SCHOOL

User guide

School management

Sign-in - Home and menu - Customize your school - Accounts
Records, student cards - Timetables - Grades and report cards
Absences and parent notices - General supervision - cpge.ac.ma and MASSAR

Boarding - Finance, payroll and transport - Teacher, parent and student areas

The names shown in the pictures are fictitious ("Example school").
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How to read this guide. Buttons are written like this: . Paths in the left menu are written like
this: Day school management > Schooling > Grades and report cards. Each part has the colour of its

area in the menu.

Where to find this guide. At any time, click [ Guide ' at the top of the screen: Open the guide or

Download the guide, in the language chosen with .



0 Who does what?

SCHOOL brings together all the management of the school. Each person signs in with their own
credentials and only sees what concerns them.

Person Signs in with Can...

Principal (owner) the school code, the username do everything: school settings, accounts,
admin and their password schooling, boarding, finance.

Staff (supervisor, a username and password open only the areas the principal has ticked for

bursar, steward...) created by the principal them.

Teacher their PPR and access code take attendance and enter grades for their

classes and their subject.

Parent a username and password given see the absences and published report cards of
by the school their children.

Student their student number and book meals at the boarding house and see
personal code published report cards.

Opening the application

¢ On the internet (computer, tablet or phone): open the address your school gave you, in Chrome,
Edge, Firefox or Safari.

e As an app: the school can give you an installation link. After the licence key, a SCHOOL icon is added
to the desktop or phone screen.

o Without internet: the USB-key version is installed by double-clicking Install. Its data stays on the PC.

Important. The online version and the offline version are two separate copies: what is entered in one
does not appear in the other.



e Signing in and changing the language

For whom? Everyone.
\

+ SCHOOL +

Signin
Student: student ID and personal code - Parent: username
and password - Teacher: PPR and access code - Staff:
username and password - Administrator: admin and the
administrator password.

CODE ETABLISSEMENT

GUIDE

USERNAME

PASSWORD OR CODE

Signin

The sign-in screen: one form for everyone

0 School code: your school's code (already filled in if you opened the school's link).
e Username: student number (student), PPR (teacher), username (staff, parent) or admin (principal).

e Password or code, then [ Signin . Your page opens automatically.

Principal’s first sign-in: if the school has a licence key, a Licence key field appears. Type the key you
received (dashes and capitals do not matter): the school is activated once and for all.

| ETABLISSEMENT EXEMPLE | (0 T

Changing the language

- Click and choose Frangais, English or

dyy=Jl. The whole screen and printed documents
follow. In Arabic, the screen switches to right-to-
left.

Signing out

Click at the top right. Always do so on a
shared computer.

The Language menu



e Home page and left menu

For whom? The principal and staff.

Classes préparatoires
aux grandes écoles

Customize your
school > 0

10

STUDENTS

4 class(es)

ADMINISTRATIVE STAFF

CLASSES

A 10

PARENTS

Py 12

TEACHERS

2

STAFF ACCOUNTS

>

-
e Todo

@ 2 unjustified absence(s) over the last
7 days

nancial 2 record(s) without e-mail or phone
i

management

10 student(s) late with payment -
33900,00DH

School year

2026 /2027

20 %de I'year écoulée

@esee

LJ) Pleinécran >

-

Shortcuts

Add astudent

Enter absences

Student cards

New expense

Customise

@ Calendar

November 2026

MO TU WE TH FR SA SU

- @

TOS 1T 123

Importalist

©

Timetables 16 17 18 19 20
25094596896 77,

30

0]

New payment

iy

Staff payment

Home: key figures, "To do", shortcuts, calendar

e At the top: the school's figures (students, classes, teachers, parents...). A click opens the matching list.

¢ To do: unexcused absences of the last 7 days, records without contact details, students behind on

payments.

e Shortcuts: Customize to add or remove tiles.

Welcome to the day school management area

EXTERNAT
e

The left menu, here with Schooling open

T h g

The left menu

Each area has its colour: Home, Customize your

school, Account management, Boarding

management, Day school management,

Financial management.

Click an area to unfold its list, then a section. The

open section moves slightly so you can spot it.

Collapse the menu keeps only the icons; Full
screen (at the bottom) hides the browser bar. On a
phone, the menu opens from the button at the top.



Customize your school

( For whom? The principal, at the start of the year.

