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Education
Students, fees, attendance, exams and more

Education getting started and academic structure
Set up your school in NEXTOREx: find the Education menu, then create Academic Groups, Sections and
Subjects before you admit students.
Plan: Education Essentials and above

What this does
NEXTOREx Education helps a school or academy manage students, fees, attendance and, on larger
packages, staff, exams, timetables, a library, transport, hostel and payroll. This guide shows where
everything is and how to build your academic structure, the Groups, Sections and Subjects that every
other Education screen depends on.

Academic Group: a class, grade or programme, for example Grade 7.

Academic Section: a division inside one Group, for example Section A. A Section always belongs to
one Group.

Subject: a subject taught to one Group, for example Mathematics.

Who can use it
Staff whose role allows it. A school owner or administrator normally sets up the structure once. Teachers
and other staff only see the screens their role allows.

Which package includes it
All three Education packages include the academic structure. See Education plans, limits and combining
apps for what each package adds.

Where to find it
Open the Education application. The menu on the left groups the screens:
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The Education menu. Academic, Assessment, Students, Student Finance and Education Reports are the groups you will use most.

Academic holds Academic Structure, Timetable, Mark Attendance and Attendance Report.

Students holds All Students, Study Material and Assignments.

Student Finance holds Fee Structures, My Fees and Extra Fees.

Education Reports holds the reports and the Institution Overview.

Your menu shows only what your package and your role include. For example, an Education Essentials
school does not see Timetable, Exams, Library, Transport, Hostel or Payroll.
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The menu of an Education Essentials school. Staff, Timetable, Exams, Library, Transport, Hostel and Payroll belong to larger
packages.

Steps
Create the structure in this order. Each step needs the one before it.

1. Create your Academic Groups

1. Open Academic, then Academic Structure, then Academic Groups.

2. Click New Academic Group (1).

3. Enter the Academic Group Name, for example Grade 7 . NEXTOREx creates the code for you.

4. Click Save. Repeat for every class or grade.

EducationNEXTOREx

Page 5 of 131Version 1.2 · 2026-10-17



Academic Groups, each showing the Sections inside it. Use New Academic Group (1) to add one.

2. Create the Sections inside each Group

1. Open Academic Structure, then Academic Sections.

2. Click New Academic Section.

3. Choose the Academic Group first. Then enter the Academic Section Name, for example Section A .

4. Add a short Description if you want, for example Morning batch, Block 1 . It is shown later when
you choose a Section.

5. Click Save.
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Sections, each belonging to a Group.

3. Create your Subjects

1. Open Academic Structure, then Subjects.

2. Click New Subject, choose the Academic Group the Subject is taught to, and enter the Subject
Name.

3. Click Save.

If the same Subject is taught in several Groups, add it once for each Group.
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Subjects, each belonging to a Group.

What happens next
You can now admit students. Every place that asks for a Group and a Section works the same way: pick the
Group first, then the Section. Read Students: admission and management next.

Important rules
A Section cannot exist without a Group.

Wherever you choose a Group and a Section, the Section list shows only the Sections of the Group
you chose. Changing the Group clears the Section so the two can never disagree.

Your company and branch setup comes first. If you manage more than one campus or branch, see
Company and branches. Multi-branch setup is part of the platform for every package, not a feature of
one Education package.

Common mistakes
Creating Sections before Groups. Create the Group first.

Spelling the same Group two ways (for example Grade 7  and Class 7 ). Choose one name and keep
to it.

Adding Subjects to the wrong Group. A Subject belongs to exactly one Group.

Related guides
Students: admission and management
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Fees, scholarships, waivers and fee generation

Student attendance
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Students: admission and management
Record inquiries and admissions, put each student in a Group and Section, follow the admission steps, edit
records and understand the Student limit of your package.
Plan: Education Essentials and above

What this does
The Students screen holds every student record, from the first inquiry to enrolment and withdrawal. Each
student has a Group and a Section, an admission status, guardian details and a fee history.

Who can use it
Staff whose role includes the Student permissions. Students themselves only see their own information.

Which package includes it
All Education packages. The number of students you can have enrolled depends on the package: 200 on
Education Essentials, 750 on Education Standard and 2,500 on Education Campus.

Where to find it
Open Students, then All Students.

Click New Student (1) to add a record. Search by name, code, phone or email (2). Filter by Academic Group (3) or admission status.

Steps: add a student
1. Click New Student (1).
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2. Enter the Student Name. The Admission # is created for you when you save.

3. Choose the Academic Group first. The Academic Section stays unavailable until a Group is chosen.

Before a Group is chosen, the Section says Select a group first (2).

4. Open Academic Section. Only the Sections that belong to the chosen Group are listed, and each
shows its short description.
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After choosing Grade 7 (1), only Section A and Section B of Grade 7 are offered (2).

5. Fill in the guardian name, phone and email if you have them, and choose the Admission Status. Use
Inquiry for a prospective student and Enrolled for a student who has joined.

6. Click Save.
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A completed New Student form.

If you change the Group after choosing a Section, the Section is cleared so you cannot end up with a
Section from another Group.
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After changing the Group (1) the Section (2) is empty again and you choose it again.

The student login

When a student is saved, NEXTOREx also creates a Student Portal login. A window appears with the login
email and a one-time password. Share them with the student or guardian. The student is asked to
change the password after the first sign-in. Copy the password before you click Done, because it is not
shown again.

Student portal logins do not use up the User seats of your package. See Education plans, limits and
combining apps.

The admission steps
A record moves forward one step at a time, using the action links at the end of its row:

From Next step

Inquiry Test or Rejected

Test Admitted or Rejected

Admitted Enrolled or Withdrawn

Enrolled Withdrawn

Rejected or Withdrawn No further steps
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An Inquiry record offers Test and Rejected. An Enrolled record offers Withdrawn.

A student counts toward your package limit only while the status is Enrolled, the student is Active and
the record is not deleted.

Edit, view or delete a student
1. Right-click the student's row.

2. Choose View Details, Edit or Delete.

The row menu: View Details, Edit and Delete.

Edit opens the same form as New Student.
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The Edit Student window.

View Details opens the student profile. The top shows the number of Subjects, months unpaid, the
outstanding balance and how many days of attendance are marked. The tabs are:

Overview: personal and guardian details and the Group and Section.

Academic: the Subjects of the student's Section and who teaches each one.

Attendance: present, absent, late and leave days, month by month.

Fees: every fee invoice of the student. See Student payments and fee statement.
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The student profile with its summary and tabs.

The Academic tab lists the Subjects of the student's Section and the teachers.

Student limit
Your package allows a fixed number of enrolled students.
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A billable Student is a student who is enrolled, active and not deleted.

Inquiry, Test, Admitted and Rejected records do not use up capacity.

You can see usage under Billing, Subscriptions, Subscription & Plans, My Plan.

This school is using 200 of its 200 student places.

When the limit is reached:

Your existing students and data stay safe and keep working.

You can still record inquiries, edit students, take attendance and collect fees.

You cannot add or re-activate another enrolled student until a place becomes free or you upgrade.
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Saving an enrolled student at the limit is refused with a clear message.

To free a place, withdraw a student who has left. To increase the limit, move to a larger package.
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An inquiry can still be saved at the limit because it does not use a student place.

If you move to a smaller package than the number of students you already have, no student is deleted.
For example, a school with 600 students on a 200-student package keeps all 600, but no new enrolled
student can be added until the number falls below the limit or the package is upgraded.

Important rules
Pick the Group first, then the Section.

Admission status moves forward only. A Rejected or Withdrawn record is final.

Deleting a student removes the record from your lists and it no longer counts toward the limit.

Common mistakes
Saving a student as Enrolled before you are ready. Use Inquiry until the admission is confirmed.

Closing the login window without copying the one-time password.

After a refused save, trying a different record in the same window. Close the window and open New
Student again.

Related guides
Education getting started and academic structure

Fees, scholarships, waivers and fee generation

Student attendance
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Education plans, limits and combining apps
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Fees, scholarships, waivers and fee generation
Set up a Fee Structure for a Group, assign partial scholarships or a full waiver, and generate each month's
student fees without creating duplicates.
Plan: Education Essentials and above

What this does
A Fee Structure says how much students in one Academic Group pay and how often. When you generate
fees, NEXTOREx creates one fee invoice for every student in that Group. A scholarship lowers what one
student pays. A scholarship of 100 percent is a waiver: the student is recorded as waived and no money is
owed.

Who can use it
Staff whose role allows Fee Structure, Scholarship and Fee Generation actions, usually the accounts or
administration team.

