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About this manual

This manual explains how to use Sobel School ERP from the first sign-in to the end of
the school year. It is written for everyone who uses the system: the system
administrator, school owners and heads, the office, teachers, the bursar and cashier,
other staff, parents and pupils.

You do not need to read it from cover to cover. Read Part 1 first, then go to the
chapters for your own work. The screens in this manual come from a sample school;
the names and figures in them are not real.

The screens of your school may show different colours, a different logo and only the
menus your role allows. Small differences in wording may also appear as the system
is improved; the steps remain the same.

Conventions used in this manual

Example Meaning

Finance » Bills A path in the menu: open Finance, then Bills.
Save A button, tab or word on the screen.

VSTA Something you type.

Note: Extra information worth knowing.

Tip: A quicker or better way to do something.

Caution: Something that cannot easily be undone, or that affects security.

Help inside the system

The same steps are available in the system itself under How to use this system
(parents and pupils: Help).



Part 1

Getting started



Chapter 1

About the system

What the system does, who uses it and how the parts fit together.

Sobel School ERP is a complete management system for basic schools, from Creche
and Nursery to JHS 3. It runs on the internet, so it can be used on a computer, tablet

or phone without installing anything. One installation serves many schools: each

school has its own data, its own colours and logo, and its own sign-in link.

The system covers the whole life of a school:

Pupils and parents: admissions, pupil records, parents and guardians, classes,
promotion.

Teaching: subject allocation, class registers, scores, report remarks, early-years
skills, homework and the timetable.

Results: checking and approving scores, processing results, broadsheets, report
cards and publishing them to parents.

Fees and money: fee setup, bills, receipts, online payments (Mobile Money and
card), debtors, expenses, other income and financial statements.

Staff: staff records, roles and logins, leave, staff sign-in and payroll with SSNIT
and PAYE.

Operations: store, library, school bus, behaviour and sick bay.

Communication: SMS, announcements, events and private messages between
parents and teachers.

Parent and pupil portal: results, fees, attendance, homework, timetable and
messages on the phone.

1.1 Kinds of accounts

Every person signs in with their own username and password. What they see
depends on the kind of account and, for staff, on their role.

Account Who Signs in at
System administrator | The company or person running the The console sign-in
system for all schools. page
(.../platform/login.php)




Staff

Owner, head, academic head, secretary,
bursar, cashier, teachers, librarian, store
keeper, transport officer, nurse.

The school sign-in link

Parent / guardian

A parent of one or more pupils (brothers
and sisters share one account).

The school sign-in link

Pupil

A pupil (optional; mainly for upper
primary and JHS).

The school sign-in link

1.2 How this manual is arranged

Part 1 is for everyone. Part 2 is for the system administrator. Parts 3 to 7 follow the
work of the school: setting up, teaching and results, fees and finance, staff and
operations, and communication. Part 8 is for parents and pupils, and Part 9 has

checklists, answers to common questions and a glossary.

Menu paths are shown like this: Finance » Receive payment. Buttons and words on

the screen are shown in bold. Things you type are shown like this.




Chapter 2
Signing in and passwords

2.1 Signingin
1. Open the sign-in link of your school in any web browser. It looks like
https://erp.shslive.com/1login.php?schoo1=CODE. The school
administrator gives you the link; save it as a bookmark or add it to your phone's
home screen.
2. If the School code box is empty, type the code of your school (for example VSTA).

3. Type your Username and Password exactly as printed on your login slip.
4. Click Sign in.

)

Volta Star Academy

Figure 2.1: The sign-in page. Click the eye in the password box to see what you typed.

Account Username

Staff Staff number, e.g. VSTAST0012 (owners and some offices:
admin, head, bursar ...)

Pupil Pupil number, e.g. VSTA00236

Parent Phone number, e.g. 0244123456

Note: Usernames and pupil or staff numbers contain only letters and digits. Old slips
with a slash (VSTA/00236) still work: the system finds the new number.




2.2 Your first sign-in

The first time you sign in, the system asks you to choose your own password. Choose
one of at least six characters that you will remember. From then on only you know it.
The eye button in every password box shows or hides what you are typing.

2.3 Signing in from the main website

You can also start from the main website, https://erp.shslive.com. Click Sign
in at the top, type your school code and click Continue. The sign-in page of your
school opens.

Sign in to your school

School code
e.g. VSTA

The code is on your login slip and in the SMS with your sign-in details.
Ask the school office if you do not have it.

SYRIAD adniislale

Figure 2.2: Sign in on the main website: type the school code.

2.4 Forgot your password?

1. On the sign-in page click Forgot password?.
2. Type the school code and your username or phone number.

3. A six-digit code is sent by SMS to the phone number on your account. Type it in
within 15 minutes.

4. Choose a new password.

If no SMS arrives, ask the school administrator to reset your password. The new
password is sent to you by SMS.



2.5 Changing your password

Click your name at the top right and choose Change password. Parents and pupils
find it under More > Change password on the phone.

2.6 Who creates passwords?

Nobody has to invent passwords. When a login is created, the system makes a random
password (six characters for pupils and parents, eight for staff), prints it on a login
slip and can send it by SMS. The person must change it the first time they sign in. The
school administrator can always see the current password (hidden until clicked) and
can give a new one with Reset.

Caution: Always click your name » Log out when you use a shared computer. The
system also signs you out after a period without activity.




Chapter 3
Finding your way around

3.1 The screen

e Voita Star = Volta Star Academy Term 1- 2026/2027 s (2 ° Abefa Actiampang

Good morning, Abena

Term 1, 2026/2027 - 08/09/2026 to 18/12/2026

@ Dashboard

Signed in as School Owner / Proprietor. Full control of everything, including settings and logins. How to use this system

How to use this system

Your daily tasks: | ® pupils | [ B'staff | [ 1 Financial reports | [ B Report cards | [ o Login details ‘ | masetings
Pupils enrolieg staff Fess collected tis term Collected today
 Enter scores 894 45 GH(565,810.00 GHC0.00
434 bo 460 girls 37 teaching 62% of GH917,655.00 billed Total owing: GHC357,065.00
Class register
Report remarks 6 payment slip(s) uploaded by parents are waiting for approval. Review now

Early y . e
2 Fee collections, last 30 days Score submission
Homework
175 of 211 class subjects 83%
—

Daily collections

Open score monitor

STUDENTS
= Puplls This term by payment method
Cash GHC175,485.00
& Guardians
& S Mobile Money GHC247,465.00
R S
Log out Bank transfer GHC87,810.00

Figure 3.1: The dashboard of a school owner. The menu is on the left, the top bar shows the term,
light/dark switch, messages and your name and role.

¢ Menu (left): grouped by sections such as MY WORK, STUDENTS, ACADEMICS
and FINANCE. Groups with a small arrow open and close (for example Pupils,
Results, Fees & payments).

¢ Find a page: type part of a page name in the box at the top of the menu; press
Enter to open the first match.

e = button: makes the menu narrow (icons only) or wide again. On a phone it
slides the menu in and out.

¢ Term box: everything you enter and see belongs to the term shown. Change it
only to look at an earlier term.

e Moon / sun: switches between dark and light screens on your device.

¢ Envelope: your private messages; the red number shows unread messages.
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¢ Your name and role: shown at the top right, e.g. Teacher - Class teacher of Basic
4A. Your role decides which menus you see.

@ Volta Star =
Go
Tern]
MY WORK S
@ Report remarks
Y
ACADEMICS
@ Results
p
Report cards E
Attendance report 4
FINANCE 6
L«  Financial reports
F

Figure 3.2: Typing in “Find a page” shows only the matching pages.

3.2 Messages on the screen

Colour Meaning

Green Saved or done.

Red Not saved. Read the message, correct the form and try again.
Yellow Take care - for example something could not be fully done.
Blue Information or a tip.

Before anything is deleted or sent, a box asks you to confirm. Click Yes, continue or
Cancel.

n



3.3 Onaphone

On a phone the most used pages are in a bar at the bottom of the screen, like an app.
A teacher sees Home, Scores, Register, Homework and Menu; a bursar sees Home,
Receive, Debtors, Reports and Menu. Menu opens the full menu.

= Term1-2026/2027 s C EP@

Good morning, Afi
Term 1, 2026/2027 - 08/09/2026 to 18/12/2026

Signed in as Teacher - Class teacher of Nursery
2. Enters scores and takes the register for the
classes and subjects given to them, posts
homework. A class teacher also writes report
remarks. How to use this system

@ Take the register

$® Write report remarks

[ AR Post homework ]

[ © My timetable } [ £J My classes J

Pupils enrolled Staff
894 45
434 boys - 460 girls 37 teaching
Attendance today My subjects this term
- 5
0 marked 0 submitted
" @ m =
Home Scores Register Homework Menu

Figure 3.3: A teacher's dashboard on a phone, with the bottom bar.

3.4 Help inside the system

Every account has a step-by-step guide: How to use this system in the menu (parents
and pupils: Help). The sections for your own role open first.

12



Chapter 4
Roles and what each can do

Each staff member has exactly one role. The role decides the menus and pages they
can use. A teacher becomes class teacher of a class when the class is given to them
under Setup » School setup > Classes; this is not a separate role.

Role Main work
School Owner / Proprietor Everything, including settings, logins and money.
Headteacher / Principal Everything in the school: results, reports, finance reports,

staff, approvals.

Assistant Head (Academics) Classes, subjects, allocation, score monitor, results, report
cards, timetable.

School Administrator / Admissions, pupils and parents, SMS and announcements,
Secretary logins.
Bursar / Accountant Fees, bills, receipts, debtors, expenses, payroll and

financial statements.

Cashier / Fees Clerk Receiving fee payments and store sales; receipts.

Teacher Register, scores, remarks (class teachers), homework, own
timetable.

Librarian Books, issue and return.

Store Keeper Store items, stock and sales.

Transport Officer Bus routes, vehicles and riders.

School Nurse Sick bay and behaviour records.

To change a person's role: Setup » Users, roles & logins, find the person and click
Change role. You cannot change your own role, and only the owner can give or

remove the Owner role.

13



Part 2

The system administrator (console)
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Chapter 5
The console

The console is used by the company or person who runs the system for all schools.
Schools do their daily work in their own accounts.

6 Sobel School ERP = Ssystem console Find a school C e System Adrmin
Systam consols e

stem administrator

Signed in as System administrator. Runs the whole system: adds schools, sets their look, plans and SMS credit, and can see every school's
logins. How to use this system

@ Overview
Schools Active pupils Unpaid platform bills
4 1,583 0.00 + Add a school
4 active - O il - 0 suspended
+ Add a school —
Name, code, phone All statuses & ‘ Filter ‘
@ Branding & look 7 v o
L School Code  Country  Pupils Staff Plan SMSunits Laststaffsign-in  Status
SILEING Adom Preparatory SchoolKumasi 0302000014 ADOM  Ghana 401 40 none 1,944 never Active
Bright Future International SchoolTema 0301000007 BFIS Ghana 168 36 none 1,944  28/10/2026 04:24 Active
® Plans & bills
Sobel Demo Basic SchoolAccra 0302000000 DEMO  Ghana 120 20 none - 28/10/2026 05:03 Active
D SMS credit Volta Star AcademyHo 0303000021 VSTA  Ghana 894 45 none 1944 28/10/202605:42  Active

SYSTEM

> Sign-in log

@ How to use this system

# Change password

 Logout

P - system console VLo

Figure 5.1: Console overview: number of schools, pupils, unpaid bills, and the list of schools.

5.1 Adding a school

1. Schools » Add a school.

2. Type the school name, a short name, the school code (letters and digits only, e.g.
VSTA, it starts every pupil and staff number) and the web address.

3. Choose the country, curriculum template (Ghana GES/NaCCA, British or
American) and number of terms.

4. Type the first administrator's name, phone and username. A password is created
for them.

5. Choose the school's colours, logo and font (you can change them later under
Branding).

6. Click Create school. The school is created with grade levels, subjects, grading, fee
items, chart of accounts and the owner's login.

15



e Sobel School ERP = System console Find a school C @ _,;/ﬁ‘e:f Af“"“", "
System console System administrato
Add a school
School details, its look and its first administrator. Everything except the code can be changed later
@cve o School First administrator
Full name Short name Name
All schools
+ Addaschool School code Web address Type Phone Email
same as Private o
@ Branding & look
gninand to prefix  used when subdomains are
1Ds switched on Username
BILLING
code.admin
Country Town / city Time zone
® Plans & bills
Ghana 3 Africa/Accra
dit
Phone Email Subscription
SYSTEM
Status Plan
Slejiin Curriculum template Terms/yr  Called Head title Active s No plan yet s
@ How to use thi Ghana Basic Education (GES /Na ¢ 3 Term Headtez
° i From To Price
Sets up grade levels, subjects, grading and
» Change password terms 10/28/2028  mm/dd/yyt)  plan
Matto Name gthead Opening SMS units
100
(* Logout
Postal address

Figure 5.2: Adding a school.

After saving, the school page shows the sign-in link (.../login.php?school=CODE)
and the owner's username and password. Click the hidden password to see it. Give
these to the school owner.

16



5.2 The school page

= system console

e Sobel School ERP

Find a page

® Overview

Volta Star Academy [T

Code VSTA - sign in at https://erp.shslive.com/login.php?school=VSTA

IR | @ erancing s ook ][ S onine payments Paystaco

Pupils Staff Parents Classes Fees (30 days) SMS ys)
All schools 894 45 1,482 23 GH(363,305.00 0
+ Add a school
Login details click a password to show i Subscription
@ School details
Sign-in page School code Plan From To Price
22 Accounts & login slips hslive /logi TAD  VSTAD
SR A IR Basic ¢  10/28/28 | mm/dd/y@  plan
- Administrator Username Password  Last sign-in
& Online payments (Payst...
2 add the plan's SMS units
es
@ Branding & look Abena ser
AcheampongSchool 2811012026 log
T Owner / Proprietor et details £ Platform bills
0540300001 SMs s
®  Plans & bills passwol Period e.g. 2026/2 | | 894 pu | | Amount (autc Raise bill
Res
©  SMS credit Mrs Sena ser No bills raised.
;\;amoah:—(eadteacher nead over - I‘ng
rincipal - etails
28/10/2026
0550300002 SMSS SMS units - balance 1,944
passwol
Mr Edem Res| Units (+/-) Payment ref Add
(® Logout AkakpoSchool IS:;

System Admin

Find a school

Active :

Figure 5.3: A school in the console: login details, school details, modules, subscription, bills and

SMS units.