\'EXEMPLE

Classes préparatoires
aux grandes écoles

Customize your
school N
‘@ - ” —————————————
(®) Homepageidentity > T T Tt
Boarding area photo Fe—— ) )
Photo of t t ennn ann s I Choose photo.. Default illustration
oto of your restauran e g

Welcome to the « Customize your school » area

-
Home page identity

Logos (PNG or JPG) and texts shown at the top of the home page, the areas and the printed summary.

ITEM PREVIEW / VALUE ACTIONS

School classes >
LILEE,

{99\ Account . -
) T > Photo of I'espace
externat — T — . .
Choose photo. Default illustration
% Boarding s Photo of votre , ] m ,
management établissement . "

<) Dayschool > Schoolname ETABLISSEMENT EXEMPLE
management
ial 5 i 4
m';:';;':mem > Line below Classes préparatoires aux grandes école: m Afficher souslenom

School year

Schoolyear A 2026/2027 (year en cours) v m

2026 /2027

En-téte des états —

ligne 1 ACADEMIE REGIONALE DE L' EDUCATION Save

e.g. Académie régionale

LJ) Pleinécran >
En-téte des états —

linna 2 NIDECTINN DDOV/INCIALE ”

20 % deI'year écoulée

Customize your school > Home page identity

School name and line below: they appear at the top of the screen and on every document.
School year: it changes by itself on 1 September.

Report headers (lines 1 and 2): the Academy and the Provincial Directorate, printed on official
reports.

Boarding and day-school photos: they decorate the home pages of these areas.



EXEMPLE

/Classes préparatoires
auxgrandes écoles

Welcome to the « Customize your school » area

Customize your
school

Home page identity >

@) Schoolclasses

STUDENTS
o) Account
management 4
§q) Boarding
management

&) Dayschool
management

Financial
management

2026 /2027

L4/ Pleinécran

Customize your school > School classes

Type one or more classes separated by ";" then . Removing a class does not affect students.



Account ma nagement

( For whom? The principal.

EXEMPLE

Classes préparatoires

aux grandes écoles Account management

Tick the areas each account can access. A disabled account can no longer signin. Students never
have an account here

{2 ) Home
4 D
Customize your LAST NAME USERNAME ENTRANCE CONTROL ~ RESTAURANT MANAGEMENT ~ ADMINISTRATION  FINANCIAL MANAGEMENT
&3]
& school
Directeurdes études  directeur
Account
3] . - . Y
management Surveillant général surveillant O O
_
Staff accounts >
r
@ Teacheraccounts > Create an account
(&) Accountsparents > FULL NAME USERNAME
e.g. Karim Amrani e.g. surveillant]

Student accounts >

PASSWORD (8 CHARACTERS MINIMUM)

¥q Boarding
management [ t48j4stnmh ]

Day school AUTHORISED AREAS
management

Entrance controlarea [ | Restaurantmanagement [ | Administration [ ] Financial management

Create the account

_

School year

L3) Pleinécran

Account management > Staff accounts

Staff accounts: , name, username, password, then tick the allowed areas
(boarding, restaurant, schooling, finance, administration).

Teacher accounts: one access code per teacher in the records. Add all the school's teachers
creates them at once; Print the access codes to hand them out.

Parent accounts: Create accounts for all parents (username firstname.lastname, suggested
password). A parent of several children has only one account.

Student accounts: student number and personal code of each student, suspension possible.



2 EXEMPLE
2/ Classes préparatoires.

50 30 auxgrandes écoles

S school >
&

>
(@) Teacheraccounts >
>

) management >
=, Financial

3) Plei

 ETABLISSEMENT

Teacheraccounts

area: marksand

encesfor thelrclasses.

PYRFIERTRPSI  Addallthe school's teachers (2)