Which package includes it
All Education packages include fees, scholarships and waivers.

Where to find it
Open Student Finance, then Fee Structures.

Steps: create a Fee Structure
1. Click New Fee Structure.

2. Enter a Name, for example Monthly Tuition , and an optional Fee Head, for example Tuition .

3. Choose the Academic Group (1). The fee is charged to the students of this Group.

4. Enter the Amount (per invoice) (2).

5. Type the Currency Code, for example PKR . If you leave it empty the fee is created in US dollars, so
always type your own currency.

6. Under Schedule, choose the Frequency (3): one-off, monthly, termly or installments. For installments,
also enter how many.

7. Set the Due Day Offset (days into cycle) and the Start Date. An End Date is optional.

8. Click Save.
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A monthly Fee Structure for one Academic Group. The Group (1), Amount (2) and Frequency (3) matter most.

The list shows every Fee Structure. Right-click a row for its actions.
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Edit, Generate Now, Invoices, Scholarships, Late Fees and Delete.

Steps: give a scholarship or a waiver
Assign scholarships before you generate the month, so the invoice is created with the right amount.

1. Right-click the Fee Structure and choose Scholarships.

2. Click Assign Scholarship.

3. Choose the Student. Choose the Type: Percentage off or Fixed amount off. Enter the Value.

4. Add a Reason if you want. You can also set a start and end date.

5. Click Save.
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A 25 percent scholarship with a reason.

The Scholarships window lists each student's scholarship for this Fee Structure.

What each kind does:
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Kind What the student sees

Partial scholarship, for
example 25 percent

The invoice is created for the full amount and a credit note lowers the amount
due. A fee of 8,000 with a 25 percent scholarship shows 6,000 still due.

100 percent scholarship
(waiver)

No invoice and no credit note are created. The fee is recorded as Waived with
nothing due.

Steps: generate fees
1. Right-click the Fee Structure and choose Generate Now.

2. Choose the Month and Year.

3. Click Generate.

Choose the month and year to generate.

A message tells you how many invoices were created and how many were skipped.
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Eight invoices were created for the eight students of the Group.

Generating twice is safe

Students who already have a fee invoice for the selected month are skipped automatically. Only students
who are missing that month's invoice get one. You can generate again at any time without charging
anyone twice.
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The second run creates nothing and reports the students it skipped.

See what was generated

Right-click the Fee Structure and choose Invoices. Each row shows the student, the month, the amount,
the amount still due and the status. A waived student shows Waived and no amount due.

One partly paid scholarship student (6,000 due) and one waived student, among the invoices of the month.
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What happens next
Collect the money with a receipt. See Student payments and fee statement. Look at who still owes money
with the Dues only filter of the Fee Collection report.

Other fee tools
Late Fees: right-click a Fee Structure and choose Late Fees. A late fee rule has a grace period and
either a percentage or a fixed amount. Overdue fee invoices are not charged anything unless you
create a rule.

Extra Fees: open Student Finance, then Extra Fees to charge a one-off fee with a reason and an
amount to chosen students, to a whole Group or Section, or to enter each student's own opening
balance.

Transport and hostel fees are generated from their own screens. See Transport and Hostel.

Important rules
Fees are charged to the students of the Fee Structure's Group. Students without a Group are not
included.

Use the same currency for all of your fees.

A scholarship does not change an invoice that was already generated. Assign it first, then generate.

Online fee payment is not part of Education. Fees are collected by recording a receipt.

Common mistakes
Forgetting the Currency Code. Type it every time.

Assigning a scholarship after the month was generated and expecting the existing invoice to change.

Entering 100 percent as a normal discount and then looking for an invoice. A full scholarship creates
no invoice by design. Look for the Waived status instead.

Related guides
Student payments and fee statement

Education receipt and payment vouchers

Education reports and dashboard
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Student payments and fee statement
Record a fee payment from a student, see what each student still owes in the Fees tab, and find every
unpaid invoice with the Dues only filter.
Plan: Education Essentials and above

What this does
This guide shows how to record the money a student pays, how to read a student's fee statement, and
how to list everyone who still owes fees.

Who can use it
Staff whose role can create vouchers and view students. Students can see their own invoices in My Fees.

Which package includes it
All Education packages. Recording receipts uses the shared finance screens that every Education package
includes. This is not the full ERP or POS accounting application. See Education receipt and payment
vouchers.

Where to find it
The fee statement is the Fees tab of a student's profile: Students, All Students, then right-click the
student and choose View Details.

Payments are recorded in Finance, then Voucher, using Receipt.

Dues are listed in Education Reports, then Fee Collection Report.

Steps: record a payment
1. Open Finance, then Voucher, and click Receipt.

2. Choose the Bank / Cash Account that receives the money, for example Cash in Hand.

3. For Income / Asset Account, choose Accounts Receivable. Fee invoices are held there until they are
paid.

4. Enter the Amount.

5. In Customer or Student, type the student's name and choose the student. A STUDENT badge shows
who you picked, with the admission number and the current balance.

6. In Related Invoice, type INV  and choose the invoice that is being paid. Only the invoices of the
student you chose are offered.

7. Click Post Receipt.
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A receipt for a student, linked to the invoice it pays.

The invoice is updated straight away. Paying the full amount shows Paid. Paying less shows Partially Paid
with the rest still due.

Read a fee statement
Open the student's profile and click the Fees tab (1). The summary shows the Outstanding Balance, the
total due across fee invoices, the number of months or cycles still unpaid and the number of fee invoices.
Fee History lists every invoice with its type, month, invoice number, due date, amount, paid, due and
status.

Fee History includes every kind of Education charge: tuition, transport, hostel, library fines, late fees and
extra fees.

Status Meaning

Paid The invoice is fully paid.

Partially Paid Some money has been received. The rest is in the Due column.

Unpaid Nothing has been received.

Waived The fee was fully waived by a 100 percent scholarship. Nothing is due.
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The tuition invoice is Paid. The separate transport invoice is still Unpaid.

A part payment: 4,500 of 9,000 received, 4,500 still due.
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With a 25 percent scholarship the invoice is 8,000 and the amount due is 6,000.

A fully waived fee shows Waived, no invoice number and nothing due.
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Find everyone who owes fees
1. Open Education Reports, then Fee Collection Report.

2. Choose the dates and, if you want, an Academic Group.

3. Tick Dues only (unpaid invoices, largest first) (1).

4. Click Filter (2).

The table lists only unpaid invoices, largest amount first. The cards at the top show the totals invoiced,
collected and outstanding, the scholarship credits and the fully waived amount.

Tick Dues only (1) and click Filter (2).

What students see
A student who signs in to the Student Portal opens Student Finance, then My Fees. It lists their own
invoices and payments only.

Important rules
A receipt linked to a student's invoice must be credited to Accounts Receivable. NEXTOREx refuses
any other account for a student invoice.

A receipt can only be linked to an invoice that belongs to the student you chose.

A receipt that is wrong cannot be edited. Reverse it from the voucher list and post a new one. See
Education receipt and payment vouchers.
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Common mistakes
Choosing the wrong student with a similar name. The student's admission number is shown under the
name.

Leaving Related Invoice empty, so the payment is not matched to a fee. Choose the invoice.

Looking for a waived fee in the unpaid list. A waived fee is not owed, so it does not appear under Dues
only.

Related guides
Fees, scholarships, waivers and fee generation

Education receipt and payment vouchers

Education reports and dashboard

EducationNEXTOREx

Page 35 of 131Version 1.2 · 2026-10-17



Education receipt and payment vouchers
Record money received from students and money paid to staff in Education, choose the right person in
one search box, and understand why a payment can be refused.
Plan: Education Essentials and above

What this does
A voucher is a record of money moving. In Education you use two kinds every day:

Receipt: money received, for example a student paying fees.

Payment: money paid out, for example a staff member's advance.

Education can record these transactions on its own. You do not need to buy the ERP or POS application
for it.

Who can use it
Staff whose role allows creating and viewing vouchers, normally the accounts team.

Which package includes it
All Education packages include receipts and payments for student and staff money. Payments to staff
need the staff features of Education Standard or Education Campus, because Essentials has no staff
records.

What Education includes, and what it does not
Education includes the shared finance screens it needs: Finance, Voucher, the account and bank lists you
can view, and ledgers for students and staff. It is not the ERP or POS accounting application. It has no
sales orders, POS checkout, product stock or purchasing. If you also buy the ERP/POS application, those
screens appear in the same account. See Education plans, limits and combining apps.

