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Foqas Academy 

School Management System 

User Manual: Admission 

 

 

In order to work with student admission, you need to set up some things in 

the admin panel at the beginning. 

  Admission year has to be created under the specified Academic 

Session. 

 

 

If you click on the CREATE button, the admission year will be created. And will show 

in the year list. 

 

 

 

 

 

Note: The status must be 

activated. 
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 Depending on the grade under which the student admission is to be 

published, the academic grade must be created and a section called 

ADMISSION under that grade must be created. 

 

 

NOTE: To create a grade, you need to click on Add grade. If you want to publish an 

admission under any of the previously included grades, then you have to create a 

section under this grade called ADMISSION. 
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 If you have not set up before, you have to set up some things 

according to the criteria from the Admission section under the website 

setting. 
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 Click here for some specific changes. (For edit section ADMISSION) 

  

Then you have to UPDATE as required. 

 Candidates can submit the application for admission from here. 

 

 Instructions 

Here you must input 

total admission student 
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• After fill-up in all the Student Information in the Admission Form, you have 

to click on NEXT AND PREVIEW. (* Marked fields are required). 

• If everything is OK on the review page, the application can be submitted. 

• Then you have to click on SUBMIT button. 

 

 

After submitting the application form, applicant copy with application id will be 

available. Candidates can print it-if they want. 

 Next, need to note down the application id for the payment process. 

 

 

 

 

 After submitting the application form, all the applications will be listed to the 

APPLICATIONS. 

From there, every application has to be verified and approved. 
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After approving, the application will be shortlisted. 

 

• Once the admission process is completed on the basis of the Admission Test, 

you have to click on the MARKS ENTRY for the next process. 

Note:  

 

In order to proceed to the next process i.e. to enroll through lottery the 

admin must enter a specific mark here. 

 



8 
 

8 
 

• Clicking on the GENERATE button for lottery process with all those students 

after mark entry will show the result of lottery below. 

 

 

 Then click ENROLL IN to enroll the student in the specific grade. 

Before that you have to go from website setting to admission section 

and publish the admission result & set admission result publishes time. 
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 That will show the result based on the merit list. After inputting 

information under specific section and course group, click on ENROLL 

NOW button. 

 

 

 

 

 

 

 

 

 

 

 

The process will be completed. 

 

 Then student’s show in student list. 

 

 

Course group 
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• Admission instructions can be changed from here. 

 

Typing in text area, after clicking on SUBMIT button, the instructions will be updated. 