Accounts

10

‘eachers with accass

WITHOUT ACCOUNT

2

12 tencherts) nthe records

Teacher

suspeNDED

o

accassblocked

-
SeARCH

Searchfor ateacher

1356218

1287345

1198452

FULLNAME sussecT
BENJELLOUNOmar  Droit

BERRADA Said Mathématiques
EL

Teacher accounts

cuasses

ECT2,ECT3

EcTL

ECTLECT2,ECT3

Access cove

050713

326352

021204

Printaccess codes

STATEMENT

o hetive

o hetve

Edit Susy
print

Deleteac
Edit Sugy
print

Deleteac.
Edit Susy

print

ETABLISSEMENT
EXEMPLE

(21 Classes préparatoires
‘auxgrandes écoles

72 Accounts parents

Inaacces qualEspace

paront spublisat o

&) Customize your

Accounts WITHOUT ACCOUNT

10 0
-

SUSPENDED

o

accessblockedt

Q) H b
_ PUTEIIT I Créer les comptes de tous les parents (0)
E >

4 >
—
@ >

p
search
Rechercher un parent, unidentifiant, un student. Printles accés
[r— panent — PHONE  PASSWORD  STATEMENT
i¢) Boarding
1) management >
a Edit Suspen:
&) Dayscrool s samira.alaoui ALAOUI Samira ALAOUI Mehdi (ECT3) - pSMC7695 e actve  Print
Sy Delete accour
= Edit Suspent
rachid. bennani T - yzip$9S3  ehehe  Pam
Deleteaccou
Edit Suspend
hanned. b 80 eol T2 - byewsssd eacwe  print

Parent accounts

Suspend blocks sign-in without deleting anything; Restore reopens it. Access permission (at the

top) lets the principal hide sections from other accounts.




Student, teacher and parent records, student cards

For whom? The administration.

aux grandes écoles

{2 ) Home

v|

Customize your

w
o
=
o
0

b
1]
[}
(]
[
=2
-

=

Q
>/ management

[+
o
o
2
g
3

@

¥

management

Day school
management

@ g\ Schooling

=) Studentlist

B) Timetables

Marks & report
B cards 2

Student
& absences

] Certificat de
scolarité

L3) Pleinécran

.m‘ ETABLISSEMENT
4 o PEXEMPLE

5[ Classes préparatoires

Welcome to the day school management area

r
Studentrecords (10)
Same list as the boarding students. List file (Excel or CSV), with a header row or in this order, one line per student,
nom;prénom;classe;identifiant;code;e-mail; téléphone;e-mail des parents;autorisation d'envoi;téléphone des parents;date
de naissance;n° d'inscription.Avec|autorisationd'envoi, les parentsregoiventune-mail guand leur enfant est marqué absent (site en ligne).
Bouton «+Add unstudent » et lien« Edit » : 1a fiche compléte, unstudent a la fois. Photos : images ou dossier (identifiant dans le nom from fichier, par
exemple CP25-001. jpg), fichier Excel .xIsx (photo of la ligne de I'identifiant) ou PDF (photo prés de I'identifiant). dans n'importe quel ordre ; une seule
photo par student, la nouvelle remplace|'ancienne.

Import the list (Excel or CSV)... Import des photos (images, Excel, PDF)...
Export the list (Excel) Télécharger depuis CPGE.AC.MA

Export photos (ZIP)

+Add un student

Import un dossier de photos...

Télécharger depuis MASSAR Allow sending for all (parents' e-mail or phone filled in)

[ Searchforastudent, aclass, anD... ]

PHOTO LAST NAME

! |
@ BENNANI Salma ECT1

FIRST NAME CLASS USERNAME CODE DATE DE NAISSANCE NO. D'INSCRIPTION PHONE E-MAIL

J137840215 5730 14/03/2008 2026/0153 - salma.beni

J138114526 5018 - = - imane.chel

CHERKAOUI  Imane ECT1

Day school management > Student records

One by one: + Add a student (photo, name, class, ID, date of birth, parents' phone and e-mail...).

The Edit link opens the same form.

° From Excel: Import your file as it is. Columns are recognised by their title, in any order.

e From the portals: QLI CECRiT Kol L] IV or QLI LRSS (see part 12).

Photos in bulk: Import photos accepts images, a folder, an Excel file or a PDF. Each photo goes to
the record with the closest ID.



EXEMPLE
b

Classes préparatoires
auxgrandes écoles

@ 4
Home Teaching staff records (12)
List of teachers. List file (Excel or CSV), with row orin this order, one line perteacher:NOM ET PRENOM; PPR; CIN;Grade; Echelle;RIB; TAUX
@) Customizeyour I6R EN %;taux;E-MAIL; TELEPHONE; MATIERE. Lamatié ignée se met dans 'emploi from temps quand on choisitle
school professeur. L'échelle, le tauxIGR et le i al'état de lles. Photos : ier (PPR from fichier, par exemple

1234567. jpg), fichier Excel xisx ou PDF, dans n'importe quel ordre ;

+Add ateacher Import the list (Excel or CSV)... Import des photos (images, Excel, PDF)...
Import un dossier de photos... Export the list (Excel) Télécharger depuis CPGE.AC.MA

Télécharger depuis MASSAR Export photos (ZIP)