Where to find it
Open Finance, then Voucher. Use the Receipt and Payment buttons at the top.

Steps: a receipt from a student
The full steps are in Student payments and fee statement. In short:

1. Click Receipt.

2. Choose the Bank / Cash Account and the Income / Asset Account.

3. Enter the Amount.

4. Type the student's name in Customer or Student (1) and choose the person.

5. Choose the Related Invoice if the money pays a fee invoice.

6. Click Post Receipt.
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Type part of the name. Each match shows a STUDENT badge and the admission number.

One box for students and customers
The Customer or Student box searches both lists at once and marks each result with a badge. If your
organisation uses only Education, you see students. If you also use the ERP/POS application, you also see
customers, and the badge tells them apart.
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The same search finds a student and a customer with a similar name. The badges show which is which.

Steps: a payment to a staff member
1. Click Payment.

2. In Supplier or Staff (1), type the person's name. A STAFF badge shows a staff member. If you also use
the ERP/POS application, suppliers appear here with a SUPPLIER badge.

3. Choose Advance (recoverable) if the money is an advance you expect to recover, or Reimbursement
(expense) if it repays the staff member for something they paid for.

4. Choose the Bank / Cash Account that pays, enter the Amount and click Post Payment.

For a staff member, the account can stay empty. NEXTOREx then uses its default staff advance or
reimbursement account.

EducationNEXTOREx

Page 38 of 131Version 1.2 · 2026-10-17



In a payment, the same box searches staff, and suppliers if you use ERP/POS.

Salaries are normally paid from Payroll, not from a voucher. See Payroll.

Payments are refused when the money is not there
You cannot pay out more than the account holds. NEXTOREx shows a message such as Insufficient balance
in 'Cash in Hand': requested PKR 9000000, available PKR 103000 and nothing is posted. Money enters the
account when you record receipts, for example from students. Check the balance, or choose a different
account, and try again.
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The payment is refused with the requested and available amounts.

What happens next
The voucher appears in the list. To undo a voucher, right-click it and choose Reverse voucher, then post
the correct one. Posted vouchers are never edited.

Important rules
A receipt against a student invoice must go to Accounts Receivable.

A receipt can only be linked to an invoice of the person you chose.

An overdraft is always refused.

The list of vouchers shows entries NEXTOREx created automatically, such as one for every fee invoice,
as well as the ones you post.

Common mistakes
Looking for a customer or supplier screen in an Education-only account. Those belong to the ERP/POS
application.

Choosing the wrong account for a student invoice receipt. Choose Accounts Receivable.

Paying salaries by hand-made vouchers instead of using Payroll.
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Related guides
Student payments and fee statement

Payroll

Vouchers and journal entries
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Student attendance
Mark daily attendance for a Section, save it, correct it later, and read the attendance report and summary.
Plan: Education Essentials and above

What this does
Teachers and administrators record who was present, absent, late or on leave for each Section every day.
The saved register feeds the attendance report, the attendance summary and each student's profile.

This guide is about student attendance. Your staff's own attendance, with Check In, Check Out and leave,
is separate. See Staff and staff attendance.

Who can use it
Staff with the Mark Attendance permission. People who can view attendance see every Section. A teacher
who has been assigned to a Section sees only the Sections they are assigned to.

Which package includes it
All Education packages.

Where to find it
Open Academic, then Mark Attendance to record a day, or Attendance Report to review it. A summary
for the whole school is in Education Reports, then Attendance Summary.

Steps: mark a day
1. Open Academic, then Mark Attendance.

2. Choose the Academic Group (1) and then the Academic Section (2).

3. Check the Date (3). It starts as today.

4. Everyone starts as Present. For each student who was not, click Absent, Late or Leave. Use the Notes
box for a short remark.

5. Click Save Attendance (4).
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Choose the Group (1), Section (2) and Date (3). Then mark exceptions and click Save Attendance (4).

One student marked Absent, one Late and one on Leave.
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The buttons above the list show counts for the day: students, present, absent, late and leave. The label
beside them says Not saved yet for this date until you save.

After saving, a message confirms the totals, for example Attendance for 10/17/2026 saved: 2 present, 1
absent, 1 late, 1 on leave.

The saved message shows the totals for the day.

The register lists the students who are enrolled and active in that Section. Mark All Present resets the
list, and Print prints it.

Open a saved day and correct it
1. Choose the same Group, Section and Date again. The label now reads Saved for this date and the

saved statuses are shown.

2. Change any student's status.

3. Click Update Attendance (2).
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A saved day can be corrected with Update Attendance.

After reloading the page, the saved statuses are still there.
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Saving the same day again never creates a second record for a student. It updates the existing one.

Guardian email for absences
When a student is newly marked Absent and a Guardian Email is recorded on the student, NEXTOREx
emails the guardian. Record the guardian's email when you admit the student.

Read the attendance report
1. Open Academic, then Attendance Report.

2. Choose the Academic Group and Academic Section.

3. Set the KPI Date, and the Trend From and Trend To dates.

4. Click Generate (1).

You see the counts for the KPI date and the attendance-rate trend for the Section. The table lists each day
with present, absent, late and leave counts and the attendance percentage.

The counts for one day, the trend, and the daily table for one Section.

The school-wide summary by Section is described in Education reports and dashboard.

Important rules
Attendance is kept per student per day. Correct a mistake by opening the day and updating it.

Only students who are enrolled and active appear on the register.
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Future dates cannot be selected. You can mark today and any earlier day.

Changing the Group while you have unsaved changes asks you to confirm before the changes are
discarded.

Common mistakes
Forgetting to click Save Attendance. The label Not saved yet for this date reminds you.

Marking the wrong Section. Check the Group and Section before saving.

Expecting a student who is still an Inquiry or Admitted to appear. Only enrolled students are on the
register.

Related guides
Students: admission and management

Staff and staff attendance

Education reports and dashboard
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Staff and staff attendance
Add teachers and staff, then use My Attendance, Team Attendance, My Leave, Leave Management and
Attendance Settings to record who worked, who was late and who was on leave.
Plan: Education Standard and above

What this does
Staff holds the employment record of every teacher and staff member. Staff attendance records who
came to work, who was late, who was on leave and which days were holidays.

Who can use it
Staff with the Staff Profile and Staff Attendance permissions. A staff member whose login is linked to an
active staff profile can check in for themselves and ask for leave.

Which package includes it
Education Standard and Education Campus. Education Essentials does not include Staff or Staff
Attendance.

How staff use your User seats
A staff member is also a user who signs in. Adding a staff member uses one ordinary User seat of your
package, the same seats you see as Users under My Plan. There is no separate limit for staff. Student
portal logins do not use seats. If your package has no seat left, the new staff member is refused with a
message that the user limit has been reached.

Where to find it
Open HR. It holds Staff, My Payslips, Attendance and Payroll.

Staff is the list of staff profiles.

Attendance holds five screens: My Attendance, My Leave, Team Attendance, Leave Management
and Attendance Settings. You see only the screens your role allows.

Payroll is a separate workflow. See Payroll.

Attendance and Payroll are two different things. Attendance records who worked and when. Payroll turns
salaries into payslips and pays them. Recording attendance does not pay anyone, and generating payroll
does not change attendance.

Who sees which staff
You work with your own place in the hierarchy (Business Group, Legal Entity, Operating Unit, Sub Unit) and
the places beneath it. A manager of an Operating Unit sees the staff of that Operating Unit and of the
Sub Units under it. A manager of one Sub Unit sees only that Sub Unit. Nobody can see a parent, a sibling
or an unrelated branch. This applies to Staff, Team Attendance, Leave Management and Payroll, and to the
Role and Staff lists you can choose from. See Roles.
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Steps: add a staff member
1. Open HR, then Staff, and click New Staff Profile (1).

2. On Identity, enter the Name and Email, and choose the Department, then the Designation, and the
Role. The role decides what the person can do. You can choose only roles from your own place in the
hierarchy and the places beneath it. See Roles and access.

3. Click Next. On Employment, enter the joining date, qualification, employment type and salary.

4. Click Next. On Bank & Emergency Contact, add the details you want to keep, then save.

Staff with their employee number, type, status and salary. Click New Staff Profile (1) to add one.
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Identity: name, email, department, designation and role.

Employment: joining date, qualification, type and salary.
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A login account is created for the person from the name and email. A temporary password is shown once
after saving. Copy it and share it safely.

Steps: assign a teacher to Subjects and Sections
1. On the Staff list, right-click the teacher and choose Documents & Assignments.

2. Open Subjects & Sections.

3. Choose the Subject, the Academic Group and the Section, and click Assign. A teacher can also be
made Incharge of a Section.