¢ Edit details: name, code, contact details, web address and administrator

accounts.

e Modules: switch parts of the system on or off for the school (finance, payroll,

library, transport ...).

e Status: trial, active, suspended (nobody in the school can sign in) or closed.

¢ Subscription and bills: the plan the school pays for, and platform bills to the

school.

e SMS units: add units for schools that use the shared SMS account.

¢ Branding & look: logo, stamp, colours, fonts, sign-in page; can be locked so the

school cannot change it.

5.3 Accounts and login slips

All accounts on the school page lists every staff member, pupil and parent with their
username and hidden password. From here you can change a staff member's role,
Reset a password (with send login details by SMS ticked, staff and parents get it by

17




SMS and a pupil's goes to the parent), Block or unblock an account, and Create
logins & print slips for a whole class.

e Sobel School ERP = System console Find a school C @ Sygtemdnin,

System console System admiistato
Accounts [ Back to school
Volta Star Academy - code VSTA - sign in at http: rp.shsli ym/login. TA

@ Overview Staff (teachers, bursar..) ~ Pupils  Parents  Create logins & print slips

SCHooLs Search name, number, phone SearchJ 45 shown - 45 with a login

= All schools Name Role Username Password Last sign-in

TeacherBursar /
AccountantCashier /
Fees ClerkHeadteacher

+ Add a school

©® School details / PrincipalAssistant
Head
22 Accounts & login slips i (Academics)school 28/10/2026 |
g p: Abena Acheampongadmin AdIIatoF] admin set by system admin, 28/10/2026 ., Reset send login dete
—- SecretaryLibrarianStore
& Online payments (Payst KeeperTransport
Officerschool
@ Branding & look NurseSchool Owner /
Proprietor
ST TeacherBursar /
AccountantCashier |
® Plans & bills Fees ClerkHeadteacher
| PrincipalAssistant
O sMm i head
SMS credit Mr Delali (Academics)School
: ! VSTASTO038 seessess set by system admin, 28/10/2026  never Reset send login deta

AcheampongVSTAST0038 ~Administrator /
SecretaryLibrarianStore
KeeperTransport
Officerschool
NurseSchool Owner /
Proprietor

(* Logout TeacherBursar /
tantCash

Figure 5.4: All accounts of a school, with hidden passwords and reset.

5.4 Online payments for a school (Paystack)

Each school can have its own Paystack account so that parents’ money goes straight
to the school. Open the school > Online payments (Paystack) and follow the steps
on the page: the school copies its public and secret keys from the Paystack dashboard,
sets the webhook URL shown on the page, and you (or the school) paste the keys and
tick Allow parents to pay online. The keys are checked with Paystack; the secret
key is stored encrypted.

18



e Sobel School ERP
Symiessensdls

@ Overview
scHooLS

All schools
+ Add aschool
© School details

Accounts & login slips

& Online payments (Payst...

@ Branding & look

BILLING

® Plans & bills
© SMSc
SYSTEM

Sign-in log

(* Logout

= System console Find a school

Online payments (Paystack)

Volta Star Academy - code VSTA

Online payment is off. Enter the school's Paystack keys and tick "Allow parents to pay
online".

Paystack account

How to connect the school's own Paystack account

1. The school signs up or signs in at dashboard.paystack.com with its own business details
and bank / MoMo account for settlement

2.1n Paystack go to Settings > API Keys & Webhooks. Copy the Public key and Secret key
(use Test keys first to try it, then Live keys).

3.0n the same Paystack page, set Live Webhook URL (and Test Webhook URL) to
https://erp. shslive. con/pay/webhook . php. The Callback URL can stay empty; the system
sends it with each payment

4. Paste both keys here, tick "Allow parents to pay online" and click Save. The system checks
the secret key with Paystack.

Public key Secret key

pk_live_. sk_live_. o3

encrypted. Itis never shown again

Subaccount code (only with

platform keys)

Who pays Paystack charges  Record payments into

Parent (added to the am ¢ - bank / cash account - &

ACCT.

Allow parents to pay online

ystem Admin

ck to school

Latest online payments

No online payments yet
The school can also change these keys itself

in Setup > School profile & settings > Online
payments (owner or head).

Figure 5.5: A school's own Paystack account.

5.5 The main website

The front page of the system is the main website. It explains the system to schools,
shows your plans and prices, answers common questions and has two forms: Apply
for your school and Contact us. A school's own web address still opens its sign-in

page.

19



® Sobel SChool ERP  Features Pricing Getting started  Questions ~ Gontact Sign in

School management
software for basic
schools

Sobel School ERP keeps the records of a Creche,
Nursery, KG, Primary or JHS school: pupils and

GHO565,810.00 GHC0.00
parents, scores and report cards, fees and receipts,
expenses, salaries and the timetable.

Teachers, the bursar and parents use it on their phones.
Nothing to install.

Apply for your school Signin
DRYiiony. = The owner's dashboard: pupils, staff, fees collected and owed, payments by method.

What the system does

The main parts, with screens from a sample school.

Figure 5.6: The main website.

5.6 School applications

A school applies by filling in Apply for your school on the website. The form is
short: the name of the school, the town, the number of pupils, the name, phone
number and email of the person applying, the plan and a message. The school gets an
SMS with a reference number such as SA26100001.

20



© Sobel School ERP  Feaures pricing  Getiing started  Questions  Contact signin
Apply for your school

We will call you to agree the plan and set up the school. Fields marked * are needed.

Name of the school * Town
Your name * Number of pupils
Phone number * Email

e.g. 024 123 4567
Plan

Not sure yet v
Message

Anything we should know, e.g. when you would like to start

Send application

Figure 5.7: The application form on the website.

1. Schools » Applications. New applications are listed first; the red number in the
menu shows how many are new.

2. Open the application. Call the person to contact, agree the plan and price, set the
status to Contacted and write a note. Click Save.

3. Click Set up this school. The Add a school form opens filled in from the
application, with a free school code suggested.

4. Check the details, especially the school code. Add the school's logo and colours,
choose the plan and the subscription dates, and click Create school. Leave Send
the sign-in details to the administrator by SMS ticked.

5. The school is created, the application is marked Approved and linked to the
school, and the administrator receives the school code, username and password
by SMS.

21



6 Sobel School ERP
ystem console

= system console

Applications from the website

Find a school

C System Admin

[ webste seting

Show

Contact Plan Received Status
M'S"?k“ﬁ‘a Mensah Standard  28/10/2026 0615 (New

Mr Kusbena Owusy Basic 28/10/2026 06115 Now

Mrs Es) Dzifa Agbeko Premium  28/10/2026 0615 (I

hools that applied on erp.shslive.com, and messages sent from its contact form.
School applications @ Messages
School, name, p Al B
el Ref School Town Pupils
Q Applications SA26100001 Hilltop Preparatory School Madina 420
8 Aads school SA26100002  Bright Future Montessori Kumasi 260
@ Branding & c
SA26100003  Nana Ama Memorial School Hohoe 510
BILLING
® Plans & bills
© SMS credit
SYSTEM
Website
Sign-in log
© How to use this
[ Logout Sobel School ERP - system ¢

Figure 5.8: Applications from the website.

e Sobel School ERP
Systom consale

System cons;

Bright Future
SA26100002 - receiv
@ Overview The school
Name
Town
All school:
Pupils
Q Applications Plan
+ Add aschool
Contact
an & look
@ Branding & oo Name
T Phone
Sent from

® Plans & bills

© SMS credit

Sign-in log

© How to use this sy:

(* Logout

ole

Montessori
28/10/2026 0€

New

Bright Future Montessori
Kumasi
260

Basic

Mr Kwabena Owusu

0209876543

d a school

System Admin
L <+ Tt

All applications

Set up the school

Call the school first to agree the plan and price. Then open the
Add a school form filled in from this application, check it and
click Create school. The administrator gets the sign-in details
by SMS

Set up this school

» The school was already set up another way

Follow-up

Status

New s

Notes

e.g. called on Monday, demo booked for Friday

Save

Delete this application

Figure 5.9: One application, with the Set up this school button and the follow-up notes.
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Note: Mark an application that will not go ahead as Not going ahead, and nonsense
as Spam. If the school was set up some other way, open The school was already set
up another way and link it. Questions sent from the contact form are on the
Messages tab.

5.7 Website settings

System » Website settings holds the company name, the phone, WhatsApp number,
email and address shown on the website, whether to show the number of schools and
pupils (test schools are never counted), and the phone number and email address
that are told about every new application. The plans and prices on the website come
from Billing » Plans & bills; a plan priced O shows “Call us for a price”.

e Sobel School ERP = System console Find a school C @ System Admin
System console - B A
Find a page Website settings

Sl The main website is the front page of the system: erp.shslive.com. Schools apply there and you see the applications under Applications.
SCHOOLS (2 Open the website
= All schools . X
Shown on the website When a school applies
Q Applications
Company name Send an SMS about new applications to
+ Add a school Sobel Technology
Shown at the bottom of the website. Your phone number. Uses the SMS key in config.php
@ Branding & look
Phone shown on the website Send an email about new applications to

BILLING 024 000 0000
® Plans & bills €.9. 024 000 0000 Needs mail to work on
© SMS credit WhatsApp number The school also gets an SMS saying its application was received,

0240000000 with its reference number. The plans and prices on the website
come from Plans & bills; a plan with price 0 shows "Call us for a

SYSTEM Leave empty to hide the WhatsApp link e
@ Website settings Email shown on the website

info@shslive.com

Office address

© How to use this system

Accra, Ghana

» Change password 4

Show the number of schools and pupils on the website
(* Logout est schools are never counted.

Figure 5.10: Website settings.

5.8 Deleting a school

At the bottom of the school page, under Delete this school, type the school code and
click Delete school permanently. Everything belonging to the school is removed. To
stop a school signing in but keep its records, set its status to suspended or closed

instead.

23



Caution: Never delete schools in phpMyAdmin. The database refuses (error #1451)
because school tables point at each other, and a DELETE without WHERE would
remove every school.
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Chapter 6
Installation and settings for the administrator

6.1 Installing or updating
1. Extract the install zip into the website folder (for example erp.shslive.com).
2. Keep your existing config/config.php: it is not in the zip.

3. Open any page. Database changes needed by the new version are made
automatically the first time.

6.2 The configuration file

Setting What it is

db Database host, user, password and name.

base_url The web address of the system, without a slash at the end.
use_subdomains false: schools sign in at .../login.php?school=CODE. true only after

wildcard DNS is set up.

sms Arkesel API key and sender ID for the shared SMS account (sender ID
must be approved by Arkesel).

paystack Platform keys; leave empty when each school uses its own Paystack
account.
app_key Long random key used to encrypt saved passwords and schools' API

keys. Do not change it once schools are using the system.

6.3 Daily tasks on the server

Ask your host to run php cron/run.php every 10 minutes (cPanel > Cron Jobs). It
sends queued messages, reminders and other background work.
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Part 3

Setting up a school
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Chapter 7
First-time setup checklist

Do these steps once, in this order, before the first term starts. Each step needs the one

before it.
# Step Where
1 School profile, logo, report-card settings, bank Setup » School profile & settings
accounts
2 Academic year and its terms Setup » Academic calendar
3 Grade levels and sections Setup » Grade levels
4 Classes and class teachers Setup » Classes
5 Subjects per grade level Setup » Subjects
6 Score breakdown and grading Setup » Assessment & grading
7 Staff, their roles and logins Staff & payroll » Staff
8 Pupils and parents Students » Pupils
9 Subject allocation Academics » Subject allocation
10 | Fees and discounts Finance > Fee settings
11 | Term bills Finance > Fees & payments > Bills /
invoices
12 | Logins and slips for pupils and parents Setup » Users, roles & logins
13 | Timetable Academics » Timetable
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Chapter 8

School profile and settings

Setup » School setup > School profile & settings has seven tabs.

= Volta Star Academy Term 1- 2026/2027

e Volta Star

School profile & settings

School profile  Branding &look  Preferences  Reportcards ~ SMS  Online payments
D N ge history
AT neamens School name Short name

Volta Star Academy Volta Star

® Chat

Postal address Location / physical address

% Abena Acheampong
< o @i,

School code: VSTA - status

[Active]
Bank & cash accounts
Motto
Shine Your Light

GPS address

# Calendar & events

SETUP

B School setup

School profile & settings

Comment bank

Departments &

[» Logout

P.0. Box HP 318, Ho GA-123-4567
Town / city District Region Phone

Ho Volta $ 0303000021
Other phone Email Website EMIS / registration no.

info@vsta.edu.gh www.vsta.edu.gh

BECE centre / school no. Title of head Name of head (printed on reports)

Headteacher Mrs Kofi Tsikata

School logo / crest (PNG/JPG, max 2MB) School stamp (PNG/JPG, max 2MB) Head's signature (PNG/JPG, max 2MB)

Choose File | No file chosen

Save profile

Choose File | No file chosen Choose File | No file chosen

| School ERP

1.0

Figure 8.1: School profile & settings.

Tab

What to set

School profile

Name, motto, addresses, phone, e-mail, head's name and title,
signature and school stamp.

Branding & look Logo, colours, font and sign-in page (if not locked by the
administrator).
Preferences Currency, date format, positions on reports, early-years positions

and other choices.

Report cards

What prints on report cards, and whether fees print on the report
or on a separate page.

SMS

The school's own Arkesel key and sender ID (optional), automatic
SMS for absence and receipts.

Online payments

The school's own Paystack keys (see the console chapter).

28




Bank & cash accounts | Every bank account, Mobile Money wallet and cash office, with
opening balances.

Tip: Add the bank and Mobile Money accounts before receiving any money, so every
payment and expense is recorded in the right account and the cash book balances.
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Chapter 9
Academic calendar, grade levels and classes

9.1 Academic calendar

1. Setup » School setup » Academic calendar » New academic year.
2. Type the year (e.g. 2026/2027), start and end dates, and create the terms with

their reopening, vacation and next-term dates.