%q) Account
"/ management

§q) Boarding
management

o) Dayscho
managem

Schooling

) Search forateacher, a subject, aPPR, a grade
Student list :

B) Timetables

PHOTO  FULLNAME sussecT PoR cm GRADE scaLe
) Marks&report
rds
== ~ BENJELLOUNOmar  Droit 1356218 BEG97369 coCMe’ n
%) Student 2 agrégé
absences
: Teach
oot ae - BERRADASaid Mathématiques 1287345 22999 eacher 1
agrégé
Teacherde
- EL KADIRI Abdellah Economie générale et statistiques 1198452  MC255927  I'enseignement  Hors échelle |
supérieur

Teaching staff records: PPR, ID card, grade, scale, RIB, rate

| Student cards

EXEMPLE

C Classes préparatoires
%" auxgrandes écoles

@) H (
lome
Student cards (10)
Bank card format 85.6 x 54 's phe dded in Day school tudent ds)is printed on the left, in the gold
@) Customize your frame; without a photo, the bty to stickone on.
school
Filter
Account
)
management
Ty COULEUR DE FOND DES CARTES : N B N N §
@ managoment Beunut Blevardoise Bleurol Bleupétole Turquolse Vertémeraude Vertsauge Vertolve  Kaki  Sable
—— [ N N N N N BN
management Brunchocolat Terrecuite Bordeaux Prune  Violetroyal Lavande Gristaupe Grisanthracite
wnee: R (D G0 0B
Schooling Trésfoncée Foncée Average Douce  Claire

Student list
Download the cards (PDF A4, 9 per page) Download the card folder (ZIP)

E) Timetables

@) Marks&report s % LSSEMENT ; CTABLISSEMENTE

cards

&) Student N - ( JERKAOU! | ELAMRANI
e et 1 [ Youssef

Certificat de > Ecn 138114526 Ecn 3136521468

) 307072021 L ) 3070772027

scolarité

Day school management > Student cards

All cards are created automatically: photo, name, class, number, QR code, school gear logo, year. Choose
the background colour and shade, then export as PDF (9 cards per page) or ZIP. A lost card is replaced
by a new one: the old card no longer passes the check.



Timetables

For whom? The head of studies.

ETABLISSEMENT

EXEMPLE

Classes préparatoires
53> auxgrandesécoles

Timetables

Weekly timetable of each class: subject, teacher, roomand session type. Conflicts (teacher or

{2 ) Home

Customize your

school
By class Byteacher  Tableauxde service Création automatique Time slots
*) Account
) management
CLASS
¥ Boarding
management ECT1 v m Export (Excel)

Day school
management

(®) schooling

=) Studentlist

B)) Timetables

B Marks & report
cards

>

room already busy at the same time) are flagged.

Cliguez of « + Add une séance » sous un jour, puis choisissez|'heure et la durée (1h, 2 h, 3 h ou 4 h). Cliquez of une séance pour la modifier.

Monday 6 h

I
08h0E-16hE0 2 h

Mathématique
s

Prof provisoire 7
\

PAUSE

Tuesday 6 h

[

08h0e-16h00 2 h

Mathématique
s
Prof provisoire 7

PAUSE

Wednesday 6 h
98h00-10h08 2 h

Informatique
KETTANI Yassine

PAUSE

14h00-16h88 2 h

Thursday 6 h
88h08-16h88 2 h

Informatique
KETTANI Yassine

PAUSE

14h88-16h88 2 h

Friday 6 h

;

088h0E-0%9h88 1 h

Mathématique
s

Prof provisoire 7
\

89h08-10h88 1 h

Saturday 5 h

(

08h0e-09hee 1 h

Informatique
KETTANI Yassine

PAUSE

14hee-16h80 2 h

Culture
&) Stwdent 14h0-16h08 2 h 14n80-16h08 2 h Ciiltiife Ciiltiife générale P—
absences Manag t M générale générale (Frangais) générale et
[ fiee okl MOUSSACUI (Frangais) (Francais) HAMDAOUI Laila statistiques
) ercatce Hind Hind HAMDAOUI Laila HAMDAOUI Laila ELKADIRI
scolarité \ \
Abdellah
, PAUSE \
16h8-18h08 2 h 16h80-18h68 2 h 16h88-17h00 1 h 16h09-17h88 1 h r ¢

14h00-16h60 2 h

16hee-18he6 2 h

Arabe Arabe Economie Management e .
ELMANSOURI ELMANSOURI générale et MOUSSAOUI Economie Anglais
Aicha Aicha statistiques Hind générale et ZIANIKarim