A teacher is linked to each Subject and Section they teach.

These links decide which Sections a teacher can see for attendance, marks, the timetable, study material
and assignments.

The staff profile (right-click, View Details) shows the identity, employment and bank details, the Subjects
taught, the documents and a month-by-month attendance summary.
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The Academic tab lists the Subjects a teacher teaches and the Sections they are Incharge of.

My Attendance
My Attendance is the screen every staff member uses for their own day. Open HR, then Attendance,
then My Attendance.

EducationNEXTOREx

Page 52 of 131Version 1.2 · 2026-10-17



Today's card with Check In (1) and Check Out (2), then your summary, chart and own history.

Check In and Check Out

1. The Today card shows today's date, your shift, your status, and your Check in and Check out times.

2. Click Check In (1) when you arrive. The system records the current time of your institution. You do not
choose the time yourself.

3. Click Check Out (2) when you leave. Check Out stays greyed out until you have checked in.

4. After you check in, Check In is greyed out. There is one check-in a day.

The recorded time appears next to Check in. Check In is now unavailable.

Under the card, choose From and To, then click Show to see your own history. You see:
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Summary tiles: On time, Late, Absent, Leave, Incomplete (a finished day with a check-in but no
check-out) and Attendance rate.

A Daily breakdown chart.

A table with the Date, Check in, Check out, Status, Shift and Worked time.

If your login is not linked to an active staff profile, the screen says so and there is nothing to check in to.
Ask your administrator.

What the statuses mean

Status What it means

On time You checked in by your shift start plus the grace time.

Late You checked in after the grace time. On the Today card the badge also shows how many
minutes late.

Absent The working period is over and there is no attendance, no approved leave and no day off.

Leave You have approved leave for that day.

Day off A weekly off day or a holiday. It is never counted as an absence.

Half day / Short
time

Shown when the time worked is below the limits set in Attendance Settings.

No check-out You checked in but never checked out.

How Late is decided

The system compares your Check In with your Shift start time and the Grace time in your attendance
rule. For example, with a 09:00 shift and a 15-minute grace time, a check-in at 09:15 is On time and 09:16
is Late. This is only an example. Your own result follows the shift and grace time your administrator set in
Attendance Settings.

When someone becomes Absent

Absent is never given to a future day, or to today before the working period has finished. A staff member
is absent only after the day is over, when there is no check-in, no approved leave and the day is not a
weekly off day or holiday. The shift and rule decide the details, and Absent can appear a little after the
day closes.

My Leave
Open HR, then Attendance, then My Leave.
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Your annual leave balance, the request form and your requests.

1. Look at Annual leave balance for the year: Allowance, Used and Remaining. If no allowance was set
for you, the card says so. You can still ask for other kinds of leave.

2. Under Request leave, choose the Leave type, then From and To, and add a Reason if you want to.

3. Click Submit request.

4. Your request appears in the table as Pending. A manager then makes it Approved or Rejected.

5. To withdraw a request that is still Pending, click Cancel on its row and confirm. It shows as Cancelled.

Important: Submitting a request does not make your attendance Leave. Only an Approved request
does. Until then the day is judged like any other day.

The table shows Dates, Type, Working days, Reason, Status and Decided by. Leave that a manager
recorded for you shows Recorded by manager.

Leave types and the annual balance

The leave types are Annual leave, Sick leave, Casual leave, Unpaid leave and Other. Only Annual leave
is tracked against a balance. It is checked when you ask and again when it is approved, and the days are
counted when it is approved. The other types do not use the annual balance. A weekly off day or holiday
inside a leave range still shows as Day off, not as an absence.
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Leave Management
Open HR, then Attendance, then Leave Management. It has two tabs: Requests and Annual balances.
You see only the staff within your own place in the hierarchy and the places beneath it.

Requests waiting for a decision. Approve (1), Reject (2) and Add leave for staff (3).

Approve or reject a request

1. On Requests, the list starts on Waiting for a decision. Use Show to see Approved, Rejected,
Cancelled or Everything.

2. Click Approve (1) or Reject (2) on the row.

3. Read the request, add a Comment (optional), and confirm.
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Check the staff member, type, dates and working days, then confirm.

An approved request becomes Leave in the staff member's attendance for those days. You can Revoke an
approved leave later. Any annual balance it used is given back and the days are worked out again.

Approved leave. Revoke undoes it.
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Add leave for a staff member

Use this when someone told you in person, or sent a medical certificate.

1. Click Add leave for staff (3).

2. Choose the Staff, the Leave type, From, To and a Reason.

3. Click Record leave.

Leave you record is saved as already approved.

Leave that a manager adds is Approved immediately. Annual leave uses the staff member's balance.

Annual balances

Open the Annual balances tab. It shows the Allotment, Used and Remaining days of each staff member
for a year. To set the allowance, right-click a staff member, choose Set Allotment, enter the days and click
Save.
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Allowance, days used and days remaining.

Enter the annual allotment in days.

Team Attendance
Open HR, then Attendance, then Team Attendance. It shows the attendance of the staff in your unit and
the units beneath it. It replaces the older Mark Staff Attendance and Staff Attendance Report screens.
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Choose the dates and filters, then click Apply (1). Add missing attendance (2) is for forgotten days.

The table has these columns: Staff, Date, Check in, Check out, Worked, Status, Shift and Source. Unit
appears when you can see more than one unit. Source shows Self for a staff member's own check-in,
Device for an attendance device, and Corrected when a manager changed the times.

Choose these filters, then click Apply:

From and To for the dates.

Staff for one person.

Unit to look at one unit (only when you can see more than one).

Status: On time, Late, Absent, Leave, Day off / Holiday, Half day / Short time or No check-out.

The summary tiles and the daily chart cover the dates and the staff you chose. The Status filter narrows
the table only.
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When you choose one Staff, the tiles and chart show only that person.

Filtered to Leave: approved leave shows as Leave.

EducationNEXTOREx

Page 61 of 131Version 1.2 · 2026-10-17



Weekly off days and holidays show as Day off, not Absent.

Attendance summaries

The tiles show On time, Late, Absent, Leave, Incomplete and Attendance rate. The rate is the days
attended divided by the days expected. Leave and days off are not counted against anyone. These are the
only summaries on the screen.

Correct an attendance record

Use this when the recorded times are wrong.

1. Find the staff member and the day, then click the pencil icon on the row.

2. Change Check in or Check out. The date stays the same: the times belong to that attendance day.

3. Enter the Reason. It is required.

4. Click Save.
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Change the times and give a reason.

The status is worked out again from the shift and the attendance rule. In the example the check-in moved
from 9:40 AM to 9:10 AM, so Late became On time. The row then shows Corrected in Source.
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The day is recalculated and shown as Corrected.

Rows for approved leave and for days off cannot be edited here.

Add missing attendance

Use this when a staff member forgot to check in and out, so no attendance exists for that day.

1. Click Add missing attendance (2).

2. Choose the Staff and the Date.

3. Enter Check in, and Check out if you know it.

4. Enter the Reason, then click Save.
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Staff, date, times and a reason.

A staff member has one attendance record per day. Adding attendance for a day that already has one
updates it. It does not make a second record.

Attendance Settings
Open HR, then Attendance, then Attendance Settings. It is for administrators. It has five tabs.

Tab What it is for

Shifts The working hours, for example Day, 09:00 to 17:00. One shift can be the default.

Attendance rules How strict lateness is: the Grace (late) time and the minutes needed for a full or half
day.

Holidays & weekly
off

The Weekly Off Days and the Holidays. These dates count as a day off, not an
absence.

Devices Attendance devices that an administrator can register.

General Company-wide behaviour, such as Auto-convert Absent to Leave.
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Shifts: name, time, default and status.

The grace time and the limits for a full or half day.
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Weekly off days and holidays. A matching date becomes a day off.

Registered devices. Device configuration is for authorized administrators.
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Company-wide attendance behaviour.

Add holidays before the days they fall on, so a school holiday is never judged as an absence. When Auto-
convert Absent to Leave is on, a day with no check-in becomes Leave while the staff member still has
annual balance, instead of Absent. It is off until you turn it on.

Important rules
One staff member uses one User seat.

Check In and Check Out record the system's time. Staff cannot choose it. Only a manager can correct
times, and a correction needs a reason.

Only Approved leave becomes Leave. A Pending request changes nothing.

Approved leave and day-off rows cannot be edited.

Absent is never given to a future day.

Attendance and Payroll are separate. See Payroll.