3. Click Count days to count school days (weekends and holidays are left out). This
number prints on report cards.

4. Click Make current on the term you are in now.

e Volta StaF = \Volta Star Academy Term 1- 2026/2027 s (2 @ Abena Acheampong
Academic calendar et T
Academic years, terms, holidays and the current term
« Announcements 2026/2027 (08/09/2026 - 30/07/2027) CEED Add term [C\om year
a o
B Chat Name School
Reopens Vacates Next term begins days Status. @ Score entry open
#@ Calendar & events Term1
09/08/2026 B 12/18/2026 £ 01/12/2027 B 68 Actir & -
[ouren] Cacad
SETUP
[ count days | Hoidays / breaks: + add holiday
B8 School setup
School profile & settings School
Name Reopens Vacates Next term begins days Status @ Score entry open
CEELET B EEL S Term 2 0112/2027 8 04/09/2027 B 04/27/2027 B 60 Upc ¢
Grade levels
Make current || Count days | Holidays / breaks: + add holiday
Classes
School
Name Reopens Vacates Next term begins days Status @ Score entry open
As
Term 3 04/27/2027 B | 07/30/2027 B 09/07/2027 B 62 Upc ¢
Comment bai
e Make current | [ Count days | Holidays / breaks: + add holiday
20 Users, roles & logins
» Logout Ita Star Academy - Term 1, 2026/2027 Sobel School ERP v11.0

Figure 9.1: Academic calendar with three terms.

Note: Close a year with Close year only after promotion. Score entry closes for all its
terms.

9.2 Grade levels

Setup » School setup » Grade levels lists Creche to JHS 3 with the section each belongs to
(Pre-School, Lower Primary, Upper Primary, Junior High). Remove levels you do not
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run and keep them in order. Early-years levels use skills instead of positions on
reports.

9.3 Classes and class teachers

1. Setup » School setup » Classes.

2. Click Create one class for every grade level, or add classes one by one when a
level has streams (Basic 1A, Basic 1B).

3. Choose the class teacher (and assistant if any) of each class. The class teacher
takes the register and writes report remarks.

4. In a new year use Copy classes to bring last year's classes forward.

6 — = Volta Star Academy Tem1-z026207 o | € 62 (@) Aoena Acheameong
Classes - 2026/2027
A class is a grade level plus an optional stream (A, B, Gold...). Set the class teacher here.
® Chat Class. Gradelevel  Class teacher Assistant  Room  Pupils New class
Y TGS Creche Creche Afua Appiah 38/45 | Edi] =
Nurseryl  Nursery1  Sedem Amponsah 40/45 Edit | - select - ¢
SETUP ==
@ School setup Nursery2  Nursery2  Afi Kpodo 36/45 Edit | Stream Display name
7 blank, A, B auto: Basic 4A
School profile & s KG1 KG 1 Ablavi Osei 40/45 Edit |
e e p— Class teacher
Academic calendar
KG2 KG 2 Xorlali Osei 36/45 Edit |
J -none - :
Grade levels pom—
Basic1A  Basic1 Akua Antwi 37/45 Edit | Asiidiaii aiandiari
J— ] ssistant / attendan
BasiclB  Basic1 Osei Kumah 35/45 Edit | - none - :
Subjects
Basic 2A Basic 2 Mawuli Agyeman 40/ 45 Edit \ Room Capacity
SEIREIL R Basic2B  Basic 2 Kafui Dogbe a1/ 45 Edit |
Departments —
Basic3A  Basic3 Agyeiwaa Adzraku 39/45 Edit |
20 Users, roles & logins :
Basic 3B Basic 3 Dzifa Dogbe 41/ 45 Edit | X
- —J Quick setup
2 Activity log -
Basic4A  Basic 4 Akwasi Akakpo 39/45 Edit |
= ‘ Create one class for every grade level
™ Logout Basic4B  Basic 4 Yayra Fiagbe 40/45 | Edit |

Figure 9.2: Classes of the current year with class teachers and pupil numbers.
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Chapter 10
Subjects and assessment

10.1 Subjects

Setup » School setup » Subjects holds the learning areas. In Subjects by grade level
tick which subjects each level takes, whether a subject is core or optional, whether it
is graded on the report, and the periods per week (used by the timetable).

= z Abena Acheampong
6 Volta Star = Volta Star Academy Term 1- 2026/2027 PR N~ @\. 2 Acheampand |

Subjects (learning areas)

Tick which subjects each grade level takes. C = core (all pupils), O = optional (chosen per pupil

i a page

® Chat Subjects by grade level - click a level name for report order and other details New subject
e ~ Subject CR N1 N2 KG1 KG2 B1 B2 B3 B4
g Calendar &events Name
Arabic s 3 3 s 3 3 * 2
SETUP
Ci Technols 3 3 : 3 2 3 * 2
el Code Short name
@ School setup
Computing s $ ¢ s $ ] g ¢ |jc ¢
ol profil
Creative Arts c e slc s|le slllc sllce|lc s]lcs]lcs Bapartment
Creative Arts & Design s s B ¢ B B & B ¢ - s
English Language s s s s ¢+ |[[cE=N | [c=l | [ch =N | [ch= Status
- - P - N Py s s Pl Active +
Sy French ¢ s ¢ ¢ s s ¢ s ||[o ¢
St & gracing Ghanaian Language s s ¢ s ¢ |lle ¢|le s|lc s|fc s
Comment bank History s | s s * s L ¢ ||C ¢
Departments Language & Literacy e ([cl= | [cl=Hl [cH=N ([chs B s °
&0 Users, roles & logins Mathematics s s s s ¢ |Cc¢ C# C s | |Cc
= Activity log Numeracy c ¢|/lc s|llc ¢|lc ¢|[c s s s s
e Wiarld A Dannia PSP || PR | PR || PRSP || PRI | PR 1] PP ] PR ] P

® Logout Save subjects per level

Figure 10.1: Subjects by grade level.

10.2 Assessment and grading

Setup » School setup » Assessment & grading has three tabs:

» Settings for the term: which score breakdown and grading scale each grade
level uses, the report template, and for JHS the number of best subjects for the
aggregate.

¢ Score breakdown (schemes): the parts of a subject score, for example class
tests 20, homework 10, project 10 out of a class score of 50, and the exam 50. Each
part has a maximum raw score and a weight.

e Grading scales: the bands, for example NaCCA A/P/AP/D/B for primary and 1-
9 for JHS, with the remark printed for each grade.
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. oo . Abena Acheampong
e Voita StaF Volta Star Academy Term 1- 2026/2027 RN AN~ ° e achisamBent

Assessment & grading

100% is made up, how scores become gr

How each subje es, and which applies to each grade level

® Chat Settings for Term 1~ Score breakdown (schemes) ~ Grading scales

Calendar & events

Term 1, 2026/2027

B Grade level Score breakdown Grading scale Report card Aggregate of best
School setup Creche Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢ Early years (skills + scores) & = -
ORIl Nursery1  Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢ | Early years (skills + scores) &

Nursery 2 Class Score 50 / Exam 50 # NaCCA Standards-Based (KG - Basic 6) ¢ Early years (skills + scores) & =

KG1 Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢ | Early years (skills + scores) ¢
KG 2 Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢ = Early years (skills + scores) $
ubje

Basic 1 Class Score 50 / Exam 50 ¢ = NaCCA Standards-Based (KG - Basic 6) ¢ = Standard (scores & grades) & = -
Assessment & grading

Basic 2 Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢ = Standard (scores & grades) &
Comment bank

Basic 3 Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢ = Standard (scores & grades) & = -
Departments & houses

Basic 4 Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢  Standard (scores & grades) &
Users, roles & logins

Basic 5 Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢ = Standard (scores & grades) ¢ -
Activity log

Basic 6 Class Score 50 / Exam 50 ¢ NaCCA Standards-Based (KG - Basic 6) ¢  Standard (scores & grades) ¢
Log out JHS1 Class Score 50 / Exam 50 & JHS Grade 1-9 ) JHS (with aggregate) & 6

Figure 10.2: Assessment settings for the term.

Note: Example: a teacher marks a test out of 40 and it is worth 20% of the subject.
Enter maximum 40 and weight 20; the system converts the marks.

10.3 Comment bank, departments and houses

Setup » School setup » Comment bank keeps ready-made remarks teachers can pick.
Departments & houses holds departments, positions, houses and leave types.
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Chapter 11

Staff

11.1 Adding a staff member
1. Staff & payroll » Staff > Add staff.

2. Fill in personal details, contact, employment, qualifications, SSNIT number, TIN,

Ghana Card, bank and Mobile Money details. Leave Staff no. empty to get the
next number.

3. Save.
e Voita S = Volta Star Academy Term 1- 2026/2027 PR~ ° Averia Achaamparg.
s [+ oo |
= Feesetiings Name, staff no., phone All departments + | Active B
OPERATIONS
Staff no. Name Category Position Department Phone Login Status
admin Abena Acheampong Non Teaching 0540300001  28/10/2026 (CEINY
8 Library VSTAST0027  Mrs Ablavi Adzraku Teaching Subject Teacher Languages 0270300028  never Pactive
VSTAST0033 Mrs Ablavi Amenyo Teaching Subject Teacher Mathematics & Science 0550300034  never [ Active ]
2 diansport VSTAST0013  Mrs Ablavi Osei Teaching Class Teacher Pre-School 0590300014  never [ Active |
VSTAST0032 Ms Adwoa Dzokoto Teaching Subject Teacher Mathematics & Science 0540300033  never [ Active ]
VSTASTO006 Ms Afi Agyeman Non Teaching  Librarian Administration 0260300007 never [ Active ]
VSTAST0012  Ms Afi Kpodo Teaching Class Teacher Pre-School 0500300013  28/10/2026 (CEED)
ce VSTAST0010  Ms Afua Appiah Teaching Class Teacher Pre-School 0200300011 never [ Active ]
VSTAST0019  Ms Agyeiwaa Adzraku  Teaching Class Teacher Lower Primary 0270300020  never [active
. VSTAST0025 Ms Akosua Amegah Teaching Class Teacher Upper Primary 0550300026 never [ Active |
L Gl VSTASTO015  Mrs Akua Antwi Teaching Class Teacher Lower Primary 0240300016  never [ Active ]
COMMUNICATION VSTAST0021  Mr Akwasi Akakpo Teaching Class Teacher Upper Primary 0590300022 never [ Active ]
© SendsSMs VSTAST0023  Mrs Ama Ofosu Teaching Class Teacher Upper Primary 0240300024  never [rctive
VSTAST0038 Mr Delali Acheampong  Teaching Subject Teacher Mathematics & Science 0260300039  never [ Active ]
D W =05 Nistary VSTAST0020 Mrs Dzifa Dogbe Teaching Class Teacher Lower Primary 0500300021  never [ Active ]
= Logout VSTAST0039 Mrs Dzifa Owusu Teaching Subject Teacher Mathematics & Science 0240300040 never [ Active ]
TAST0003  Mr Edem Akakpo Non Teaching ecretar 0270300004 _ never I Active |

Figure 11.1: The staff list.

11.2 Login and role

Open the staff member. In the Login and role card choose what the person does
(Teacher, Bursar, Cashier ...) and click Create login. The username and password are
shown and sent to the staff member's phone. Later the same card changes the role or

resets the password.
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e Volta Star = Volta Star Academy Term 1- 2026/2027 P N~ ° ibf"f*/*f“f»amfw“gw
Abena Acheampong (X173 A staf
admin (

Pérsonal Login and role
Title First name * Other names Surname *
OPERATIONS Username adnin GEIT)
- ¢ Abena Acheampong Last sign-in: 28/10/2026 05
&b Store & inventory
‘What does Abena do? (one role; it decide
Gender * Date of birth Marital status Nationality e
8 Library
Female ¢ | mm/dd/yyyy & @ - +  Ghanaian O £ Teacher
@ Transport
Phone Other phone Email O & Bursar/ Accountant

STArr s PAYRO 0540300001

STAFF & PAYROLL ) & Cashier/Fees Clerk

B staff Residential add GPS addi

eidentialaddress occress O & Headteacher / Principal
2 aff sign-in / attendanc
asRSiatisionsinifatenca O @ Assistant Head (Academics)
Emergency contact Emergency phone
>
¥ Leave O & School Administrator /
Secretary
@ Payroll
Employment > 8 Librarian
MUNICATION Staff no. Category Employment Status
O & Store Keeper
© Send SMS admin Non-teaching Permanent s Active s
) @ Transport Officer
D Message history Department Position Date joined
e 5 ) © School Nurse
* Log ol

@ Logout [@ W School Owner / Proprietor

wichact i Toaching ey AT

Figure 11.2: A staff member's page with the Login and role card.

11.3 Staff sign-in and leave

Staff & payroll > Staff sign-in / attendance records daily arrival and departure. Leave is
used by staff to request leave and by the head to approve or reject it.
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Chapter 12
Pupils and parents

12.1 Adding a pupil
1. Students > Pupils » Add student.
2. Type the pupil's details, choose the class, and add at least one parent or guardian
with a phone number.
3. Add health information and a photo if you have them.

4. Click Save or Save and add another.

= e . Abena Acheampong
e — = Volta Star Academy Term 1- 2026/2027 e~ 0‘, o

Add student

Pupil details Class (2026/2027)
& Early years skills
First name * Other names Surname * Class
AR Homework - notin a class - s
@rgbellyjcoliections Gender * Date of birth Place of birth Called at home Joining as
— s mm/ddlyyyy 0O New pupil (pays admission fee) &
= Pupils Nationality Hometown Home region /state  Religion
Ghanaian
Photo
Add student Language at home ID type ID number BECE index no.
Twi, Ewe, Ga - ¢ JHS 3 only
Residential address GPS address
A Guardians Previous school Admission date Student no. N
i Guardlans Chaose File | No file chosen
10/28/2026 B auto
E1 Admissions
House Day / boarding Special educational needs Health
Promotion
S Day 3 Details

Blood grou NHIS / insurance no.
Behaviour & sick bay group !

(* Logout

Figure 12.1: Adding a pupil.

Note: If a parent's phone number already belongs to a parent in the system, the pupil
is linked to that parent. Brothers and sisters share one parent account.

12.2 Importing many pupils

Students » Pupils » Import from Excel: download the template, fill one row per pupil,
upload it, check the preview and click Import.
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12.3 The pupil's page

Click a pupil in Students » Pupils » All students to see details, parents, class history, bills
and payments, results by term, attendance, behaviour and sick bay, documents and
logins. From here you can print a fee statement, create the pupil's and parents' logins,
add a parent, choose optional subjects and change the pupil's status (left, transferred,
graduated).

= . % Abena Acheampong
e Volta Star = Volta Star Academy Term 1- 2026/2027 N~ @ Abens Acheampond
Boakye Acheampong [EI7Y B = - oovmen
VSTA00193 - Basic 1A - 8 years - Male
Dashboard
Overview Parents (2) Fees Results Attendance Health & behaviour Documents
How to use this system
Details Status
MY WORK
Date of birth 24/03/2018
My classes & subjects Active ¢ mm/dd/yyyy =)
Nationality Ghanaian
% Enter scores Religion Christianity Reason (for withdrawn / transferred)
B Class register Languags sthome Ewe Update status
Day / boarding Day
Report remarks
7 Admitted 08/09/2020

Student portal login

A Early years skills

Class history Username
Homework ast sign-in: neve

Year Class Joined as Outcome
> Daily collections 2026/2027 Basic 1A Continuing [ciive
STUDENTS Delete record
= Pupils
& Guardians
Log out olta Star Academy - Term 1, 2026/202 Sobel School ERP v11.0

Figure 12.2: A pupil's page.

