

User Manual Of Intelligent Education Management System / Guideline For student
Page 6Enrollment(Materials)

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:

StepStep 11:: Tick the level of materials

StepStep 22:: Select the “calendar” to select the date that

start date for the materials

StepStep 33:: Key in the bar code in the column

StepStep 44:: Confirmed all the information, click “ OK ”



Intelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education Group

User Manual Of Intelligent Education Management System / Guideline For student
Page 7Enrollment

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 You should select “All Students” or else you can’t see the new 

student’s name. student’s name. 

••The “Course”, “Timetable” and “Teaching Materials” are important The “Course”, “Timetable” and “Teaching Materials” are important 

for the enrolment. You cannot miss any of them.for the enrolment. You cannot miss any of them.

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

StepStep 11: Input the student’s name or click “ pencil

” icon to select it.

StepStep 22:: Choose the existing course

StepStep 33:: Click “ Materials ”

StepStep 44:: Click “ Update Enrolment ” to finish this

procedure.

TheThe “Recover“Recover thethe oldold barcode”barcode” isis onlyonly usedused forfor thethe droppeddropped studentsstudents

whowho returnreturn toto thethe coursecourse afterwardsafterwards..

TipsTips::

AfterAfter clickclick thethe “Materials”,“Materials”, anotheranother windowwindow

willwill poppop--up,up, youyou willwill seesee thethe imageimage shownshown asas

leftleft..

Next,Next, justjust choosechoose thethe booksbooks thatthat thethe studentstudent

took,took, rememberremember toto keykey inin thethe billingbilling datedate andand

BarcodeBarcode..

AfterAfter thatthat justjust clickclick “OK”,“OK”, thenthen backback toto stepstep 44..
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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:

StepStep 11:: Type the student’s name and click “pencil”

icon.

StepStep 22:: Click “ Drop ” in the function.

StepStep 33:: Choose the drop date & write the reason

StepStep 44:: Click “Drop” to finish this procedure.

••However,However, youyou maymay changechange thethe dropdrop datedate andand reasonreason byby clickingclicking thethe

datedate inin thethe “Drop“Drop Date”Date”..

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

•• Even though a student wants to stop the course temporarily, you Even though a student wants to stop the course temporarily, you 

also have to drop   this student. Otherwise, you will be still charged also have to drop   this student. Otherwise, you will be still charged 

for the monthly Royalty Fee.for the monthly Royalty Fee.

•• If the student comes back to continue the course, you have to redo If the student comes back to continue the course, you have to redo 

the enrolment. the enrolment. 
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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:

StepStep 11:: Type the student’s name & click “ pencil ”

Step 2: Step 2: Select the “ Grade ”

StepStep 33:: Click “Check” button.
“Starting“Starting Date”Date” andand thethe “Barcode”“Barcode” willwill bebe shownshown automaticallyautomatically..

StepStep 44:: Select the “ Exam Date ”

StepStep 55:: Key in his / her “ Score ”

StepStep 66:: Click the “ Add Certificate ”

••YouYou areare notnot allowedallowed toto selectselect thethe certificatecertificate ofof thethe samesame levellevel..

••TheThe students’students’ namesnames areare correctcorrect inin thethe “Registration”,“Registration”, otherwiseotherwise itit

willwill influenceinfluence thethe outcomeoutcome.. Besides,Besides, thethe initialsinitials ofof thethe student’sstudent’s namename

shouldshould bebe inin capitalcapital letterletter (e(e..gg.. TTeoeo JJinin HHengeng))..

••TheThe soonersooner youyou keykey inin thethe results,results, thethe soonersooner youyou willwill getget thethe

certificatescertificates..

TipsTips::

IfIf datadata keykey inin wrong,wrong, youyou cancan clickclick

thethe iconicon toto modifymodify it,it, clickclick

“Update“Update Certificate”Certificate” toto savesave thethe

actionaction..
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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. It can be sorted by the teacher’s name. 

Then you follow the steps below to generate the 

attendant list:

StepStep 11:: Choose the course

StepStep 22:: Select the teacher

StepStep 33:: Select the date

StepStep 44:: Click “Generate” to finish this procedure.

••The date is always the beginning of the month.The date is always the beginning of the month.

•“ RepRep” in the list of students’ attendance means the in the list of students’ attendance means the 

replacement class.replacement class.

••EveryEvery teacherteacher hashas theirtheir ownown copycopy ofof students’students’

attendanceattendance.. Thus,Thus, theythey cancan arrangearrange thethe replacementreplacement classclass

forfor thethe studentsstudents whowho areare absentabsent..
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The  Account page consists of four (5) functions, 

which are:

1.     Extra Payment  ( Refer Pg. 2 )

2. Refund (Refer Pg. 3)

3.     Payment(Refer Pg. 4 - 6 )

4.     Replacement (Under Construction)

5.     Teacher Replace (Under Construction)
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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:

StepStep 11:: Select the student name by click the “

pencil ” icon.