Schooling > Timetables > By class: one column per day, one card per session

Click a session to change it (subject, teacher, room, type, length of 1 to 4 h) or + Add a session. A teacher
or room clash is flagged. On the right: hours per subject and teachers.



| Automatic

EXEMPLE

{7 ) Home

Customize your

school

,Q;, , Account
3
"/ management

¥ Boarding
management

Day school
management

Schooling

=) Studentlist

&) Timetables

B Marks & report >

cards

Student
8 absences

Certificatde
scolarité

creation

Classes préparatoires
aux grandes écoles

By class

Timetables

Weekly timetable of each class: subject, teacher, roomand session type. Conflicts (teacher or

room already busy at the same time) are flagged

Byteacher  Tableauxde service Création automatique Time slots

ne to the day school management area

Guide >

CLASS

ECT1

SUBJECT

Mathématiques

SEANCESDE1H SEANCESDE2H  SEANCESDE3H  SEANCESDE4H

1 2 0 0
Economie générale ¢ 1 2 0 0
Management 1 2 0 0
Informatique 1 9 0 0

Automatic creation tab

Pour chague matiére de la classe : le nombre de séances par semaine de 1h,de 2h, de 3 het de 4 h, puis le professeur (a teacher de I'école, ou ateacher
provisoire en attendant). Un professeur quia plusieurs classes n'est jamais placé dans deux classes en méme temps. Les mathématiques, la physique, les
sciences et les matieres techniques (#) sont placées le matin si possible.

TEACHER DE L'ECOLE

— Choisir—

EL KADIRI Abdellah — Economie <

MOUSSAQUI Hind — Managemer

KETTANI Yassine — Informatique

0 For each class and subject: the number of 1, 2, 3 and 4-hour sessions, then the teacher (or a
"temporary teacher" until one is appointed).

a Create now: all classes are placed together, with no class, teacher or room overlap. Mathematics,
physics and science subjects go in the morning.

e Another proposal if the grid does not suit you, then .

XEMPLE

Classes préparatoires
aux grandes écoles

Customize your
school

Account
management

§q) Boarding
management

P’ Day school
management

4

(®) schooling
£) studentiist

) Timetables

@) Marksareport

o
2
¢
iV A<

Student
8 absences

v

C] Certificatde
scolarité

v

ETABLISSEMENT

Timetables

Weekly timetable of each class: subject, teacher, room and session type. Confiicts (teacher or
room already busy at the same time) are flagged

By class By teacher Tableaux de service Création automatique Time slots

Welcome to the day school management area

TEACHER

&4 int le tableau de service

Print tous les professeurs provisoires (1)

BENJELLOUN Omar — Droit (5 h)

Print tous les professeurs de I'école (8)

Fullname : BENJELLOUNOmar PPR:1356218 Grade:Teacheragrégé Subject:Droit Weeklyteachingload:5h

PAUSE

cu ce 16heB-18h88 2 h
Droit

ECT2

PAUSE 16h60-11h60 1 h

PAUSE PAUSE

Droit

16h66-18h08 2 h s
Droit
ECT2

Service sheets: one document per teacher, ready to print

CcLASS SUBJECT SEANCES PAR SEMAINE HOURS / WEEK
ECT2 Droit 1x1h2x2h 5h
Total Lclass(es) 3séance(s) 5h
Monday - Tuesday - Wednesday 2 h Thursday 2h Friday 1h Saturday -

AUSE




Grades and report cards

( For whom? Teachers (entry) and management (class council, report cards).

BEXEMPLE
& ‘s>’ Classes préparatoires
U3 aux grandes écoles

{2 ) Home

v|

Customize your
® y

w
o
=
o
0

,Q;o , Account
3
/' management

[+
o
o
2
g
3

@

¥

management

Day school
management

<

(\5} Schooling

=) Studentlist

B) Timetables

B Marks & report
cards

v

Student
& absences

v

v

g Certificat de
scolarité

L3) Pleinécran

% <63 ETABLISSEMENT

Guide >

5

Welcome to the day school management area

Marks & report cards

Mark entry by assessment, subjects and coefficients, class council (comments and decisions),
printable report cards and class results.