12.4 Parents and guardians

Students » Guardians lists parents with their children. Create parent logins gives
every primary parent a portal login (username = phone number).

12.5 Moving pupils between classes

Students > Pupils » Unassigned / move class places pupils without a class, or moves
pupils to another class. The move is kept in the class history.

12.6 Admissions

Students » Admissions holds applications from the online form and walk-in
applications. Move each one through the steps (assessment scheduled, assessed,
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offered, accepted) and click Enrol to make the applicant a pupil in a class.

e Volta Star = Volta Star Academy Term 1- 2026/2027 P~ ° /:’n?rwfk/xﬁr‘f’a'm‘;‘;qry.gr )

Admissions + Walk-in application
Online form for parents: https://erp.shslive.com/apply/?s=vsta

Waitlisted (1) || Rejected (1)

submitted (4) ] ( Assessment scheduled (1) | Assessed () ] [ Offered (2) ] [ Accepted () |
[ Deciined by parent (1) 2026/2027 ¢  Searct
No. Child Class Parent Phone Source Formfee Received Status
APPO00001  Kwame Gyasi JHS 2 Komla Amenyo 0540301841 online 17/10/2026  (Submitied
SIUDENTS; APP000002  Konadu Opoku Nursery 2 Etornam Owusu 0550301842 referral 13/10/2026  (Submitted
= Pupils v APP000003  Selorm Opoku Creche  Sedem Amponsah 0200301843  referral [T TP TR ssessment Schediuied |
N S APP000004  Kojo Ahiable Basic5  KwabenaFrimpong 0270301844 walkin 0110/2026  CEEEEE)
APPO00005  Konadu Asamoah  Nursery1  Delali Kumah 0500301845 online 01/10/2026 EZZD
M Admissions APP000006  Sedem Owusu Basic4  Senyo Kumah 0590301846  online v 15/10/2026 (D)
Promaton APP000007  Afia Sarpong Basic5  KwesiFiagbe 0260301847  walk_in 23/10/2026 D
APPO00008  Akwasi Amenyo  Basic6  Agyei Bonsu 0240301848  walk_iin v 10/10/2026 (I
B jour & sick bay
APP000009  Etornam Adzraku ~ Nursery 2  Yao Ahiable 0540301849 walk_in 19/10/2026  (Submitied
ACADEMICS APPO00010  Ama Dzokoto JHS 2 Yao Antwi 0550301850 referral 16/10/2026 (I
Jactallocaton APPO00OT!  Elikem Agbozo Basic1  Sedem Ofori 0200301851  online v 09/10/2026 CEEXD
APPO000T2  Boakye Dogbe JHS 3 Kafui Kumah 0270301852 referral 23/10/2026  (submitied
@ Results
@ Attendance report
(& Logout Volta Star Academy - Term 1, 2026/2027 Sobel School ERP V110

Figure 12.3: Admissions.

12.7 Promotion at the end of the year

Students » Promotion: choose a class, mark each pupil promoted, repeated, on trial or
graduated, and click Save decisions. Then create the new academic year and its
classes.
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Chapter 13
Logins, passwords and login slips

Setup » Users, roles & logins has three tabs.

13.1 Login details

Every account of the school with username and hidden password. Click a password to
see it; each look is recorded. Reset gives a new password (empty box = random) and,
with the box ticked, sends the login details by SMS. Disable stops a person signing in
without deleting records. Change role changes a staff member's role.

e Veita Star = Volta Star Academy Term 1- 2026/2027 N~ °®°e"f5§’jsam“’°(‘9 )

20 Staff sign-in / attendance

Login details  Create logins & slips  Advanced: what each role can do

> Leave 2

K for everyo School code  Usernames: staff number
Payroll hsli m/login.php? TAQ VSTAD number for parents. Click

Staff (teachers, bursar, office..) ¢ | Allroles s | search name, username, phone [ Search 45 accountls
Message history & Print login slips for this list | [ Create logins for people without one
Name Role Username Password Last sign-in Status
Announcements
Abend School Oy 1 28/10/2026
chool Owner [rowm—
Cha min © Reset Disable Change role
(EiEl Acheampong Proprietor = setby sy /102026 05:40 @& | J L g ‘
0540300001
~ @ P -
Calendar & events Mr Akwasi . =
Akakpo Teacher vsTasTee21 © 2 never @D | Reset | Disable | change role |
s 2 6 Bt
seTup 0590300022
Stirrflertin Mr Delali : U
RENCCISE Teach: sTASTe038 (O ever Reset | Disable | Change role
Acheampong eacher © 5 " Phctve) [ ohange rote |
0260300039
Users, roles & logins
Mr Edem Akak hool Administ
dem Akakpo  School Administrator / tary @ @D [ Reset| Disable [ Change role |
0270300004 Secretary 0/2026
Activity log
Mr Edem Bonsu .
Teacher TASTE029 @ Reset Disable Change role 1
0590300030 & E 8 2026 @ J L g

Log out

Mr Elikem Asante s

Figure 13.1: Login details: usernames, hidden passwords, last sign-in and actions.

13.2 Create logins and slips

1. Choose who (pupils, parents or staff) and, for pupils, the class.

2. Leave include people who already have a login ticked to reprint everyone's
slip with their current password. Tick give everyone new passwords only to
replace old passwords.

3. Choose Login slips (PDF, 10 per page) or Excel / CSV list, tick also send each
login by SMS if wanted, and click Create logins.
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4, Print, cut and hand out the slips.

e Volta Star = Volta Star Academy Term 1- 2026/2027 P~ ° /:’n?rwfk/xﬁr‘f’a'm‘;‘;qry.gr )

Users, roles & logins

Everyone who can sign in, their ro

e and password.

Staff sign-in / attendanc
2o Staff sign-in / attendance Login details  Create logins & slips ~ Advanced: what each role can do

> Leave

Who creates the passwords? The system does. When you create logins here, every pupil, parent or staff member gets a random password (6
@ Payroll characters for pupils and parents, 8 for staff). Print the slips or send them by SMS. Each person must choose their own new password the first
time they sign in. You can always see the current password under Login details and give a new one with Reset.

COMMUNICA!

© Send SN Pupils Parents / guardians
of 45 have a login of 894 have a login of 1482 have a login
45 of 894 oiso gi 894 of 1482 g
Message history
Create logins and print slips
® Chat
For Download as
@ Calendar & events Staff é Login slips (PDF, 10 per page & Create logins
SETUP include people who already have a login (their current password) ] give everyone new passwords

also send each login by SMS (uses SMS units)

B School setup

Usernames: staff use their staff number, pupils their student number, parents their phone number. Everyone must choose their own password at first
sign-in. Passwords are saved (encrypted) so they can be shown again under Users & roles » Login details. New staff accounts get the Teacher role
(teaching staff) or no role; give the bursar and office staff their roles under Users & roles.

20 Users, roles & logins

Activity log

(+ Logout

Volta Star Academy

ERP V11.0

Figure 13.2: Creating logins and slips.

Caution: Anyone holding a slip can sign in as that person until the password is
changed. Keep slips safe.
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Part 4

Teaching, results and timetable
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Chapter 14
Subject allocation

Every subject in every class must be given to a teacher each term. This decides which
scores a teacher can enter and is used to build the timetable.

1. Academics » Subject allocation.
2. Choose a class and pick a teacher for each subject. Save.

3. For pre-school and lower primary, Give unallocated subjects to class teacher
fills every empty subject at once.

4. At the start of a new term use Copy from previous term.

Q — = Volta Star Academy Term 1- 2026/2027 e~ ° s AchcamBentt
Subject allocation - Term 1, 2026/2027 By teacher | Copy from previous term
Who teaches (and enters scores for) each subject in each class. L
= Pupils Grachs /5 Creche Class teacher: Afua Appiah
2 Gua e Subject Teacher
@& Guardians Nursery B
| pefir Language & Literacy Ms Afua Appiah .
A Nursery 2 5
Numeracy Ms Afua Appiah s
Promotion
KG1 (5/5]
Our World Our People Ms Afua Appiah &
©® Behaviour & sick bay
KG 2 [575]
Creative Arts Ms Afua Appiah s
ACADEMICS
Basic 1A B Physical Education Ms Afua Appiah B
%* Subject allocation
Basic 1B
5
@ Results
Basic 2A (2]
Attendance report
Basic 2B 2]
© Timetable
Basic 3A 22}
FINANCE
Basic 38 (22]
Racic 44
B Fees & payments
& Logout Volta Star Academy - Term 1, 2026/2027 Sobel School ERP v1.1.0

Figure 14.1: Subject allocation for a class.
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Chapter 15
Registers and attendance

15.1 Taking the register
1. My work » Class register (class teachers).
2. Choose the date (today by default). Everybody is marked present.

3. Change only the pupils who are absent (A), late (L) or excused (E), add a reason if
known.

4. Click Save. If switched on, parents of absent pupils get an SMS.

= R . = Ms Afi Kpodo

6 — = Volta Star Academy Term 1- 2026/2027 s C 9‘]@ A ATLKDDUO! i
Class register Creche ¢  10/28/2026 8
Wednesday 28 October 2026 - Term 1

@ Dashboard Mon19v || Tue20v || W Thu22v || Fri23v 6v || Tue27v

W to use this system - pupil A —
1 Acheampong, Yao PlaA optional
ses & subjects 2 Adzraku, Sedem P|A E optional

& Enter scores 3 Adzraku, Sedem P|A E optional

@ Class register 4 Agbeko, Afi plA E optional

O EEsmicims 5 Ahiable, Boakye PlA optional
6 Ahiable, Kwad P A ¥ optional

& Early years skills i ] pron
7 Amegah, Ablavi P|A optional

Homework

8 Amegah, Afi pla optional
9 Amegah, Akwasi P|A E optional

STUDENTS
10 Amenyo, Kafui Pla optional

= Pupils
n Amenyo, Selorm P|A optional

Z Guardians
12 Amoah, Kodzo PlA optional

& Logout 3 Antwi, Selorm P ] A E optional

Figure 15.1: The class register.

15.2 Attendance reports

Academics » Attendance report shows the term summary per pupil, attendance by day

and pupils who are often absent. Days present print on report cards.
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Chapter 16
Scores and report remarks

16.1 Entering scores

1. My work » Enter scores. Choose the class and subject.

2. Type each pupil's marks for every part (class tests, homework, project, exam). A
mark above the maximum turns red.

3. Click Save as often as you like.

4. For a large class you can click Download score sheet, fill it in Excel and use
Upload filled sheet.

5. When all marks are in, click Save & submit. The subject goes to the academic
head for checking and can no longer be changed unless it is returned.

= - 2026/ > Ms Afi Kpodo
e Volta Star = Volta Star Academy Term 1 - 2026/2027 s C 9"@ RO s
Enter scores
Term 1, 2026/2027
Dashboard
o Class & subject  Nursery 2 - Creative Arts $  Status: @I
© How to use this system
Class Work / Exercises Homework / Project Mid-Term Test  End of Term Exam
#  Pupil 100 > 15 ut of 100 > 15 7 05 20 out of 100 50 Class score Exam Total /10

1 Adzraku, Etornam VSTA0007:

2 M ses & subjects

2 Agbeko, Nana Ama v
& Enter scores

3 Agbozo, Dzifa VSTAOOTIZ

Class register

4 Agbozo, Komla

® Report remarks 5 | Agbozo, Yaa vsT

o Early years skills 6  Ahiable, Osei

Homework 7 Akakpo, Afi Vs

8  Akakpo, Delali VSTA00085

9 Akakpo, Yaa VSTA00108
STUDENTS
10 Amegah, Boakye V

= Pupils

1 Amegah, Enyonam vs

Z Guardians
12 Amenyo, Akua VSTA00106

(* Logout

B save || 4 Save & submit submit with empty boxes (absent pupils) Tip: press Enter to move down t

Figure 16.1: Entering scores.

16.2 Score monitor (academic head)

Academics » Results > Score monitor shows every class subject as open, submitted,
approved, returned or locked. Tick subjects and click Approve, Return to teacher
(with a note), Lock or Re-open. SMS reminder reminds teachers who have not
submitted.
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. oo . Abena Acheampong
e Voita StaF = Volta Star Academy Term 1- 2026/2027 RN AN~ ° e achisamBent

Score monitor - Term 1, 2026/2027

Track which

teachers have entered and submitted scores; approve, return or lock them

Admissions Not submitted (36) | | Returned (0) | [ Awaiting approval (16) | | Approved (159) | [ Locked (0) All classes &
Promotion O class Subject Teacher Scoresentered  Status Submitted
0 it 0/38 open |
viour e Creche  Language & Literacy Ms Afua Appiah / [Open] Open |
Creche  Numeracy Ms Afua Appiah 0/38 [open \ Open
CADEMI
- Creche  Our World Our People Ms Afua Appiah 0/38 [open] [ Open
Subject allocation
Creche  Creative Arts Ms Afua Appiah 0/38 [open [(open
Results
Creche  Physical Education Ms Afua Appiah 0/38 ['Open] Open
Score monitor 2
Nursery 1 Language & Literacy Mr Sedem Amponsah 040 Open
Process rest 3 J
0/40 0
e Nursery 1 Numeracy Mr Sedem Amponsah [Open] pen
Report cards J Nursery1  Our World Our People Mr Sedem Amponsah 0/ 40 ['open] { Open
Top students Nursery 1 Creative Arts Mr Sedem Amponsah 0/40 [ open Open
Attendance report O Nursery1  Physical Education Mr Sedem Amponsah ~ 0/40 [open] Open
© Timetable Nursery 2 Language & Literacy Ms Afi Kpodo 0/36 [open] [open

FINANCE

With ticked: Re-open | | Reason for returning [Return to teacher | [ SMS reminder
(* Logout LU JLm )

Figure 16.2: The score monitor.

16.3 Report remarks and early-years skills

My work » Report remarks (class teachers): conduct, attitude, interest and the class
teacher's remark for each pupil; pick from the comment bank or type. Early years
skills: for Creche to KG, rate each child on each skill.