Student attendance is separate from staff attendance. See Student attendance.

Common mistakes
Forgetting to add holidays, so a school holiday looks like an absence.

Expecting a leave request to count before a manager approves it.

Choosing a Role that gives the person too little or too much access. Check the role.

Losing the temporary password. It is shown once.
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Related guides
Payroll

Student attendance

Roles

Timetable

Add a user

Education plans, limits and combining apps
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Payroll
Generate monthly payslips for your staff, review them, finalise the month, pay each payslip from a cash or
bank account, and see what happens when the balance is too low.
Plan: Education Campus

What this does
Payroll creates one payslip for every active staff member for a month. Each payslip starts from the staff
member's salary, subtracts deductions and any advance installment, and shows the net pay. You then pay
each payslip from a cash or bank account.

Payroll is a separate workflow from attendance. Attendance records who worked and when. Payroll only
uses the month's records when a deduction rule depends on absences or late arrivals. See Staff and staff
attendance.

Who can use it
Staff whose role includes the Payroll permissions: view, manage (generate and finalise) and pay. Education
finance access is intentionally limited: payroll payments use the shared finance screens, not the full ERP
or POS accounting application. See Education receipt and payment vouchers.

You see payroll only for the staff in your own place in the hierarchy and the places beneath it. A manager
of one Sub Unit does not see the payslips of another Sub Unit.

Which package includes it
Education Campus. Education Essentials and Education Standard do not include Payroll.

Where to find it
Open HR, then Payroll, then Payroll Runs. The same group holds Staff Advances and Deduction Rules.

Before you start
Add your staff and set their salaries on the Staff screen. See Staff and staff attendance. If an active
staff member has no salary, the page warns you that they would be paid 0 and links to the Staff
screen.

Record the month's attendance. Deductions that depend on absences or late arrivals use this month's
records.

Make sure the account you will pay from has enough money. Receipts from students add money to it.

The page
The Pay period chooses the month. You can also filter by Staff, Status (Waiting to be paid or Paid) and,
when you can see more than one unit, Unit. Click Apply after you change a filter.

The table shows each staff member by name and employee code. It does not show internal numbers.
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Column What it shows

Staff The staff member's name and employee code.

Unit Their unit. It appears when you can see more than one unit.

Period The month, for example 2026-10.

Gross The salary before deductions.

Deductions Deduction rules and any advance installment. Hover to see the advance part.

Net pay What the staff member is paid.

Status Draft, Ready to pay or Paid.

Paid on The date it was paid.

Actions A print icon for the payslip and, for an unpaid payslip, the Pay button.

The tiles above the table show Payslips paid out of the total, Gross, Deductions and Net pay.

A box above the tiles always tells you the next step, for example Step 1 — Generate payroll, Step 2 —
Review the payslips or Step 3 — payslips are waiting to be paid.

Steps: Generate, Review, Finalise, Pay

1. Generate

1. Open Payroll Runs and choose the Pay period, the month you want to pay.

2. Click Generate payroll (1). Generating can take a little while, because the month's attendance is closed
first.
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Choose the month, then click Generate payroll (1).

A Draft run appears with one payslip for each active staff member in your unit and the units beneath it.

2. Review

Check each payslip: the gross, the deductions and the net pay. The box above the tiles says Step 2 —
Review. If you add a staff member before you finalise, click Add missing staff (1). It adds payslips only for
staff who do not have one. Payslips that already exist are never created twice.
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A Draft run. Add missing staff (1) is available only while the run is a draft. Finalise month (2) closes the month.

3. Finalise

Click Finalise month (2) and confirm when the payslips look right. The status changes from Draft to
Ready to pay.

A finalised run is locked. The Add missing staff button goes away and no new payslips are added to that
month. A staff member who joins after you finalise is therefore not part of that run. This is how the month
is kept fixed, so review who is included before you finalise.

4. Pay

1. Click Pay on a payslip's row.

2. Choose the Payment method (Cash, Bank Transfer or Cheque) and the Bank / Cash account. The
list shows each account's balance.

3. Click the Pay button, which shows the amount.
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A finalised month. Unpaid payslips show Ready to pay and have a Pay button (1).

The Pay Salary window shows the staff member, the net salary and the account balance.

EducationNEXTOREx

Page 74 of 131Version 1.2 · 2026-10-17



The message Salary paid. appears and the status changes to Paid, with the date in Paid on. The tile
shows how many are paid, for example 2/6 paid.

Paid payslips show Paid and the date. The others still wait.

You pay each payslip separately. The normal order is to finalise first, but the Pay button is also shown on
Draft payslips. Paying a payslip posts the payment to your cash or bank account through the shared
finance screens. This guide does not cover full accounting.

When the balance is too low
If the account holds less than the net pay, the payment is refused and nothing is posted. The message
shows the amount requested and the amount available, for example Insufficient balance in 'Cash in Hand':
requested PKR 30000, available PKR 12000. Add money to the account, for example by recording a student
receipt, then pay again. The payslip stays unpaid until it is paid.
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A payment larger than the account balance is refused.

Advances and deductions
Staff Advances: advance salary given to staff. It is recovered through a fixed monthly installment the
next time payroll is generated.

Deduction Rules: salary deductions applied automatically when payroll is generated. Flat and
percentage rules apply to every active staff member. Attendance-based rules use that month's absent
and late counts.

Each payslip shows the deductions and advance installment that were applied.

The payroll cost report
Education Reports, then Payroll Cost Report, shows the total net pay per month and a trend across
recent months. See Education reports and dashboard.

Important rules
One payslip per staff member per month.

A finalised month is locked: no new payslips are added to it.

A payslip that is already paid cannot be paid again.

A payslip with a net pay of zero has nothing to pay.

A payment can never take an account below zero.
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You see payroll only for staff in your own place in the hierarchy and the places beneath it.

Common mistakes
Generating payroll before the month's attendance is recorded.

Finalising before checking who is included. A staff member added afterwards is not in the finalised run.

Trying to pay salaries when the cash or bank account is empty. Record receipts first.

Expecting the run to pay everyone at once. You pay each payslip separately.

Related guides
Staff and staff attendance

Education receipt and payment vouchers

Education reports and dashboard
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Exams, marks and report cards
Set up terms and grading, create an exam, enter marks, publish the results and print each student's report
card.
Plan: Education Standard and above

What this does
You create an exam for a Term and an Academic Group, say which Subjects it covers and the maximum
marks of each. Teachers enter the marks. When you publish the exam, the marks are locked and each
student has a report card with their marks, grades, total and percentage.

Who can use it
Staff with the Exam permissions to create and publish exams. Teachers with the permission to enter marks
can enter marks only for the Subjects and Sections they are assigned to. Students can see their own
published report cards.

Which package includes it
Education Standard and Education Campus. Education Essentials does not include exams.

Where to find it
Open Assessment. It holds Exams (with All Exams, Marks Entry, Report Cards, Terms and Grading
Schemes).

Before you start
Set up these three things once:

1. Terms: open Terms and click New Term. Enter the Term Name, Start Date and End Date.

2. Grading Schemes: open Grading Schemes and click New Grading Scheme. Choose the Type
(Percentage, GPA or Custom) and click Add Band for each grade. Each band has a Min Score, a Max
Score and a Label, for example 90 to 100 is A+ .

3. Academic Groups, Sections and Subjects, and the teachers assigned to each Subject.

Steps: create an exam
1. Open Assessment, Exams, All Exams and click New Exam (1).

2. Enter the Exam Name, and choose the Term and the Academic Group.

3. Optionally set the Exam Date.

4. Click Add Subject for each Subject in the exam. Enter the Max Marks, the Passing Marks and, if you
want, a Grading Scheme.

5. Click Save.
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Each exam shows its Term, Group, date, number of Subjects and status. New Exam (1) creates one.

An exam belongs to one Term and one Group and lists the Subjects with their maximum marks.

A new exam is a Draft.
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Steps: enter marks
1. Open Assessment, Exams, Marks Entry.

2. Choose the Exam (1) and the Subject (2). Each Subject shows its maximum, for example Mathematics
max 100.

3. Type each student's Marks Obtained. Add a Remarks note if you want.

4. Click Save Marks (3).

Choose the Exam (1) and the Subject (2), type the marks and click Save Marks (3).

Invalid marks are refused

A mark above the Subject's maximum is not saved. NEXTOREx shows Marks obtained cannot exceed the
subject's max marks (100) and keeps the page so you can correct the number.
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150 is more than the maximum of 100, so the marks are not saved until it is corrected.

When all marks are valid, a message such as 8 mark(s) saved. confirms the save.