Mark entry Subjects and coefficients Class council Report cards Results Settings
r
CLASS PERIOD SUBJECT
ECTI ¥ Ist semester ¥ Mathématiques — coef. 9 v
Teacher: BERRADA Said - Subject coefficient : 9 - 1st semester (from 01/09/2026 to 31/01/2027).
"
Assessments (2)
Each assessment has its own coefficient and scale. The subject average is the weighted average
e + New assessment
of marks converted to 20; "Abs" is not counted.
ASSESSMENT TYPE DATE COEF. OuT OF MARKED AVG. /20
Supervisedtestn®1l Supervised test 12/10/2026 2 /20 4/4 11,25 Edit Delete
Written quizn® 1 Written quiz 14/10/2026 il /20 4/4 12,75 Edit Delete
"
( )\
Marks — Mathématiques — ECT1
Type the mark (comma éccepted) or "abs". Enter or arrows 1  to move between students. You Print the mark sheet Export (Excel)
canpaste a column conied from Excel

Schooling > Grades and report cards > Grade entry

0 Subjects and coefficients: once per class (can be copied to other classes).

Grade entry: choose the class and period, create the assessment (title, type, coefficient, scale) and
type the grades. Enter and the arrow keys move to the next cell; you can paste a column from Excel.
"ABS" for an absent student.

Class council: averages and ranks are calculated; Suggest fills in comments and decisions

(Promoted, Repeats, Excluded at the end of the year), which you can freely correct.

0 Report cards: A4 preview, print one student or the whole class, then Publish for students and

parents.

e Results: statistics and printable minutes.



EXEMPLE

‘Classes préparatoires. Rojune ETABLISSEMENT EXEMPLE REPORT CARD
sl Welcome to the day school management area ERARTSI, Sassespripaatabes augiandes écoles et somester
SHEREIEE Sorootyen Schootyear2026/2027

Student BENNANI Saima Student code 1137840215
Mark entry Results  Settings Subject Coef. Average/20 Classavg.  Lowest | Highest Rank | Teacher'scomment

Mathématiaues. 9 1300 175 900 las0 2

BERRADA Said
§q) Boarding > Economie générale etstatistiques | & 1350 1225 950 1500 2
management el v Istsemester v ELKADRIAbdalsh

7 1350 1225 9s0| 1500 2

MOUSSAOUIHind

Informatique 3 1500 1375 1100 1650 2
KETTANI Yassine

Day school
| = management

< v

Culture générale (Frangals) 5 1400 1275 1000 1550 2
HAMDAOULaia

— ‘OUAZZANI Hamza 15,33  Good Class council's comment
9 SlP [ymm— T [E— Grace
- 13,83/20 2e 12,58 Fairly good
Y W—— BENNANISalma 13,85 Failygood 6n [ Ciass councirscomment e

ELAMRANI Youssef 11,33 Pass Class council's comment

Class council's comment

Thedirector

Class council

Report card



Absences and parent notices

For whom? Teachers and supervision (attendance), administration (approving notices).

\=PEXEMPLE

> Classes préparatoires

SRR b Welcome to the day ¢ )l management area

) Home Student absences

Roll call by session, tracking of absences and lateness, justifications and notices to parents.

v|

Customize your

w
o
=
o
0

Absence entry Notice to parents Tracking by student Summary

Account
,gg ' management Téléchargerles absences depuis CPGE.AC.MA Télécharger les absences depuis MASSAR

¥ Boarding
management ("
CLASS DATE SESSION
Day school % . 2
management ECTI v 06/11/2026 [m] 08h00 -10h00 — Mathématiques - Prof provisoire 7 v
Cé\r Schooling Scheduled session: Mathématiques - Prof provisoire 7. - Roll call already saved on 06/11/2026 412:15 par Directeur des études.
4student(s) Present3 Absentl LatenessO
NO.  STUDENT STUDENT ID ATTENDANCE LATENESS - JUSTIFICATION
B Marks & report >
cards 1 BENNANISalma e cpge.ac.ma J137840215 Present @ Late [) Justified | Reason (medical certific
Student
® absences
" 2 CHERKAOUlImane J138114526 Present Absent Late
g Certificat de
scolarité
L N 3 ELAMRANIYoussef J136521408  Present Absent Late
L3) Pleinécran
4  OUAZZANIHamza J135902317 Present Absent Late

Schooling > Student absences > Absence entry

a Choose the class, date and session (subject and teacher come from the timetable).
e Mark each student Present, Absent or Late (minutes), tick Excused and type the reason if needed.

Save the roll call. Then the green button QEEEIEEINELAF NSRS copies the absences to the portal
(part 12).