45



e Volta Star

@ Dashboard

© How to use this

® Report remarks
& Early years skills
MR Homework

S Daily collec
STUDENTS

X Pupils

7 Guardians

* Log

= Volta Star Academy Term 1- 2026/2027

Report card remarks

Term 1, 2026/2027 - days school opened: 68
Pupil Average Present Conduct Attitude
Adzraku, Etornam - 34
Agbeko, Nana Ama - 29
Agbozo, Dzifa - 35
Agbozo, Komla - 34
Agbozo, Yaa - 33
Ahiable, Osei - 34
Akakpo, Afi - 34
Akakpo, Delali - 34
Akakpo, Yaa - 35
Amegah, Boakye - 34
Amegah, Enyonam - 35
Amenyo, Akua - 34

CJFillempty remarks automaticlly from the comment bank (by average)

Interest

C 90® Ms Afi Kpodo

Class teacher's remark

f Nursery

Nursery 2 ¢

Figure 16.3: Report remarks.
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Chapter 17
Results and report cards

17.1 Processing results

1. Academics > Results » Process results.

2. Tick the classes whose subjects are all approved and click Process ticked
classes. The system adds up the scores, works out grades, subject positions,
overall positions, averages and (JHS) aggregates.

3. Process again whenever a score is corrected.

e Volta Star = Volta Star Academy Term 1- 2026/2027 R~ Qab:enye:fxgr?samg?ry\g )

Process & publish results - Term 1, 2026/2027

Processing works out totals, grades, subject and class positions, averages, aggregates and attendance. Run it again any time scores change

Class Pupils Subjects submitted Processed Last processed Published
Promotion
Creche 38 0/5 0 - 0 neet |[ Reports
© Behaviour & sick bay
Nursery 1 40 0/5 0 - 0 et || Reports
ACADEMICS
Nursery 2 36 0/5 0 - 0 et H Rej
%° Subject allocation —_——————
KG1 40 0/5 [ 0 Broadsheet || Reports
@ Results r
KG 2 36 0/5 0 0 Broadsheet || Reports
Score monitor r
Basic 1A 37 7/8 37 28/10/2026 04:24 0 et || Reports
Process results
Basic 18 35 8/8 35 268/10/2026 05:20 35 Broadsheet | Reports
Broadsheet —_———————
Basic 2A 40 718 40 28/10/2026 04:24 0 Broadsheet || Reports
Basic 2B il 8/8 @ 28/10/2026 04:24 Pl Broadsheet H Reports
Basic 3A 39 718 39 28/10/2026 04:24 0 Broadsheet ]\ Reports
Basic 38 4 8/8 4 28/10/2026 04:24 4 Broadsheet || Reports
© Timetable —
Basic 4A 39 10/1 39 28/10/2026 04:24 0 Bro et || Reports
FINANCE
Basic 4B 40 n/m 40 28/10/2026 04:24 40 Broadsheet H Reports
@ Receive payment
Basic 5A 38 0/m 38 28/10/2026 04:24 0 Broadsheet H Reports
 Logout L it
m U oon

Figure 17.1: Processing and publishing results.

17.2 Broadsheet and top students

Academics > Results » Broadsheet shows every pupil's score in every subject for a class,
for staff meetings. Top students lists the best pupils by class and level.

17.3 Report cards

1. Academics » Results » Report cards. Choose the class.

2. Check each report; the head writes the head's remark.
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3. Click Publish to let parents and pupils see the reports in the portal. Withhold
keeps a pupil's report back (for example for unpaid fees); Release lets it go.

4. Print reports one by one or for the whole class as PDE Fees print on the report or
on a separate page, as set in the school settings.

e Voita Sta = Volta Star Academy Term 1- 2026/2027 N~ ° Abenafcheampong
Report cards - Term 1, 2026/2027
Print or download report cards. Process results first so positions and averages are current

BasicB # Fees printed on the report ¢ . Whole class PDF Fee statements only

School default: fees printed on the report. Change it in Settings > Report cards.

allocation

Pos Pupil Average Aggregate Attendance Remarks done Status
@ Results
st Frimpong, Yaa VSTA00250 92.0 34/68 vy [Published]
Score monitor
2nd  Gbeve, Abena VSTA00238 915 33/68 vy [Published]
Pro ults
3rd  Amponsah, Yayra VSTA00249 84.2 34/68 vy [Published
Broadsheet
4th  Appiah, Akosua VSTA00243 841 34/68 vy [Published
Report cards
S S5th  Agbeko, Dzifa VSTA00257 81.5 35/68 vy [Published
88 | Aienance teport 6th  Darko, Kwasi VST 791 35/68 vy [Published]
7th  Dzokoto, Adwoa VSTA0023 776 35/68 vy [Published]
© Tim
8th  Amponsah, Elinam VSTA00251 770 35/68 vy [Published]
FINANCE
9th Kumah, Pokua VSTA00262 754 35/68 vy [ Published |
& Receive payment
10th  Appiah, Osei VSTA00255 731 34/68 vy [Published
Bl Fees & payments
Mth  Acheampong, Osei VSTA00236 75 33/68 vy [Published
(* Logout 12th  Boateng, Esinam VSTA00242 707 34/68 vy [ Published |

Figure 17.2: Report cards for a class.
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VOLTA STAR ACADEMY

P.O.
TEL: 0303000021 Info@vsta.edu.gh www.vsta.edu.gh

TERMINAL REPORT - TERM 1, 2026/2027

NAME OSEI YAW ACHEAMPONG STUDENT NG, VSTAO0238
c1ass Basic 18 No OMROl 35

ATTENDANGE 33 out of 68 cenDER Male

VAGATION 18 Dec 2026 NEXT TERM 12 Jan 2027

AveRaGe 71.6% PoSITION 11th out of 35
suseCT cLASSS0% | EXxaMSo% |TOTAL100%| GRADE | PosiTion REMARK
English Language 34.0 28.5 625 AP 15th | Approaching Proficiency|
Ghanalan Language 372 380 752 P ioth | Proficient
Mathomatios 871 D 7086 G 12th | Proficiont

Scienee B 280 596 rg AL | Approaching Proficiency|
Our World Qur Poople 209 46.0 869 A Srd | Advanced

Religious & Moral Education 376 38.0 756 P 12th | Proficient

Creative Arts 372 345 717 P Gzth |Proncient

Physical Education 35.0 35.0 70.0 P 12th  |Proficient

TOTAL SCORE| 5719 |Average:71.5%

Grading: 50 100: A (hdvanced) ©9.70.00: P (Prolicient) 54 67.99: AP (\pproaching Proficiency) 40 63.60: D (Doveloping) 0 39.00: 8 (Beginning)

Conduct: _ Well behaved Aunude:  Attentive In class Interest:  Drama

Glass teacher's remarks

Good perfomance. Aim higher nex! lerm

Mr Gsei Kumah

Headteacher's remarks

Promising. Keep working hard.
[ resssremm | PAID T ARREARS [ satance owma NEXT TERM FEES”

[ ‘GHS 890.00 | GHS 890.00 | GHS 0.00 | GHS 0.00 | GHS 68000 |
TSI pay boTore next term 12 Jan 2027); GHS 680,00 e

Sean 10 contiem s reart = gansina.
Code: 50721023080F 5510

GENERATED FROM SOBEL SCHOOL Ef

Figure 17.3: A printed report card. The QR code lets anyone confirm that the report is genuine.
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Chapter 18
Homework

My work > Homework: choose the class and subject, write the task and due date,
attach a file if needed, and click Post homework. Parents and pupils see it in the
portal. Marks can be recorded with Save marks.
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Chapter 19

The timetable

The timetable works like aSc Timetables: it builds the whole school timetable, class
by class, with no clashes.

19.1 Step 1 - Bell and days

1. Academics » Timetable » 1. Bell & days.
2. Tick the school days and click Save days.

3. In Quick set-up type when the first period starts, minutes per period, periods
per day and the breaks (after which period, how long, name). Click Create bell
times.

4. A section that keeps different hours (for example Pre-School) can have its own
bell: choose the section at the top and create its times.

e — = Volta Star Academy Term 1- 2026/2027 P~ ° Abena Acheampong
y Timetable
i 4 Term 1, 2026/2027 - published - gene d 2026-10-28 04:24
Promotion Timetable 1. Bell & days 2. Lessons 3. Availability 4. Generate
Behaviour & sick bay —— Bell times for: [NUSISY | Pre-Scho chool) || Lower Primary (uses school) |
Upper Primary (uses school) || Junior High (u hool)
ACADEMICS
Monday
& Subject allocation Tuesday Sections without their own bell times use the whole-school times. Give a section its own times only
if I iffe X -sch i Teache h
Wednesday if it really keeps different hours (e.g. pre-school closing earier). Teachers who teach in two sections
are never put in two places at the same clock time.
Results Thursday
Friday
Attendance report Saturday Periods and breaks
Sund:
Timetable HneRy Name Starts Ends Break Remove
Period 1 07:30 AM @ 08:10AM © O D
FINANCE
Period 2 08:10 AM  ® 08:50AM @ O O
Receive payment s
Period 3 08:50AM ©  09:30AM © O
Fees & payments (@
Replaces the bell times of the whole Break 00:30AM © | [10:00aM ® o
Expenses & income v gchock
Period 4 10:00AM ©  10:40AM © O
W Financial reports First period starts Minutes a period
Period 5 10:40 AM 11:20 AM o m]
08:00AM ® 40 bl © 8]0
Fee settings ~ ,
Period 6 Mm20AM O  12:00pM @ O
Periods a day
Log out 8 Lunch 12:00PM Q@ 12:40PM O

Figure 19.1: Bell times and school days.

19.2 Step 2 - Lessons

Click Load lessons from subject allocation. Each row is one lesson ("card"): a
class, a subject and its teacher. It works for class teachers who teach every subject and
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for subject teachers who move between classes.

Column Meaning
Periods a week How many periods the subject has each week.
Doubles How many of those periods are double periods (placed side by side,

never across a break).

Max a day How many times the subject may appear in one day (a double
counts once).

Room A room the subject needs, e.g. ICT Lab. A room holds one class at a
time.
Time of day Any time, morning or afternoon.

Below the lessons, two tables show the periods each class needs against the periods
the week has, and each teacher's load. Give a teacher a Max a day limit if needed.

= R Abena Acheampong
6 Volta Star = Volta Star Academy Term 1- 2026/2027 PN N~ ° qPenaacneampond,
Timetable
Term 1, 2026/2027 - published - generated 2026-10-28 04:24
i Promotion Timetable  1.Bell&days  2.Lessons  3.Availabiity 4. Generate

Behaviour & sick bay

Periods a week when not set: 4 Load lessons from subject allocation All classes &

One row = one "card" in aSc: a class, a subject and its teacher. Lessons come from Subject allocation, so a class teacher who teaches every subject and
subject teachers who move between classes both work. Doubles = how many of the periods are double periods. Max a day = how many times the subject
may appear in one day (a double counts once). Periods a week for each grade level can be set under Setup > Subjects.

ACADEMICS

%* Subject allocation

@ Results
Class Subject Teacher Periods aweek Doubles Maxaday Room Time of day Remove
Attendance report
Creche  Creative Arts Ms Afua Appiah ¢ 4 0 1 ownclassrc ¢ | | Anytime &
© Timetable Creche  Language & Literacy Ms Afua Appiah ¢ | 6 0 2 ownclassrc ¢ | Morning &
FINANCE Creche  Numeracy Ms Afua Appiah ¢ 6 0 2 ownclassrc ¢ | Morning ¢
Rec: ayment Creche  Our World Our People Ms Afua Appiah & 4 0 1 own classrc & Anytime ¢ O
Fees & payments Creche  Physical Education Ms Afua Appiah ¢ 4 0 1 own classrc ¢ Any time
EXp! &income v Nursery 1 Creative Arts Mr Sedem Ampon ¢ | 4 0 1 ownclassrc ¢ | | Anytime &
W Financial reports Nursery 1 Language & Literacy Mr Sedem Ampon & 6 0 2 own classrc Morning &
Nursery 1 Numeracy Mr Sedem Ampon ¢ 6 0 2 ownclassrc ¢ | Moming ¢ O
Nursery 1 Our World Our People Mr Sedem Ampon ¢ | 4 0 1 ownclassrc ¢ | Anytime ¢ O
Log out
AL 1_Dhucical Educar A Sa 2l (4 o 1 ) 2 tima 2

Figure 19.2: Lessons with periods, doubles, rooms and time of day.

19.3 Step 3 - Availability

Tick the periods when a teacher, class or room cannot be used - for example a part-
time teacher who comes only on Tuesday and Thursday, or a class at worship on
Friday morning.
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19.4 Step 4 - Generate and publish

1. 4. Generate. Fix anything listed under Fix these first.

2.Choose how long to search and click Generate timetable. A teacher, class or

room is never in two places at once; unavailable times stay free.

3. Anything that could not fit is listed with the reason. Fix the cause or place it by
hand, then generate again.

4. Click Publish timetable. Teachers see their own timetable; parents and pupils
see the class timetable in the portal.

e Volta Star

Promotion
Behaviour & sick bay
ACADEMICS
5 sut llocation
@ Results

Attendance report

© Timetable

FINANCE

= Volta Star Academy

Timetable
Term 1, 2026/2027 - published - generated 2026-10-28 04:24
Timetable 1. Bell & days 2. Lessons 3. Availability 4. Generate

Generate the timetable

Lessons, teachers and bell times look fine.

The generator places every lesson so that no class, teacher or room is ever in
two places at once, keeps unavailable times free, puts double periods side by
side without a break between, spreads each subject over the week and keeps to
*max a day" and teachers' daily limits where possible.

Timeto search 25 seconds ¢  [EEEERLTER

Not happy with the result? Gen

ate again: each run tries a different arrangement. Lock the

Term 1- 2026/2027 N

Abena Acheampong
¢ 2 @) tenasneampong

Publish

Teachers, parents and pupils see the timetable only
when it is published.

Hide timetable

Print
(2 All class timetables

[ All teacher timetables

& Receive payment
[ Master timetable

B Fees & payments

&5 Expenses &income v Start again

Wl Financial reports Clear (keep locked) || Clear everything

= Fee settings

( Logout 2026/2027 Sobel School ERP v1.1.0

Figure 19.3: Generate, publish and print.

19.5 Editing by hand

On the Timetable tab open a class and click Edit by hand. Choose a lesson in any

cell or "-" to empty it. Every change is checked; a clash is refused with a message such
as “The teacher is already teaching Mathematics in JHS 2 at that time”. Lessons placed

by hand are locked and stay where they are when you generate again.
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e Volta Star

Promotion
Behaviour & sick bay

ACADEMICS

© Timetable

FINANCE

& Receive payment

settings

19.6 Printing

= Volta Star Academy

Timetable
Term 1, 2026/2027 - published

Timetable 1. Bell & days

Creche ¢  Teacher...