Steps: publish the results
1. Open All Exams, right-click the exam and choose Publish.

2. The exam status changes from Draft to Published.
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The Grade 7 exam is Published. The Grade 8 exam is still a Draft.

Marks are locked after publishing

On Marks Entry, a published exam shows This exam is published, marks are locked. Unpublish it from the
Exams page to edit. To change a mark, right-click the exam on All Exams, choose Unpublish, correct the
marks and publish again.
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A published exam cannot be edited on Marks Entry.

Report cards
1. Open Assessment, Exams, Report Cards.

2. Choose the Exam and click Browse Students (1).

3. Click Report Card on a student's row.
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Choose an exam and click Browse Students (1). Each student has a Report Card link.

The report card shows each Subject with its maximum marks, passing marks, marks obtained and grade,
then the Total, Percentage and Overall Grade. Use Print to print it. A card for an exam that is not
published yet is marked as a preview. The heading at the top shows the brand name from your branding
settings. If no brand name has been set, it reads Your Company.

A student's report card for a published exam.
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Students see their own published report cards. The Exam Results Analytics report shows pass rates for a
published exam. See Education reports and dashboard.

Important rules
Marks cannot be more than the Subject's maximum.

A published exam is locked. Unpublish it first to change marks.

A teacher can enter marks only for the Subjects and Sections assigned to them.

Only published exams are available in the Exam Results Analytics report.

Common mistakes
Publishing before every Subject's marks are entered.

Creating an exam before the Term exists.

Forgetting to assign the teacher to the Subject and Section, so the teacher cannot enter marks.

Related guides
Staff and staff attendance

Timetable

Education reports and dashboard
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Timetable
Define periods and rooms, then build the weekly timetable of each Section, with clashes for Sections,
teachers and rooms stopped for you.
Plan: Education Standard and above

What this does
The Timetable shows the week of one Section: for every period of every day, which Subject is taught, by
which teacher, in which room. NEXTOREx stops you from booking the same Section, teacher or room twice
in the same slot.

Who can use it
Staff with the Timetable permissions can create and change timetables. Teachers and students can see the
timetable they are allowed to see.

Which package includes it
Education Standard and Education Campus. Education Essentials does not include the Timetable.

Where to find it
Open Academic, then Timetable. It holds Timetable, Rooms and Periods.

Before you start
1. Create your Groups, Sections and Subjects. See Education getting started and academic structure.

2. Add your teachers and assign each one to the Subjects and Sections they teach. See Staff and staff
attendance. Only teachers assigned to a Subject in a Section can be placed on that Section's timetable.
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A teacher must be assigned to a Subject and Section before the timetable accepts them.

Steps: create the periods and rooms
1. Open Timetable, then Periods. Click New Period and enter a Name (for example Period 1 ), the

Start and End times and the order.

2. Open Rooms. Click New Room and enter a Name and, if you want, the Capacity.
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The periods of the school day.

The rooms that classes can be booked in.
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Steps: build a Section's timetable
1. Open Timetable, then Timetable.

2. Choose the Academic Group (1), then the Academic Section (2). The weekly grid appears with one
row per period.

3. Click + Add in an empty cell, or click a filled cell to change it.

4. Choose the Subject / Teacher. The list shows each Subject with the teachers assigned to it for this
Section.

5. Choose a Room if you want.

6. Click Save. To clear a cell, open it and click Remove.

The week of one Section. Choose the Group (1) and Section (2), then click a cell.
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Each cell takes a Subject with its teacher and an optional room.

Clashes are refused
NEXTOREx refuses a booking and explains why when:

the Section already has a Subject at that day and period,

the teacher is already teaching another Section at that day and period, or

the room is already booked for another Section at that day and period.

The teacher must also be assigned to that Subject in that Section.

What happens next
Teachers and students see the timetable they are allowed to see. A student's profile shows the class that is
in session now, or that none is.

Important rules
One Subject per Section per period per day.

A teacher cannot be in two places at once.

A room cannot be used by two Sections at once.

The grid lists the periods you created, in order.
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Common mistakes
Trying to place a teacher who has not been assigned to the Subject and Section.

Creating the timetable before the periods exist.

Giving two Sections the same teacher in the same period.

Related guides
Staff and staff attendance

Exams, marks and report cards

Education getting started and academic structure
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Transport
Set up transport routes with a monthly flat fare, assign students to routes, keep the assignment history
and generate monthly transport fees without duplicates.
Plan: Education Campus

What this does
Transport lets you define routes, give each route a monthly flat fare, assign students to routes and bill the
fare as a fee every month. Each student is on one route at a time, and the history of earlier routes is kept.

Who can use it
Staff whose role includes the Transport permissions, normally the administration or accounts team.

Which package includes it
Education Campus. Education Essentials and Education Standard do not include Transport.

Where to find it
Open Transport. It holds Routes, Student Assignments and Transport Fees.

Steps: create a route
1. Open Transport, then Routes, and click New Route (1).

2. Enter the Route Name and the Fare Amount. This is the flat fare charged every month to each
student on the route.

3. Choose the Status, Active or Inactive.

4. Click Add Stop to list the stops of the route. Stops are for information only and do not change the
fare.

5. Click Save.
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Each route has a flat monthly fare and a number of stops. New Route (1) adds one.

A route has a name, a fare and optional informational stops.
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Steps: assign a student to a route
1. Open Transport, then Student Assignments, on the Assign tab.

2. Choose the Student (1). The page shows the student's Current Route and its fare.

3. Under Assign / Reassign to Route (2), choose the route and click Assign.

To move a student to another route, choose the new route and click Assign again. The old assignment is
closed automatically.

After a student is moved, Assignment History shows the earlier route as Inactive.

Assignment History lists every route the student has had, when it started, when it ended and whether it
is still Active.

To see who travels on a route, open the Route Roster tab and choose the route.
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The students currently on one route.

Steps: generate the monthly transport fees
1. Open Transport, then Transport Fees.

2. Click Generate Now.

NEXTOREx creates one invoice for every student who is currently on a route, for the current month, at that
route's flat fare. A message tells you how many invoices were created and how many were skipped. The
table lists each student, route, month, invoice, amount, invoice status and the date it was generated.
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Clicking Generate Now a second time reports that nothing new was created: Generated 0 and skipped 6.

Duplicates are prevented

A student is billed once per month. If you click Generate Now again for the same month, students who
already have that month's invoice are skipped. It is safe to run it more than once.

What happens next
The transport invoice appears in the student's Fee History, next to tuition. Record the payment with a
receipt. See Student payments and fee statement.

Important rules
A student is on one route at a time.

The fare is a flat monthly amount for the route.

Only students who are currently assigned to a route are billed.

A student is never billed twice for the same month.

Common mistakes
Expecting stops to change the fare. They are informational.

Expecting the fare to be charged before Generate Now is run.

Assigning a student to a route after the month was generated and expecting an invoice immediately.
Run Generate Now again. Only the new student receives an invoice.
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Related guides
Hostel

Student payments and fee statement

Education reports and dashboard
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Hostel
Set up hostel buildings and rooms with a capacity and a monthly fee, assign students to rooms, and
generate monthly hostel fees without duplicates.
Plan: Education Campus

What this does
Hostel lets you record your buildings and rooms, assign students to rooms, stop a room from taking more
students than it holds, and bill the room's monthly fee to each student who lives in it.

Who can use it
Staff whose role includes the Hostel permissions.

Which package includes it
Education Campus. Education Essentials and Education Standard do not include Hostel.

Where to find it
Open Hostel. It holds Buildings, Rooms, Student Assignments and Hostel Fees.

Steps: create buildings and rooms
1. Open Hostel, then Buildings. Click New Building, enter the Building Name and click Save. Buildings

are optional but help you group rooms.

2. Open Hostel, then Rooms, and click New Room (1).

3. Enter the Room Number and, if you want, the Room Type, for example Double.

4. Enter the Capacity. This is the number of students the room can hold.

5. Enter the Fee Amount. This is the flat monthly fee for each student in the room.

6. Choose a Building and a Warden if you want. A warden is a staff member whose employment type is
Warden.

7. Click Save.
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Each room has a capacity, a flat fee, a building and a warden. New Room (1) adds one.

Steps: assign a student to a room
1. Open Hostel, then Student Assignments, on the Assign tab.

2. Choose the Student. The page shows the student's current room.

3. Choose the room under Assign / Reassign to Room and click Assign.

To move a student, choose the new room and click Assign again. The earlier assignment is kept in the
student's history.