StepStep 22:: Select the billing date and the

StepStep 33:: Select the reference date

StepStep 44:: Select an item that the student buys from

the “Description”.
••MostMost ofof thethe amountamount willwill bebe shownshown automaticallyautomatically..

••ForFor thosethose thethe amountamount showsshows ““00..0000”,”, thatthat meansmeans youyou

havehave toto keykey inin thethe priceprice byby yourselfyourself..

StepStep 55:: Click the “Add Extra Payment”
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.



Intelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education Group

User Manual Of Intelligent Education Management System / Guideline For Account
Page 3Refund

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:

StepStep 11:: Select the student name by click the “

pencil ” icon.

StepStep 22:: Select the Refund Date

StepStep 33:: Select the Reference Date

StepStep 44:: Key in the Description

StepStep 55:: Key in Amount

StepStep 66:: Click “ Add Refund ”

YouYou areare advisedadvised toto dodo thethe “Refund”“Refund” beforebefore thethe postingposting

datedate (the(the 2020thth ofof eacheach month)month)..

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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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.

Please follow the steps below to make the

payment:

StepStep 11:: Select the student name by click the “

pencil ” icon.

StepStep 22:: Key in the month and year of payment

StepStep 33:: Click “ Search”
•you will see the ““TotalTotal AmountAmount”” of the payment.

••clickclick thethe “Check“Check Bill”Bill” toto seesee thethe personalpersonal accountaccount ofof thethe

studentstudent..

StepStep 44:: Key in the Payment Details

StepStep 55:: Click “ Add Payment”

StepStep 66:: Payment record is generated
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Once collect the payment, please key in the data

into the management system (refer Page 4) and

print the official receipt for the students at the same

time.

To print the receipt just click the “Print receipt”

button after “add payment”. Please follow the steps

below to print official receipt:

StepStep 11:: After make sure the payment has been

generated

StepStep 22:: Click “ Print Receipt”

StepStep 33:: A new window will pop up

StepStep 44:: Select printer

StepStep 55:: Click “OK” or “Print”

TipsTips::

“Print“Print Receipt”Receipt” willwill bebe

showedshowed afterafter keykey inin thethe

paymentpayment..

TipsTips::

SelectSelect aa printerprinter thatthat youyou

wishwish toto useuse forfor printprint thethe

officialofficial receiptreceipt .. ThenThen

clickclick “OK”“OK” oror “Print”“Print”
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To check the payment for the particular student can 

through the following instruction:

StepStep 11:: Select the student name by click the “

pencil ” icon.

Step Step 2: 2: Key in the month and year of the payment 

that you wish to check

StepStep 33:: Click “ Search Date”

To reprint the Official Receipt for the particular

student can through the following instruction:

StepStep 11-- StepStep22 :: As above mentioned

StepStep 33..11 :: Click “ select”

StepStep 44:: Type your “Verify Password”

Step 5: Step 5: Click “Print Receipt”
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The  Master File consists of four (4) functions, 

which are:

1. Course  ( Refer Pg. 2)

2. Class  (Refer Pg. 3 – 4)

3.     Teacher  (Refer Pg. 5)

4.     Teacher Certificate (Refer Pg. 6)
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You will see a list of course materials when you 

click “Action”. 
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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:

StepStep 11:: Choose the “IMA Course”.

StepStep 22:: Select the teacher

StepStep 33:: Key in the fee “RM120”.

StepStep 44:: Select type as “Monthly”

StepStep 55:: Tick the new student’s timetable which is

in blue mark.

EachEach classclass cancan onlyonly forfor AA teacherteacher andand AA sessionsession.. AndAnd

eacheach sessionsession cancan onlyonly consistconsist ofof 22 hourshours..

Step 6: Click “Add Class”. You will see the new

class in the right column.
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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”.

BeforeBefore dodo somesome amendamend ofof thethe class,class, pleaseplease makemake suresure

thisthis classclass isis EMPTYEMPTY (( nono anyany studentsstudents areare underunder thisthis

class)class) ..
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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.

IfIf youyou wantwant toto adjustadjust youryour teacher’steacher’s commissioncommission rate,rate,

pleaseplease sendsend aa letterletter toto thethe GlobalGlobal PrincipalPrincipal OfficeOffice viavia

emailemail..



Intelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education GroupIntelligent Education Group

User Manual Of Intelligent Education Management System / Guideline For Master File
Page 6Teacher Certificate

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”

IfIf therethere areare anyany mistakes,mistakes, youyou cancan clickclick thethe “pencil”“pencil” inin thethe

“Function”“Function” toto correctcorrect itit..