Creche

Period 1

07:30-08:10

Day

Creative
Arts
Ms Afua
Appiah

Monday

Creative
Arts
Ms Afua
Appiah

Tuesday

Creative
Arts
Ms Afua
Appiah

Wednesday

Language &
Literacy
Ms Afua

Appiah

Thursday

Creative
Arts
Ms Afua
Appiah

Friday

generated 2026-10-28 04:24

2.Lessons 3. Availability
¢ | Editby hand
Period2  Period3  proa
0810-0850 | 08:50-09:30 .
Language &
Literacy
i Ms Atua
» Appiah
Appiah PR}
Language &
e Numeracy
Literacy eat
Ms Afua ki
Appiah
Appiah
Language &
ng 9 Numeracy
’;e:cy Ms Afua
5 Afua
Appian
Appiah Pe}
Language &
e Numeracy
Ms Af & Ms Afua
s Afua
Appian
Appiah PR
Language &
mg 9 Numeracy
Me;a'cy Ms Afua
5 Afua
Appiah
Appiah s

Term 1- 2026/2027 B
4. Generate
Period4  Period5  Period6
0:00-10:4 0:40-11:20
Physical
Education
Ms Afua
Appiah
Our World Physical
Our People Education
Ms Afua Ms Afua
Appiah Appian
OurWorld  Physical
OurPeople  Education
Ms Afua Ms Afua
Appiah Appiah
Our World —
Our Peopl
':w' ::pe Ms Afua
s Afua
Appizh
Appiah BE=
Physical  Our World
Education  Our People
Ms Afua Ms Afua
Appiah Appiah

Abena Acheampong
¢ 2 @) Loz pcheameong

[ PDF All PDF
Lunch  Period7 Period 8
12:00- 12:40-1320  13:20-14:0C

Figure 19.4: A class timetable.

PDF prints the class or teacher on screen. All PDFs prints all classes, all teachers, or

the master timetable (one page per day).
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VOLTA STAR ACADEMY
SHINE YOUR LIGHT
P.0. Box HP 318, Ho, Ho
TEL: 0303000021 info@vsta.edu.gh www.vsta.edu.gh

CLASS TIMETABLE - CRECHE - TERM 1, 2026/2027

cLass Creche CLASSTEACHER | Ms Afua Appiah PERIODS AWEEK |24
oAy PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 PERIOD 5 PERIOD 6 PERIOD 7 PERIOD &
07:20- 08:10 08:10- 0850 08:50-08:30 1000 - 10:40 10.40- 1120 1120~ 1200 12:40-13:20 1320 1400
Ty Creative Arts | Language & Literacy | Numeracy Physical Education
s Al Appian s Alua Agpian M Aua Agpian M Aus Appian
iR ::;e:m: Ar:: Lang;a:e & Lll:rscy Mll::mmyl | °“':: :’:ea“’ Phy:lc:‘l E:uca;linn
5 Alua Appi s Alua Appial s Atua Agp o0 s Alva Apoiah
| ourwordo H
iR ‘;le:tiv: Ar:: Lang;aﬂe & Lllehrany MM::nencyi | . “'P:z;h e Phy’:h:: E:uc::lnn u
= Atua Appi s Alua Appit < Atua Agp & i I = Atsa App 5
X "
Sibasniy I.Ang;munﬂg‘e a; LVI;‘mcy Lang;a:e & Lll:rscy MM::ner.cyl 3 °“':: :’:ea“' MNl:\\e:scy’
5 Alua Appi s Alua Appial s Atua Agp i s Alva Apoiah
< Our World Our
ERiGAT Creative Arts | Language & Literacy | Numeracy Physical Education reopie
s Al Appian s Alua Agpian s Aua Agpian M Aus Agpian e

‘Subjects and teachers (periods a week: CA - Ms Afua Appiah (4); LIT - Ms Afua Appiah (6); NUM - Ms Afua Appiah (6); OWOP - Ms Afua Appian (4], PE - Ms Atua Appiah (4)

GENERATED FROM SOBEL SCHOOL ERP ON 28.0c12026 05:20
Page 1123

Figure 19.5: A printed class timetable.
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Part 5

Fees and finance
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Chapter 20
Fee setup and discounts

20.1 Fee items and amounts

1. Finance » Fee settings » Fee setup.
2.In Fee items check the items (tuition, PTA levy, ICT, feeding, books, school bus
...). "Pay order" decides which item a part-payment clears first.

3.In Fee amounts enter the amount of each item for each grade level and term.
Use Copy to bring last term's amounts forward.

e Voita St = Volta Star Academy Term 1- 2026/2027 PR~ ° Abena Acheampong

Fee setup

What the school charges and how much, per term and class level
FINANCE Feeamounts  Feeitems
& Receive payment

Feesfor Term 12026/2027 +  Appliesto Al pupils &
B Fees&payments (8
School Bus Extra Classes

&3 Expenses & income Class level Tuition Fee PTA Levy ICT Levy Examination Fee b n ubscribed o Total (everyone pays)

All levels
l  Financial reports - i 4000 40100 et
= Fee settings Creche 490.00 40.00 40.00 GHE570.00

oo Nursery 1 490.00 40.00 40.00 GHE570.00
Dis olarships Nursery 2 490.00 40.00 40.00 280.00 GHC570.00

— KG 1 490.00 40.00 40.00 280.00 GHC570.00
& Store & ihventory KG 2 490.00 40.00 0.00 280.00 GHC570.00

Basic 1 600.00 40.00 40.00 280.00 GHC680.00
8 Library

Basic 2 600.00 40.00 40.00 280.00 GHC680.00
@ Transport

Basic 3 600.00 40.00 40.00 280.00 GHC680.00
STAF ROLL

Basic 4 670.00 40.00 40.00 280.00 GHC750.00
= Logout Basic 5 670.00 40.00 40.00 280.00 GHC750.00

Figure 20.1: Fee setup.

20.2 Discounts and scholarships

Finance » Fee settings » Discounts & scholarships: create discount types (staff child
50%, sibling 10%, scholarship GHS 300 ...) and give them to pupils. Discounts are
applied when bills are made.
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Chapter 21

Bills

1. Finance » Fees & payments » Bills / invoices.

2. The page shows how many active pupils have no bill for the term. Click Generate
term bills. Pupils who already have a bill are not billed again.

3.If fees change after billing, use Re-bill after fee change.

4. For a one-off charge (excursion, lost book) use Extra bill.

6 Voita StaF = Volta Star Academy Term 1- 2026/2027 PN~ ° Sieie dchicanpong
— Bills / invoices - Term 1, 2026/2027 Extra bill (e.g. excursion) || @ Print bills
Billed GH(917,655.00 - paid GHC565,810.00 - owing GHC351,845.00 A5
AuenuEnce 1eport
© Timetable 0 active pupil(s) without a bill for this term. - [eELEACRERNIE Re-bill after fee change
FINANCE
All classes All (not void) # Bill no. or pupil Filter Export
& /e payment ( J
Fees & payments . Bill no. Pupil Class Type Amount  Discount Paid Balance Status
INV0000193 Acheampong, Boakye Basic 1A Term Fees GH(1,170.00 GH(C620.00 GH(E550.00  (PartPaid
INV0000225 Acheampong, Kwaku Basic 1A Term Fees GH(890.00 GHC400.00 GH(490.00  (partPaid
INV0000206 Adzraku, Xorlali Basic 1A Term Fees GH(1,170.00 GHC0.00 GH(1170.00 D)
INV0000224  Adzraku, Ama Basic1A  TermFees  GHC590.00 GHC30000  GHE590.00 GHC0.00 @I
INV0000204 Adzraku, Boakye Basic 1A Term Fees GH(890.00 GH(C890.00 GHC0.00 @D
INV0000202 Agbeko, Konadu Basic 1A Term Fees GH(890.00 GH(€300.00 GH(E590.00  (PartPaid
mittance INV0000195 Agbemabiese, Kwesi Basic 1A Term Fees GH(890.00 GHC420.00 GHC470.00  (partPaid
INV0000199  Agbemabiese, Komla Basic1A  TermFees  GHC890.00 GHE000  GHC890.00 (ZED
Expenses & income
INV0000221  Agbozo, Mawuli Basic1A  TermFees  GH(890.00 GHE0.00  GH(890.00 (ENE)
4 Financial reports INV0000213  Agbozo, Akua Basic1A  TermFees  GHC890.00 GHC890.00 GHC0.00 @I
= Fee settings INV0000209  Agyeman, Edem Basic1A  Term Fees GHE890.00 GH(890.00 GHC0.00 @)
INV0000211 Agyeman, Adwoa Basic 1A Term Fees GH(890.00 GH(610.00 GH(E280.00  (partPaid
DEEEADENE INV0000207  Ahiable, Yaw Basic1A  TermFees  GH(890.00 GHC890.00 GHC0.00 D)
> ogout INV0000201  Amoah, Xorlali Basic1A  TermFees  GH(890.00 GHC480.00  GHC410.00  (artPaid

Figure 21.1: Bills for the term.

Note: A pupil added after the bills were made has no bill. Parents then see “No bill yet
for this term” instead of “Fully paid”. Click Generate term bills again to bill new pupils.

Open a bill to see its lines and payments, add a line, apply a discount or void it. Print
bills prints bills for a class.
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Chapter 22
Receiving money

22.1 Recording a payment

1. Finance » Receive payment.

2. Type the pupil's name, number or parent's phone and choose the pupil. The

amount owed is shown.

3. Type the amount, choose the method (cash, Mobile Money, bank transfer,
cheque) and the account, and add the reference (MoMo transaction ID, cheque

number).

4. Click Record payment. Print the receipt or send it by SMS.

= Volta Star Academy

e Volta Star

Receive fee payment

Search for the pupil, enter the amount, print the receipt.

Term 1- 2026/2027 R~ @Q"?“ﬁ’*?“ﬁ’amf?"?g )

ACADEMICS

Type pupil name, student number o

parent phone

My receipts today

%° Subject allocation
@ Results
Attendance report
© Timetable
FINANCE

& Receive payment

B Fees&payments (8

&3 Expenses & income

la Financial reports
= Fee settings

OPERATIONS

&b Store & inventory

& Logout Volta Star Academy - Term 1, 2026/2027

None yet.

Figure 22.1: Receiving a fee payment.
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Y VOLTA STAR ACADEMY
SHINE YOUR LIGHT
P.O. Box HP 318, Ho, Ho
TEL: 0303000021 info@vsta.edu.gh www.vsta.edu.gh

OFFICIAL RECEIPT

RECEIPTNO. | RGT0D00338 [oate  [o8i09/2026 0:16

REGEIVED FROM | Parent of pupil

FOR PUPIL Akosua Mensah (VSTA00410) - Basic 38

PAYMENTBY | Mobile Money - MTN 93927352169

PAID FOR AMOUNT
Tuition Fee (INV0000410) 600.00
PTA Levy (INVO00D0410) 40.00
ICT Levy (INV0000410) 40.00
Books & Stationery (INVO000410) 210.00

TOTAL RECEIVED (GHS) 890.00

Balance after this payment: GHS 0.00

Received by: Mrs Pokua Opoku SIGNAHILO! vacesissasissssnns

GENERATED FROM SOB OCL ERP ON 28-Ocl-2026 05:20

Figure 22.2: A printed receipt (A5).

22.2 Reversing a receipt

Receipts are never deleted. If a payment was recorded wrongly, open Finance » Fees &
payments » Payments & receipts, click Reverse, give the reason and record the correct
payment.

22.3 Payment slips from parents

Parents who paid into the bank or by MoMo upload a photo of the slip in the portal.
Payment slips from parents shows each slip; check it against the bank or MoMo
statement, then Approve & issue receipt or Reject.
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e — = Volta Star Academy Term 1- 2026/2027 NN~ ° e achisamBent
) Payment slips from parents
Parents upload bank slips or MoMo screenshots in the parent portal. Check your bank / MoMo statement, then approve
& Rec ayment
Adwoa Agyeman VSTA00211 Pending Esinam Asante VSTA00288 Pending
B Fees & payments
GHC280.00 by Mobile Money GHC200.00 by Bank Deposit
Reference: 39107324 Reference: 57401309
Uploaded 28/10/2026 04:24 by Dr Boakye Agyeman Uploaded 28/10/2026 04:24 by Rev Kofi Asante
280.00 Cash Office s 200.00 Cash Office s
Note (reason if rejecting) Note (reason if rejecting)
Approve & issue receipt |l Approve & ssue receipt |[EISS
Payment slips from p... 6 — D
& remittance 2 .
remittance Kafui Owusu VSTA0462 Pending Kwabena Agbemabiese VSTA00270 Pending
& income
GHE310.00 by Mobile Money GH(230.00 by Bank Deposit
! = Reference: 69859393 Reference: 34572359
] POItS Uploaded 28/10/2026 04:24 by Dr Adwoa Owusu Uploaded 28/10/2026 04:24 by Dr Kofi Agbemabiese
ttings v 310.00 Cash Office ¢ 230.00 Cash Office ¢
Note (reason if rejecting) Note (reason if rejecting)
Approve & issue receipt |[SSeY Approve &issue receipt [[EEESY
Akwasi Amenyo Vs Pending Kofi Asamoah VSTAO Pending
(* Logout

Figure 22.3: Payment slips waiting for approval.

22.4 Online payments

When the school's Paystack account is connected, parents pay with Mobile Money or
card in the portal. The payment and receipt are recorded automatically. Online
payments lists them; Check with Paystack re-checks a payment that seems stuck.

22.5 Daily collections and remittance

Where teachers collect feeding or bus money in class, they mark who paid in My work
> Daily collections. The bursar confirms the money handed in under Collections &
remittance.

61



Chapter 23
Debtors and reminders

Finance » Fees & payments » Debtors lists every pupil who owes, with class, parent's
phone and amount. Filter by class or amount, tick parents and click SMS reminder
to ticked parents, or Print the list.