Lens

Welcome to the day school management area

@) Home Student absences

Roll callby session, tracking of absences and lateness, justifications and notices to parents

@) Customize your
school Absence entry Notice to parents Tracking by student Summary

Account
o) management Télécharger les absences depuis CPGE.AC.MA Télécharger les absences depuis MASSAR

§) Boarding

management 4
DATE
Day school
06/11/2026 [m]
management LA Checkall Uncheckall
1 late I(s) Tovalidatel \pp 0
CLASS  SESSION ENTERED BY STUDENT ABSENCE PARENTS' PHONE  NOTICETO PA
® Vcpge.ac
ECT1  08h00-10h00-Mathématiques  Prof provisoire7 ~ BENNANI Salma ® Absent no number
Delete

Marks &report
cards

® S;udem Validate and send to parents (1)
absences

&

Certificat de
D ccolarits 2

Parent notices tab

0 The administration opens Parent notices: absences and late arrivals of the day, all classes.

Tick the students, then QA EELE RN ERERENIEY: e-mail and WhatsApp, message in French then
Arabic. The status ("v WhatsApp sent") stays visible.

Nothing is sent without the administration. Teachers only enter data. Automatic WhatsApp
sending needs the SCHOOL extension in Chrome; without it, a WhatsApp button per student opens
the ready-to-send message.

2/ Classes préparatoires

Sgrandes decles Welcome to the day school management area

@) Home Student absences

Rollcallby session, tracking of absences and lateness, justifications and notices to parents

lg
&
v

Customize your >

school Absence entry Notice to parents Tracking by student Summary

Télécharger les absences depuis CPGE.AC.MA Télécharger les absences depuis MASSAR

FROM T0

01/11/2026 m] 06/11/2026 a m Export (Excel)

Account >
"/ management

Boarding
" management >

Day school
management

r’g) Schooling Delete toutes les absences de la période (toutes les classes)

<
)

=) Studentlist
B SAVED ROLL CALLS ABSENCES UNJUSTIFIED ABSENTEEISM RATE
B) Timetables
2 2 4h 28,57 %
Marks &report
& coras > from 01/11/2026 to 06/11/2026 4hof missed classes tobe settled hours missed / hours due
Student
class
@) Certificatde s By
scolarité
. cLass STUDENTS ROLL CALLS ABSENCES HOURS JUSTIFIED LATENESS RATE
9 ”
“r ) ' : ! " ’ —
ECT2 3 el ik 2h 0Oh 0 33.33%  Trackina

Summary: absence rate by class, subject or level

Follow-up per student: excused and unexcused hours over a period, editable details, printed notice. The
Delete link removes an absence entered by mistake (two clicks to confirm).



School certificate

( For whom? The administration.

‘;\: EXEMPLE

/ ,,rgclassespréparatoires

aux grandes écoles
A5 Welcome to the day school management area
r
Certificat de scolarité
Choisissezla classe et |'student:: le certificat se remplit avec sa fiche (date de naissance, n° d'inscription, classe...). Imprimez-le, signez et mettezle
Customize your cachet.
school
CLASS STUDENT FAITA SIGNATAIRE
,Q;o , Account i .
™/ management ECTI v BENNANI Salma v EllJadida directeur
Boardi . .
1q m(;anrag";?nent Print le certificat Print toute laclasse (4) Complétersa fiche
_
Day school
management
i ETABLISSEMENT EXEMPLE No.:2026/0153
@ Hinsiere de réoucsiontiatonale - Classes préparatoires aux grandes écoles
Rl nelle et de la Qualification Schoolyear 2026/2027
CERTIFICAT DE SCOLARITE
Marks & report
cards dpuydo 83lgas

Student
& absences .
directeur from ETABLISSEMENT EXEMPLE soussigné, certifie quel'student :
Certificatde
scolarité

)

Full name BENNANI Salma
Date de naissance 14/03/2008

L3) Pleinécran
No. d'inscription 2026/0153

Schooling > School certificate

a Choose the class then the student: name, date of birth, enrolment number, student code, class and
photo come from the student's record.

° Check "Done at" and the signatory (kept for next time).

e Print the certificate, or Print the whole class (one certificate per page).



@ General supervision

For whom? The general supervisor. The pages are at the end of the Day school management > Schooling list.