A full room refuses another student

When a room is full, NEXTOREx shows This room is at full capacity. and the student is not assigned.
Choose another room.
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A room with two places and two students refuses the third.

Open the Room Roster tab and choose a room to see who is in it.
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The students currently in one room.

Steps: generate the monthly hostel fees
1. Open Hostel, then Hostel Fees.

2. Click Generate Now.

NEXTOREx creates one invoice for every student who is currently in a room, for the current month, at that
room's flat fee. A message tells you how many invoices were created. The table lists the student, room,
month, invoice, amount, invoice status and the date.
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One invoice for each student who lives in a room.

Duplicates are prevented

A student is billed once per month. If you click Generate Now again, the message reports that nothing
new was created and how many students were skipped.
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The second run creates no invoices: Generated 0, skipped 4.

What happens next
The hostel invoice appears in the student's Fee History. Record the payment with a receipt. See Student
payments and fee statement.

Important rules
A room never holds more students than its capacity.

A student is in one room at a time.

The room's fee is flat and charged monthly to each student in it.

A student is never billed twice for the same month.

Common mistakes
Assigning a student to a room after the month was generated and expecting an invoice at once. Click
Generate Now again. Only the new student receives an invoice.

Forgetting to assign the student to a room before generating the fees.

Setting the capacity too low. Edit the room to change it.

Related guides
Transport
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Student payments and fee statement

Education reports and dashboard
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Library
Keep a catalog of books and copies, issue copies to students, record returns, and set a fine rule for
overdue books.
Plan: Education Standard and above

What this does
The Library keeps your book catalog and the physical copies of each book. You issue a copy to a
student, record when it comes back, and, if you want, charge a fine for books that are overdue.

Who can use it
Staff whose role includes the Library permissions. Students can see their own library loans.

Which package includes it
Education Standard and Education Campus. Education Essentials does not include the Library.

Where to find it
Open Library. It holds Book Catalog, Circulation and Fine Rules.

Steps: add books and copies
1. Open Library, then Book Catalog, and click New Book (1).

2. Enter the Title. The author, ISBN and category are optional. You can enter how many copies the library
owns.

3. Click Save.
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Each book shows how many copies are available, for example 3 / 4 available. New Book (1) adds a title.

To manage the copies of a book, right-click the book and choose Manage Copies. Each copy has a
number and a status: Available, Issued, Lost or Damaged. Click Add to add more copies.
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The copies of one book and the status of each.

Steps: issue a book
1. Open Library, then Circulation, on the Issue tab.

2. Choose the Student (1) and the Book (2).

3. Choose an Available Copy (3). Only copies that are on the shelf are listed.

4. Choose a Due Date. It is optional and defaults to 14 days from today.

5. Click Issue.
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Choose the student (1), the book (2) and an available copy (3).

The message Book Copy issued. confirms it. The copy now shows as Issued and the book's available
count goes down.

Steps: return a book
1. Open the Return tab and choose the Student.

2. The student's open loans are listed with the book, copy, issue date and due date.

3. Click Return. If the book was lost or damaged, click Mark Lost or Mark Damaged instead.
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A student's open loan with Return, Mark Lost and Mark Damaged.

A returned copy becomes Available again. The Loan History tab shows every loan of a student with its
issue date, due date, return date, status and any fine.
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Loans of one student, with the status and any fine.

Overdue fines
NEXTOREx can charge a fine for a book that is not returned on time.

1. Open Circulation, then the Fine Rules tab, and click New Rule.

2. Enter the Grace Days, the number of days after the due date before a fine applies, and the Fixed Fine
Amount.

3. Click Save.
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A fine rule has a grace period and a fixed amount.

Apply Fines Now (1) charges the fines. New Rule (2) adds a rule.
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Click Apply Fines Now (1) to charge fines. NEXTOREx also runs the same check once a day. For every loan
that is still out and is overdue by more than the grace days, it creates one fine invoice for the student,
described as Library Fine, with the book title and the date it became overdue. A loan is fined only once. A
message such as Applied 1 fine(s), skipped 2. tells you what happened.

The Applied Fines list shows each fine with the student, book and amount.

The fine is added to the student's fees. It appears in Fee History as a Library charge and is paid like any
other fee.
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The library fine appears beside tuition and transport.

Important rules
A copy can be issued to one student at a time.

A fine needs an active fine rule. Without a rule no fine is charged.

A fine is a fixed amount, charged once per overdue loan, not a daily amount.

A loan that has been returned is not fined.

Fines are for books still out. Mark a book Lost or Damaged to record those cases.

Common mistakes
Expecting fines without creating a fine rule.

Expecting the fine to grow every day. It is a single fixed amount.

Issuing a copy that is already issued. Only available copies are offered.

Related guides
Student payments and fee statement

Students: admission and management

Education reports and dashboard
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LMS: study material, assignments and grading
Teachers share study material and set assignments for their own Subjects and Sections, students submit
work before the due date, and teachers grade it with feedback.
Plan: Education Standard and above

What this does
The learning tools let a teacher post study material and assignments for a Subject in a Section. Students
of that Section see them, upload their work, and see the teacher's score and feedback. This guide covers
only these features: study material, assignments, submissions and grading.

Who can use it
Teachers who have been assigned to a Subject and a Section manage the material and assignments of
exactly those pairs.

Administrators whose role allows managing the learning tools can manage them for every Subject
and Section.

Students see the material and assignments of their own Section only.

Which package includes it
Education Standard and Education Campus. Education Essentials does not include study material or
assignments.

Where to find it
Open Students, then Study Material or Assignments.

How teachers get access
A teacher must first be assigned to the Subject and Section. See Staff and staff attendance.

On Study Material and Assignments, a teacher sees the box Your Subject / Section. It lists only the
Subject and Section pairs the teacher teaches, for example Mathematics in Section A and in Section B. A
teacher does not see, and cannot post for, a Subject they do not teach or a Section they are not assigned
to.
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A teacher is offered only the Subject and Section pairs they teach (1).

Steps: post study material
1. Open Students, then Study Material and choose your Subject / Section.

2. Click New Material and enter a Title and an optional Description. Click Post.

3. To share a file, click Click to attach files. Allowed files are PDF, Word, Excel, images, zip and csv/txt, up
to 20 MB.

Steps: set an assignment
1. Open Students, then Assignments and choose your Subject / Section.

2. Click New Assignment.

3. Enter the Title, an optional Description and the Due Date.

4. Click Post.
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The assignments of one Subject and Section. The people icon opens the submissions.

An assignment has a title, a description and a due date.
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What students see and do
A student opens Students, then Study Material to read the material of their own Section, and
Assignments to see what has been set, with the due date.

A student sees the material posted for their own Section.

To hand in work:

1. Open Assignments and click Click to submit (1) under Your submission.

2. Choose the file.
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The assignment, its due date and the place to submit.

The page then shows Submitted with the date and time, Not graded yet, and the file name. Until the due
date, Resubmit / add file lets the student send another file.

The submission is recorded and waits for grading.
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Due dates

A student can submit before the due date and change the submission any time until the due date.

A first submission after the due date is still accepted, and it is marked late.

After the due date, a submission that already exists cannot be changed. The student sees that the due
date has passed.

Steps: grade the work
1. Open Assignments, choose your Subject / Section and click the people icon on the assignment

(View submissions).

2. The window lists Submitted students with their files and Not submitted students by name.

3. Enter a Score (1) and, if you want, Feedback (2) for each student.

4. Click Save next to that student. The message Grade saved. appears.

Enter a score (1) and feedback (2), then click Save. Students who have not submitted are listed separately.

The student then sees the Score and the teacher's feedback beside their submission.
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The student sees the score and the feedback.

Important rules
Teachers manage only the Subjects and Sections assigned to them.

Students see only their own Section.

Files can be PDF, Word, Excel, images, zip or csv/txt, up to 20 MB each.

A late first submission is allowed and flagged. Changes after the due date are refused.

Common mistakes
Looking for a Subject in the Your Subject / Section list that the teacher has not been assigned to. Ask
an administrator to assign it.

Telling students to resubmit after the due date. Resubmitting is refused once the due date has passed.

Forgetting to click Save beside each student's grade.

Related guides
Staff and staff attendance

Exams, marks and report cards

Students: admission and management
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Education reports and dashboard
Read the Institution Overview dashboard and the fee, attendance, exam and payroll reports, and
understand how a branch and its sub-branches are included.
Plan: Education Essentials and above

What this does
Education has one overview page for the whole institution, the Institution Overview, and a set of reports
for fees, attendance, exams and payroll. Each report answers a clear question and can be printed.