6 Volta Star = Volta Star Academy Term 1- 2026/2027 CE N~ ° guenachienmpong,
Debtors ( T ‘
555 pupil(s) owing GHE357,065.00 in total L
All classes ¢ | Owingatleast 1 Filter [ Print
ayment Pupil Class Parent Phone Billed Paid Owing  Last payment
Sarpong, Xorlali Creche  Kekeli Sarpong 0550300098 GH(1,410.00 GHE0.00  GHC1,410.00 never
Fees & payments
Osei, Afua Creche Boakye Osei 0550300050  GH(1,130.00 GHE0.00  GHC1,130.00 never
Eeymer Ofori, Yaa Creche  Akwasi Ofori 0240300096 GH(1,130.00 GH(0.00  GHE1,130.00 never
Online payments Agbeko, Afi Creche  Komia Agbeko 0550300066 GH(1,130.00 GHE0.00  GHE1,130.00 never
Bills / invoices Adzraku, Sedem Creche Kwesi Adzraku 0260300087  GH(C1,130.00  GHC290.00  GHC840.00 01/10/2026
Debtors Amegah, Afi Creche Kwaku Amegah 0590300054 GH(830.00 GHC0.00  GHC830.00 never
Danso, Etornam Creche  Kojo Danso 0590300046 GH(1130.00  GHE350.00  GHE780.00 09/09/2026
Opoku, Nana Ama Creche  Etornam Opoku 0500300077  GH(1130.00  GHEC400.00  GHE730.00 28/09/2026
Gbeve, Afua Creche Akpene Gyasi 0240300088 GHC1,130.00  GHC490.00  GHC640.00 25/09/2026
Amenyo, Kafui Creche  Mawunyo Amenyo 0500300053 GH(1130.00  GHEC530.00  GHC600.00 16/10/2026
Financial reports Mensah, Kodzo Creche Agyei Mensah 0550300082 GH(C830.00  GHC240.00  GHE590.00 22/10/2026
Mensah, Konadu Creche  YawMensah 0500300100 GHE1130.00  GHE640.00  GHCA490.00 08/09/2026
d=ike satings Adzraku, Sedem Creche Mawuli Adzraku 0260300063  GH(1,130.00 GH(790.00 GHC340.00 10/10/2026
OPERATION Danso, Selorm Creche  Kofi Danso 0240300080  GH(1130.00  GHE810.00  GHE320.00 20/09/2026
P Ahiable, Boakye Creche  Kojo Ahiable 0200300075 GHE1130.00  GHC820.00  GHE310.00 03/10/2026
& lega Tsikata, Kekeli Creche  Ablavi Kpodo 0590300086 GH(1130.00  GHC930.00  GHC200.00 06/10/2026
Amoah Kodzo Creche Kekeli Amoah GH®1130 00 ___GHEG2000 __GHE200 00 _18/10/2026

Figure 23.1: Debtors.

62



Chapter 24
Expenses, other income and budget

24.1 Expenses

1. Finance » Expenses & income » Expenses > Record expense.
2. Choose the category and supplier, type the description and amount, the payment
method and account. Attach the receipt or invoice if you have it.

3. The head approves; the bursar marks it paid. Requested, approved and paid
expenses show different colours.

e Voita St = Volta Star Academy Term 1- 2026/2027 PR~ ° Abena Acheampong
page Expenses + Record expense
Paid in period: GH(1,480.00
Attendance report Expenses Categories & suppliers
© Timetable -
10/01/2026 O to 10/28/2026 O All categories s | Anystatus < |[Fite ] Export
FINANCE
No. Date Category Description Supplier Amount  Status
@ Receive payment
EXPO00015  27/10/2026  Fuel & transport f)“,ef choo) Bus Total Fillng Station GHE780.00  Rediested /\npm\(‘J Reject |
B Fees&payments @& v WIS EOnam Sl —
Stationery & intir Kingd Books & )|
) EXPO00014  24/10/2026 O one™Y Exam peper printing a5em Soole GHE670.00  Regusstsd) | Approve | Reject |
&3 Expenses & income ~ printing Mrs Enyonam Sarpong Stationery
Staff end-of-month
Expenses
EXPO00019  21/10/2026  Staff welfare refreshment GHC360.00 )
Other income Mirs Enyonam Sarpong
Science lab materials and
Ll Financial reports EXP000017  21/10/2026 Teaching materials charts Slzﬁmw © GHC52000  (Reguestsd) | Approve | Reject |
Mirs Enyonam Sarpong —
= JEelestings Utilities (water,
EXP000012 17/10/2026 g vty Ghana Water Ltd GHC240.00 @)
electricity) Mirs Enyonam Sar
OPERATIONS
Detergents, brooms and
Cleaning &
& Store & inventory EXP000018 14/10/2026 7 Veronica buckets Melcom GH(340.00 )
Mirs Enyonam Sarpong
B8 Library Monthly account
EXPO00020 13/10/2026 Bank charges maintenance GHE30.00 @I
= Mrs Enyonam Sarpong
(* Logout o : CE—
Utilitie: ter
lities (water, ECG prepaid electricity ECG (Electricity GHE560.00 e " Roprove | Relect

EXP0000T__11/10/2026

Figure 24.1: Expenses.

In Categories & suppliers set a monthly budget for each category. The budget
report compares spending with it.

24.2 Other income

Other income records money that is not fees: canteen rent, hall hire, donations, sale of
old furniture. Each gets a receipt number.
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Chapter 25

Payroll

Staff & payroll » Payroll has five tabs: Monthly payroll, Salaries, Allowances &
deductions, Advances & loans and Tax bands.

1. Salaries: type each staff member's basic salary and how they are paid (bank or
Mobile Money). Click Save salaries.

2. Allowances & deductions: set transport and responsibility allowances, welfare
dues and other items (fixed amount, % of basic or % of gross). SSNIT 5.5%
(employee), SSNIT 13% (employer) and PAYE are included. Individual amounts
can override the default for one person.

3. Tax bands: check the monthly PAYE bands against the current GRA rates.

4. Advances & loans: record salary advances with the monthly recovery; they are
deducted automatically.

5. Monthly payroll: choose the month and click Prepare payroll. Check the
figures; use Recalculate after changes.

6. The head clicks Approve. After paying, click Mark as paid. Print payslips and
the Bank / MoMo schedule.

= o = Abena Acheampong
6 Volta Star = Volta Star Academy Term 1- 2026/2027 PR &~ ° D
T Payroll
Monthly payroll Salaries Allowances & deductions Advances & loans Tax bands
B Library
October 2026 Recalculate {Cancew} 8 All paysiips | [ Bank / MoMo schedule
@ Transport October ¢ 2026 G ) ‘
Staff Basic Gross  Deductions Netpay Payto
STAFF & PAYROLL Prepare payroll
Abena
3,090.00 3,290.00 62671 2,663.29 MoMo Payslip
A Staff Acheampong
Oct 2026 Mrs Ablavi GCB Bank
20 Staff sign-in / attendance Amenyo 417000 2:310.00, 423.98 1946.04 1152004076255 Payslin
Sep 2026 = Mrs Ablavi Ecobank Ghana
> Leave 2 s 2,320.00 2,520.00 45702 2,062.98 Lo Payslip
Pavroll Fidelity Bank
y! Mrs Ablavi Osei  1,970.00 2,170.00 379.80 17000 ol Payslip
COMMUNICATION Ms Adwoa 2,70.00 2,370.00 423.96 1,946.04 MoMo 0540300033  Payslip
Dzokoto
© Send SMS
; Fidelity Bank
Ms Afi Agyeman  1,460.00 1,660.00 267.50 130250 0 s Payslip
D Message history
Ms Afi Kpodo 1,970.00 2,170.00 379.89 1,790.11 MoMo 0500300013 Payslip
« Announcements Fidelity Bank
Ms Afua Appiah  1,950.00 2,150.00 675.48 147852 o) s Payslip
L a
o] at Ms Agyeiwaa GCB Bank
e L 2,070.00 2,270.00 401.93 186807 1oa0naszosss Payslip
g Calendar & events s Ak .
s Akosua Ecobank Ghana
Py 2,090.00 2,290.00 406.33 188307 1ok ass0e Payslip
® Logout
9 Fidelity Bank
Mrs Akua Antwi_2,030.00 2,230.00 393M 1,836.80 ©oolY BN Payslip

Figure 25.1: Monthly payroll.
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DATE SEPTEMBER 2026 REGION VOLTA
PERIOD FROM O1-SEP26 TO 30-SEP-26 TowN Ho
NAME Abena Acheampong EMPLOYER | VOLTA STAR ACADEMY
VOLTA STAR STAFFID  |admin DEPT, NON-TEACHING
GRADE Non Teaching PAYDATE  |28-SEP25
TvPE PERMANENT  JOINED 28-0CT-26 STATUS PAID
MONTHVEAR |NATURE |ITEM CODE | DESCRIPTION HRS/ORIGINAL AMOUNT] RATE(%) | BALANCE PAYMENTS | DEDUCTIONS
0SEP26  |EARN  |BASIC |Basic salary 30%0.00
0SEP-26  |EARN  [CO043 | Transportallowance 200,00
0SEP26  |DED  |CO04S | SSNIT (employee 5.5%) 550 16995
0SEP-26  |DED  |C0046 | Income tax (PAYE) 43676
0SEP26  |DED  |CO047 | Wellare dues 2000
- VOLTA STAR IS NOT LIABLE FOR ANY LOSS RESULTING FROM SHARING YOUR PAYSLIP OR LOGIN DETAILS WITH OTHERS
“* EMPLOYER S RIBUTION 401.70 ~*
TOTALS 329000 62671
ANNUAL SALARY. 39,480.00 | V1D SSF (WORKER) 169.95 | EMPLOYER S5 F 401.70 | PAYMENT MODE NET SALARY (GHS)
YD GROSS PAY 3,260.00 | YTD INCOME TAX 436.76 | VTD EMPLOYER SSF 20170 Mobile Money
MONTHLY GROSS PAY 3,200.00 | YTD DEDUCTIONS 626.71 | YTD NET PAY 266329 2,663.29

GENERATED FROM SOBE ERP ON 28.0ct:2026 0520

Figure 25.2: A payslip, laid out like the Government of Ghana payslip, with year-to-date figures.

The SSNIT and PAYE schedules for filing are in Finance » Financial reports. File PAYE
with GRA and SSNIT contributions by the 15th of the following month.
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Chapter 26
Financial reports and statements

Prepared the way a chartered accountant presents management accounts.

Finance » Financial reports: choose the report on the left, the period (this term, last
term, this academic year, a month, or chosen dates), the basis and whether to
compare with the previous period. Every report has a PDF, Print and Excel button.

= % Abena Acheampong
6 Volta Star = Volta Star Academy Term 1- 2026/2027 PN N~ ° qPenaacneampond,
FINANC Income statement BRI | S Print || B Excel
" Income . .
& Attendance report il This term ¢ Feesbilled, costs incurred (accrual) ¢ (Jcompare with previous period [N
© Timetable Receipts & Term 12026/2027: 08/09/2026 to 18/12/2026
payments
account Term 12026/2027
FINANCE
Statement of INCOME
& Receive payment financial position
Fee income
Monthly trend —— 38,850.00
Budget vs actual Tuition Fee 588,250.00
&5 Expenses & income
SCHOOL FEES PTA Levy 35,760.00
lul  Financial reports Fee collection by ICT Levy 35,760.00
class
= (s Examination Fee 12,000.00
== - > Fees by item
Books & Stationery 187,740.00
G Debt
ORERATIOnS epeedend School Bus 30,520.00
&L Store & inventory Discounts & Less: discounts & scholarships (11,225.00)
scholarships
Total fee income 917,655.00
B8 Library Receipts register
Other income
- Collections by
@ Transport
o o iEibn Hall rental for church programme 1,500.00
Canteen rent 600.00
STAFF & PAYROLL ASH & SPENDING
Billy cash bock Sale of old furniture 350.00
@ Logout Total other income 2,450.00

Cash & bank

Figure 26.1: Financial reports.

26.1 Accrual and cash basis

Accrual: fee income is what was billed in the period, less discounts; costs are what
was incurred. Unpaid fees are receivables. Cash: income is money received and costs
are money paid out. Arrears brought forward from earlier periods are opening
receivables, never income of the period.

26.2 Full financial statements

Accounting documents (PDF) » Full financial statements produces one document for
the board, bank or owners:
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Cover and contents

Management commentary - written from the figures, with recommendations
Statement of management's responsibilities

Statement of financial position

Statement of income and expenditure

Statement of changes in accumulated fund

Statement of cash flows (direct method)

Notes 1-11 (accounting policies, fee income, other income, staff costs, running
costs, receivables age analysis, cash and bank, inventory, staff advances, liabilities,
reconciliation of surplus to cash)

Financial analysis: key figures, ratios, monthly trend, term-on-term comparison,
composition of income and spending, debtors by class

Receipts and payments account, budget versus actual, trial balance

Fee collection by class, cash and bank accounts with bank-reconciliation form,
payroll summary

67



@

VOLTA STAR ACADEMY
SHINF YOUR | IGHT
©. Box HP 318, Ho. Ho
TEL: 0303000021  info@vsta.edu.gh www.vsta.edu.gh

STATEMENT OF Fl|
As al 18 Decermber 2026
Al engnsnts ane in G

e cslis (GHS)

INANCIAL POSITION

ASSETS
Non-current assets

Current assets.
Storo stock (at cost)
Fees reveivable (owed by
Staff advances and loans
Cash. bank and mobile me
Total assots
LIABILITIES.
Current liabilities
No liabilitics rocorded
Total liabilities

NET ASSETS

FuNDS
Accumulated fund

trom the fixed.

Property, plant and equipment (not recorded in this system)

1 30, Pulidings, furminure, Vahicies and ofher AXer ASSIS A nor el In 1hiS systam I ihay ara ownec, they Shewid ba hmught Inio
0ot rogistor at cost loss doprociation. Approvod by management on the el hown bolow.

Note 18 Dec 2026

36,568.00
357.085.00

1,200.00
488.449.50
583,282.50

parents)

oney

83,082 50

Proparcd by: Mra Enyonam &

Dute.

arpona Roviewod by
Finance Gommitan | Roarm

Date,

“Approved by: Mrs Kofi Taikata

Figure 26.2: Statement

26.3 Key ratios

of financial position (from the full financial statements).

Ratio

What it tells you

Fee collection rate

Share of fees billed in the period that has been paid. Aim for
85% or more by the end of term.

Debtor days

Average days of billing still unpaid.

Current ratio

Current assets for every 1 of current liabilities; above 1.5 is
comfortable.

Quick ratio

As above without store stock.

Cash cover

Months of average spending the cash at hand would pay for.

Staff costs to income

Salaries, allowances and employer SSNIT as a share of
income; 55-70% is usual for basic schools.

Surplus margin

Surplus or deficit as a share of income.

Income and cost per pupil

Income or spending divided by pupils on roll.
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Arrears from earlier periods

Share of money owed that relates to older bills.

O

VOLTA STAR ACADEMY

PO
TEI 0303000021 info@ustis s gh ww vt s gh

All amounts are in Ghana cedic (GHS)

FINANCIAL ANALYSIS AND TRENDS

For the period & September 2026 to 18 Dacembar 2026 (Term 1 2026/2027)

OTAL MCOME
‘ 920,105.00

TOTAL EXPENDITURE
127,310.50

917,655.00

‘ FEESBILED ‘

KEY RATIOS

Ratio

arm 1 suzaZ]

unpaid,

it (sbove | 5 15

Foosbiied BN Rocelves B Paid out Net cash
Month Foos billed Roceived Paid out Notcash flow Gash balance (approx.)
May 2026 = 15.000.00
Jun 2026 15.000.00
Aug 2028 200.00 (1,200.00)

13.800.00

Figure 26.3: Financial analysis and trends.

26.4 Other reports

Report

Use

Receipts & payments account

All money in and out with balances brought and carried
forward.

Budget vs actual

Spending against budget per category, with variance.

Fee collection by class / by item

Billed, discounts, collected and outstanding.

Debtors ageing

Owed this term, last term and older, by pupil and class.

Receipts register

Every receipt with method, reference, account and
cashier.

Collections by method & cashier

Totals by method and by person who received the
money.
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Daily cash book Cash, MoMo and bank received and paid out each day.

Cash & bank accounts Opening, movement and closing for every account.
Expenditure / other income Every voucher and receipt in the period.
registers

Payroll summary, SSNIT & PAYE Monthly payroll and statutory filing schedules.
schedules

Store sales Sales, cost and gross profit of the school store.

Note: These are management accounts and are marked unaudited. Land, buildings,
furniture and vehicles are not recorded in the system; add them from the fixed-asset
register when needed.
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Part 6

Operations

71



Chapter 27
Store, library and school bus

27.1 Store and inventory

Operations » Store & inventory has four tabs: Sell (choose items and the pupil or
customer, then Complete sale: paid at once or added to the pupil's bill), Items &
stock, Sales and Stock history.

= % Abena Acheampong
6 Volta Star = Volta Star Academy Term 1- 2026/2027 PN N~ @\. D eampOng

Store & inventory

i a page
: Uniforms, books, stationery and supplies.

@ Receive payment Sell  Iltems&stock  Sales  Stock history

& payments (8

Tt In stock P t
em nstoc @5 o Pupil (optional)
&income Drawing book BKS03 43 GHC8.00 Search pupi
Exercise books (dozen) BKSO1 n2 GHE45.00 &
r customer name
Mathematical set 8ks02 89 GH(20.00
School bag BKS04 132 GH(130.00 Payment
OPERATIONS
coron Paid now &
& Store & inventory House T-shirt sPT0 76 GHE50.00
P.E. kit UNIO2 64 GHE90.00 Cash s || MoMo ref
8 Library
School sweater UNIO3 66 GH(100.00 .
' Total: 0.00

R Transport
School uniform (dress / shirt & shorts) UNIOT 105 GH(120.00
STAFF & PAYROLL

B Staff

20 Staff sign-in / attendance

> Leave 2

( Logout olta Star Academ m 1, 2026/2027 Sobel School ERP v11.0

Figure 27.1: Selling from the store.

27.2 Library

Operations » Library: Books holds the catalogue and copies (each copy has an
accession number). Issue & return lends a copy to a pupil or staff member with a

due date and records its return. Overdue books show in red.
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= oo . Abena Acheampong
e — = Volta Star Academy Term 1- 2026/2027 NN~ @w cheampong

Library

15 titles, 45 copies - 3 overdue

B Fees & payments 4 Issue & return Books

&8 Expenses & incor

Books out Issue a book

l  Financial reports Book Borrower Due

Accession no. (on the book)

= Fee settings Anansi and the Pot of Wisdom Selorm 16/10/2026 (12 days 1" Jost

LIBO0009 Agbeko late) (FRatumn

OPERATIONS ] Pupil
" " I :

&L Store & inventory English Language for Primary5. o o 19/10/2026 (0 cays fine Jost Search pupi

LIB00017 late) [l
8 Library —— Or staff

Anansi and the Pot of Wisdom Sena Frimpong  23/10/2026 (5 days fine Jost - B
@ Transport 11800008 PONT " ore) B

S 2 Due back
STAFF & PAYROLL fine Jlost
. n/n

Mathematics for JHS 1 LIE000T Dela Bonsu 28/10/2026 jmizoze £

B Staff Return
fine Jost m
) )
The Beautyful Ones Are Not Yet  Mawunyo 38fioj2028 )
Born Amenyo e
2

English Language for Primary 5 Jost
@ Payroll N Akwasi Kpodo ~ 29/10/2026

LIB00OTS
(® Logout fine Jost

English Language for Primary 5

Dzifa Qnoki) 1/10/2026

Figure 27.2: Issue and return.

27.3 School bus

Operations » Transport: create routes with stops and fares and the vehicles, then add
pupils to a route for the term (morning, afternoon or both). The fare is added to the
pupil's bill.
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Chapter 28
Behaviour, sick bay and leave

Students » Behaviour & sick bay records merits and demerits with the action taken,
and sick bay visits with the complaint, action and whether the parent was told or the
child sent home.

e Volta Star = Volta Star Academy Term 1- 2026/2027 R~ ° abfnﬁgﬁr}sam‘;‘;gr’gr )

Behaviour & sick bay

Behaviour (merits & demerits)  Sick bay
Daily collectior
Record Date Pupil Type Details By
STUDENTS
Spoken to and warned.  Yayra
27/10/2026 Boakye Adzrak L
-4 L s Pupil o0 oarye zraku ateness Parent called Asamoah
= Pupils p [Demerit]
» Spoken to and warned.  Yayra
- choose - *
= Ouardians 26/10/2026  Xorlali Gyasi I Fighting Werting adiriican
) Type Date I3 Incomplete  Spoken to and warned.  Yayra
MW Admissions 14/10/2026  Afia Bonsu el Werning Asamosh
Demerit (misc ¢ 10/28/2026 )
. . Spoken to and warned.  Yayra
Promotion 14/10/2026  Agyei Fiagbe &I Fighting Warning Avnoth
Category
Behaviour & sick bay Commended by the Yayra
14/10/2026  Konadu Agbeko (D Neatness class teacher ety
Praised at assembly
ACADENICS What happened ‘Spoken to and warned. Yayra
13/10/2026  Sedem Darko I Noise making 4
o ~ Warning Asamoah
%° Subject allocation
12n0j2026  MAWUNYO X0 Incomplete  Spoken to and warned.  Yayra
Acheampong homework Warning Asamoah
Points Action taken
Commended by the Voyra
Attendance report
L] port 0 12/10/2026  Kwasi Darko (ZZD Leadership class teacher. P s
Praised at assembly
© Timetable [ SMS the parent )
O poken to and warned.  Yayra
10/10/2026  Kwaku Ofy Figh
- 0/10/2026  Kwaku Ofosu &I Fighting Bersrion Anroak
save
FINANCE Commended by the Yayra
‘
lass teach
05/10/2026  Kwasi Kumah (D Neatness class teacher. e

Praised at assembly

(* Logout

Sooken to and warned. _Yavra

Figure 28.1: Behaviour and sick bay.

Staff & payroll » Leave: staff request leave; the head approves or rejects it.
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Part 7

Communication
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Chapter 29
SMS, announcements, events and chat

29.1 Sending SMS

1. Communication » Send SMS.
2. Choose who: all parents, a class, staff, debtors or chosen numbers.

3. Write the message or start from a template. Placeholders in {braces} are filled in
for each parent.

4. Click Count recipients to see how many messages and units it will use, then
Send.

= z Abena Acheampong
6 Volta Star = Volta Star Academy Term 1- 2026/2027 PN N~ @\. S

Send SMS

SMS units left: 1,944

apage History

STARE & PRYROLE bk Category Start from a template

B Staff All parents s General ¢ - s
20 Staff sign-in / attendance Message

¥ Leave 2

& Payroll

COMMUNICATION

D Message history

« Announcements
% Chat

# Calendar &events
SETUP

@ School setup

(* Logout olta Star Academy - Tel 2026/202 Sobel School ERP V1.0

Figure 29.1: Sending SMS.

Message history has three tabs: Broadcasts, Every message (with sent or failed and
the reason) and Templates for automatic messages.

Note: If SMS fails with “Insufficient SMS units”, the school is on the shared SMS
account and needs units from the system administrator, or the school can add its own
Arkesel key in its settings.
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29.2 Announcements

Communication » Announcements: notices for staff, pupils and/or parents, with a
priority and an end date. They appear on dashboards and in the portal.

29.3 Calendar and events

Calendar & events: PTA meetings, sports day, examinations, holidays. Upcoming
events appear on dashboards and in the portal.

29.4 Chat

Chat: private messages between staff, and between teachers or the office and parents.
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Part 8

Parents and pupils
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Chapter 30

The parent and pupil portal

Parents and pupils use the same sign-in link as staff. The portal shows information; it

does not change school records.

E-] Volta Star C 2

Welcome, Osei

Signed in as Pupil. Sees your own results,
homework, attendance and fees, and reads
school notices. How to use this system

Osei Acheampong
Basic 1B - VSTA00236

Fees Latest report
Fully paid Term 1: 71.5%

Attendance this term

33 of 35 days

Notices All

Mid-term break {F50)

16/10/2026

Mid-term break is from Thursday 29th October to
Monday 2nd November 2026. School resumes on
Tuesday 3rd November.

Welcome to Term 1, 2026/2027

25/10/2026

School reopened on Tuesday 8th September 2026.
Pupils should report by 7:30am in full uniform.

Coming up
N e
L = am
Home Results Homework  Attendance More

Figure 30.1: Home page on a phone.

Tab What it shows

Home Each child's class, fees owing, latest report and attendance, notices and
coming events.

Results Report cards the school has published. Download report card saves a
PDF.
Fees Bills, payments and receipts, and the balance. Pay online with MoMo or

card, or upload a bank or MoMo slip.

Attendance Days present, absent and late this term.
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Homework Tasks set by teachers and due dates.

Timetable The class timetable and a PDF.

Messages Private messages with the class teacher or the office.
Notices School announcements.

Help How to use the portal.

On a phone the tabs are in a bar at the bottom: a parent sees Home, Results, Fees,
Homework and More; a pupil sees Home, Results, Homework, Attendance and More.
Parents with more than one child choose the child at the top of each page.

30.1 Paying fees online

1. Open Fees and click Pay online.
2. Check the amount (Paystack charges may be added) and continue to Paystack.
3. Choose Mobile Money or card and approve the payment on your phone.

4. You return to the portal; the payment and receipt appear at once and an SMS
receipt is sent.
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@ Volta Star C &

Osei's fees
Balance
. Statement
Fully paid
Bills
Bill For Amount Pai
Term 1
INV0O000236 GH(890.00 GHE890.0¢
2026/2027

Payments received
17/10/2026 Cheque GH($890.00 Receipt
Where to pay

GCB School Fees Account (GCB Bank): 1021143044506

MTN MoMo Merchant (MTN): 0240301528

Use student number VSTA00236 as reference.

Volta Star Academy - 0303000021

. ] & m

Home Results Homework  Attendance More

Figure 30.2: Fees in the portal.

Note: “No bill yet for this term” means the school has not issued this term's bill. It
does not mean that the fees are paid.
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Part 9

Reference
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Chapter 31

Checklists

31.1 Start of each term
e Make the term current (Setup » Academic calendar).
e Copy subject allocation from the previous term and adjust.
e Check fee amounts; generate term bills.
e Copy or load timetable lessons, generate and publish the timetable.

¢ Send a welcome announcement and SMS with the fee deadline.

31.2 Every day
¢ (Class teachers take the register.
¢ Cashier records payments; bursar confirms handed-in money:.

e Approve parents' payment slips.

31.3 Every month
e Prepare, approve and pay payroll; print payslips.
¢ File PAYE and SSNIT by the 15th using the schedules.
¢ Reconcile every bank and MoMo account to its statement.
e Review debtors and send reminders.

e Review budget versus actual.

31.4 End of term

e Teachers submit scores and remarks; the academic head approves.
¢ Process results, check broadsheets, publish report cards.
e Print fee collection, debtors and the full financial statements.

e Enter next term's dates so they print on report cards.

31.5 End of year

¢ Promote pupils; create the new academic year, its terms and classes; choose class
teachers.
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¢ Close the old year.

e Print the year's full financial statements for the board.
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Chapter 32

Questions and answers

Problem

What to do

“Incorrect username or
password.”

Check the school code and username (letters and digits
only). Ask the administrator to Reset the password; the new
one is sent by SMS.

Account locked

After several wrong passwords the account is locked for a
while. The administrator can click Unlock.

A menu | need is missing

Your role does not include it. Ask the administrator to check
your role.

Pupil shows “No bill yet”

Bills were made before the pupil was added. Generate term
bills again.

SMS not sent

Read the reason in Message history. “Insufficient SMS
units”: add units or the school's own Arkesel key. Check the
sender ID is approved.

Online payment not showing

Online payments » Check with Paystack. Make sure the
webhook URL is set in the school's Paystack dashboard.

Cannot enter scores

The subject is not allocated to you, it is submitted or locked,
or score entry is closed for the term.

Report card shows wrong
position

Correct the scores, then process the class again.

Timetable lessons not placed

Read the reason under Not placed. Reduce a teacher's load,
allow 2 a day, remove unavailable times or add periods,
then generate again.

Cash book does not match
the bank

Make sure every payment and expense has an account;
record bank charges; use the bank-reconciliation form.

85




Chapter 33
Glossary

Word

Meaning

Accrual basis

Income counted when billed and costs when incurred, whether or
not money has moved.

Aggregate For JHS, the sum of grades in the best subjects; lower is better.
Allocation Giving a subject in a class to a teacher for a term.

Arrears Fees from earlier terms still unpaid.

Broadsheet Table of every pupil's scores in every subject for a class.

Class teacher

Teacher in charge of a class: register and report remarks.

Lesson (timetable)

A class, subject and teacher with periods per week.

Locked (timetable)

A lesson placed by hand that stays where it is when generating
again.

PAYE Pay As You Earn - income tax deducted from salaries and paid to
GRA.

Portal The part of the system for parents and pupils.

Publish Make report cards or the timetable visible to parents and pupils.

Receivable Money owed to the school.

SSNIT Social Security and National Insurance Trust: 5.5% from the
employee, 13% from the employer.

Term One of the three parts of the school year; everything belongs to a

term.
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