Who can use it
Staff whose role includes the matching report permission. Each report has its own permission, so you can
give the principal the overview and the accounts team the fee reports.

Which package includes it

Report Package

Institution Overview Essentials and above

Fee Collection Report (with the Dues only filter) Essentials and above

Attendance Summary Essentials and above

Student Attendance Report and Student Fee Statement Essentials and above

Team Attendance (staff attendance, under HR, Attendance) Standard and above

Exam Results Analytics and Report Cards Standard and above

Payroll Cost Report Campus

Where to find it
Open Education Reports. It holds Institution Overview, Fee Collection Report, Exam Results
Analytics, Attendance Summary and Payroll Cost Report. Your menu shows only the reports your
package and role include.

Steps: open a report
1. Open Education Reports and click the report you want.

2. Choose the dates and any filter at the top, for example an Academic Group.

3. Click Generate or Filter. The figures and tables update.

4. Click Print to print the report.
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Which branch the numbers include
The branch you are working in is shown at the top of the page, next to the name of your institution. Every
report and the overview count the selected branch plus the branches below it that you are allowed to
see. If your account can work in more than one branch, change it with the branch switcher at the top to
see another branch. A report never includes data from a branch you have no access to.

Institution Overview
The overview is the Education dashboard. Choose the From and To dates and click Generate (1).

Key figures for students, fees, attendance, exams, facilities and payroll, with three trends.

It shows these figures for the period:

Active Students: students who are enrolled and active.

Fee Collection Rate: how much of the fees invoiced has been collected.

Attendance Rate: the share of marked student days that were present.

Exam Pass Rate: the pass rate of published exams.

Library Books on Loan, Transport Utilization and Hostel Occupancy.

Payroll Cost.

A dash means there is nothing to measure yet, for example no published exam. Below the figures you see
the enrollment trend, the fee collection trend (invoiced and collected) and the attendance rate trend.
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Fee Collection Report
Invoiced, collected and outstanding amounts across tuition, late fees, extra fees, transport, hostel and
library fines. Choose an Academic Group and dates, then click Filter. Tick Dues only (unpaid invoices,
largest first) to list only the unpaid invoices. The cards show Invoiced, Collected, Outstanding,
Scholarship Credits, Fully Waived, Collection Rate and the number of fee invoices, followed by a
breakdown by fee type and the invoice list.

Totals and the breakdown by fee type.

See Student payments and fee statement for the Dues only filter and for a single student's fee statement.

Attendance Summary
The student attendance rate of every Section over a period, for the whole institution. Choose an
Academic Group if you want and the dates, then click Filter. You see the overall rate, the number of
records marked, how many Sections are tracked, the day with the lowest attendance, a table by day and a
Breakdown by Academic Section with present, absent, late and leave counts.
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The overall rate, the weakest day and the breakdown by Section.

For one Section's daily register and trend, use Academic, Attendance Report. See Student attendance.

Staff attendance is separate. For your staff, open HR, then Attendance, then Team Attendance. See Staff
and staff attendance.

Exam Results Analytics
The pass rate by Section and Subject for one published exam. Choose the Term and the Exam, then click
Filter. Only published exams are offered.
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Pass rates for a published exam.

A single student's results are on the report card. See Exams, marks and report cards.

Payroll Cost Report
The total net pay for each month, a breakdown of deduction types and a trend. Choose Last 3, Last 6 or
Last 12 periods and click Filter. It shows No payroll runs found yet until payroll has been generated.
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The net pay of recent payroll runs.

Important rules
Reports show the selected branch and the branches below it that you may see.

Exam Results Analytics lists published exams only.

Reports show what is recorded. A report cannot be more complete than attendance, marks and
receipts that were saved.

Education reports cover Education data. They are not the ERP or POS financial reports.

Common mistakes
Reading the report for the wrong branch. Check the branch selector first.

Looking for an exam in Exam Results Analytics before publishing it.

Expecting dues to include waived fees. A waived fee is not owed.

Related guides
Student payments and fee statement

Student attendance

Payroll
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Education plans, limits and combining apps
Compare the three Education packages, understand the Student limit and User seats, and see how
Education combines with ERP/POS and CRM in one account.
Plan: All Education packages

What this does
This guide compares the three Education packages, explains what limits them, and shows how Education
sits beside the other NEXTOREx applications in one account.

Who can use it
The owner or administrator of the account, who can open Billing, Subscriptions, Subscription & Plans.

The three Education packages

Education Essentials Education Standard (Most popular) Education Campus

Monthly price PKR 4,990 or USD 49 PKR 9,990 or USD 99 PKR 19,990 or USD 199

Yearly price PKR 49,900 or USD 490 PKR 99,900 or USD 990 PKR 199,900 or USD 1,990

Students 200 750 2,500

Users 5 15 40

Education Standard is marked Most popular on the Browse Plan page.

The Education section of Browse Plan. Education Standard is marked Most popular.

What each package includes

Education Essentials: students, academic structure (Groups, Sections and Subjects), student
attendance, fees, scholarships and waivers, the shared finance screens for receipts and payments, the
student fee statement, and the core reports (Institution Overview, Fee Collection Report and
Attendance Summary).

Education Standard adds: staff and staff attendance, timetable, exams, marks and report cards, the
learning tools (study material, assignments and grading), the library and the Exam Results Analytics
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report.

Education Campus adds: transport, hostel and payroll, with the Payroll Cost Report.

Multi-branch setup is part of the NEXTOREx platform for every package. It is not a feature that only
Education Campus has.

Prices and limits are the ones shown above. The Browse Plan page always shows the current prices in
your billing currency.

Where to see your package and usage
Open Billing, Subscriptions, Subscription & Plans, then My Plan. Your packages lists the package you
have for each application. Usage shows Students and Users against your limits.

Students (1) and Users (2) are shown against the limits of the package.

The Capacity tab lists every limit with the total, the amount used and the amount remaining.
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The Students limit with the number used and remaining.

The Student limit
A billable Student is a student who is enrolled, active and not deleted. Inquiry, Test, Admitted and
Rejected records do not use a student place.

When usage reaches the limit of your package:

your existing data stays safe,

normal work that does not add a student keeps working, including inquiries, attendance, fees and
reports,

a new billable Student cannot be added until a place becomes free or you upgrade.

If you move to a smaller package than your current number of students, no student is deleted. For
example, 600 students on a package that allows 200 stay in the system, and no new billable student can
be added until the number is below the limit or you upgrade. More detail and the messages you will see
are in Students: admission and management.

Users and staff
Your Users limit counts the people who sign in to run the institution. Staff uses ordinary User seats.
Adding a staff member uses one seat. There is no separate staff limit. Student portal logins do not use
User seats.
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Combine Education with other applications
NEXTOREx has three applications that you can buy independently:

ERP/POS

CRM

Education

You can have any combination in one account. Each application keeps its own package. For example, a
business can have the Business ERP/POS package and Education Standard together. Buying one
application never gives you another, and a package of one application does not change the package of
another.

This account has the Business package for ERP/POS and Education Standard. Users are added together: 10 + 15 = 25.

To add an application:

1. Open Billing, Subscriptions, Subscription & Plans, then Browse Plan.

2. Find the application. If you do not have it yet, click Add this app on the package you want.

3. To change the package of an application you already have, click Upgrade / Change Plan on another
package of the same application.

Limits that are the same kind add up across packages. With ERP/POS Business (10 users) and Education
Standard (15 users), the account has 25 users.

All packages in one account share the same billing period and the same currency, which are set by your
subscription. See Your plan, usage and billing period.
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White Label, Custom Domain and Reseller are not applications

White Label, Custom Domain and Multi-Tenant (reseller) are platform capabilities that come with
certain plans, for example the Agency plan. They are not applications. The Education packages do not
include them, and an Agency plan does not automatically include Education. If an Agency account also
wants Education, it adds an Education package.

If you move to another package
Upgrade: the new features open and the higher limits apply.

Downgrade: your records are kept. Screens that belong to the larger package are no longer available,
and nothing is deleted.

See Browse and change your plan.

Important rules
A Student place is used only by enrolled, active students.

Staff use User seats. Students do not.

Applications are bought separately and each keeps its own package.

Moving to a smaller package never deletes records.

Common mistakes
Expecting a larger Education package to give you ERP/POS or CRM. They are separate applications.

Counting inquiries against your Student limit. They are not counted.

Forgetting that every staff member uses a User seat.

Related guides
Students: admission and management

Staff and staff attendance

Browse and change your plan

Your plan, usage and billing period
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