_EXEMPLE

)y Classes préparatoires
aux grandes écoles

Welcome to the day school management area

> Remplir depuis MASSAR

Daily report

Customize your

w
o
=
o
0

b
1]
[}
(]
[
=2
-

=)
_—~ management Report date

06/11/2026 [m} <4 Previous day Next day LI LIa Bl Friday 06/11/2026

” ~ N 7 N

[+
o
o
2
g
3

@

¥

management

Day school .
management Enrolled students Students absent Students late Teachers absent Accidents

10 1 0 0 0

@) Schooling

=) Studentlist

Student absences and late arrivals

B) Timetables

Class. Enrolment Students absent Absent sessions Students late
B Marks & report >

cards ECT1 4 1 1 0
Student

& absences

Teachers absent or late

] Certificat de

scolarité Teacher Type Duration Reason Justified

None.

L3) Pleinécran

School accidents

Daily report: the day's absences are already filled in

Page What it is for
Dashboard The day at a glance: absent and late students, absent teachers, accidents.
Daily report Prepared automatically with student and teacher absences; add your

remarks, Print the report.

Teacher absences Entry and summary per teacher.
Weekly absence lists Lists for teachers: per class, per level or all classes, 3 templates.
School accidents Printable accident report.

Inspections and visits, Tutoring Registers and attendance sheets.



ETABLISSEMENT

-

Welcome to the day school management area

 ETABLISSEMENT

Welcome to the day school management al

Remplir depuis MASSAR

~zTm
Dashboard Weekly attendance sheets
-~
P i = p kB g
Quick access
i
'WEEKLY ATTENDANCE SHEET
- .
@ e R Lm B sy rpen sl
s Sch I26/2027 Week of 02/11/2026 to 07/11/2026
Np— [ Ttoing sesions
y :

Dashboard Weekly absence lists

Automatic filling: when the page is open and the SCHOOL extension is installed, absences from

cpge.ac.ma are fetched every 10 minutes. Update now does it immediately; reads
a file exported from MASSAR.



Exchanges with cpge.ac.ma and MASSAR

For whom? The administration. You need the SCHOOL extension in Chrome, installed once per PC (the file
and instructions are provided by your supplier).

| Importing from cpge.ac.ma

0 In Student records, Teaching staff records or Student absences, click the green button

Download from CPGE.AC.MA }

The first time, a small window asks for your portal username and password. The password is never
kept.

o SCHOOL shows a preview: new, updated, new classes. Check, then (3.

| Exporting absences to cpge.ac.ma

0 After the roll call, click (NI,

° The portal tab opens and the absence form fills itself in (date, hours, duration, reason, students).

e Check, then click Save in the portal yourself. The student gets the "V cpge.ac.ma" mark.

| Importing from MASSAR

0 Click , then Open MASSAR and sign in.

° Export the list to Excel from MASSAR, then Choose the file and Read the list.

e Titles in French or Arabic are recognised, as well as the class written above the table.

If nothing happens: in Chrome, open chrome://extensions, check that the extension is enabled
and its "Site access" switches are on, then press Ctrl + F5 in SCHOOL.



Boarding management

( For whom? Restaurant supervisors and stewards.

EXEMPLE

/) Classes préparatoires
5 auxgrandesécoles

MEAL OF FRIDAY 6 NOVEMBER

73
Breakfast Lunch Dinner

Scanthe QRcode ortype aname Booked, notyetentered 6 étudiants
Customize your
school >
ALAOUIMehdi ECT3 ® booked
No scanner? orread a QR code photo
) Account > BENNANI Salma ECTI @ booked
management - .
Aosrany CHERKAOUIImane ECT1  ® booked
D e Already entered at )
ELIDRISSI Khadija ECT2 ® booked
r Entrance control L]
® - > 21:50 SAIDI Ayoub ECT2 @ booked
Re
W m?r::;r;:tem > OUAZZANI Hamza TAZI Meryem ECT3  ® booked
ECT1.- 135902317
Access denied: already entered. Latest entries
management
‘ “ 21:58 OUAZZANIHamza o servi
- Financial
7 1 6 0
BOOKED ENTERED REMAINING WITHOUT
School year BOOKING

2026 /2027
—

20 % de'year écoulée

LJ) Pleinécran >

Boarding management > Entrance check

0 Choose the meal (breakfast, lunch, dinner).
e Scan the card with a reader, or of the phone: each card is read automatically.

e Immediate answer, shown and spoken aloud: Access granted, Already passed, No booking
(exceptional entry possible) or QR code not recognised, with an alarm on refusal.



\

 CEXEMPLE
Classes préparatoires
auxgrandes écoles

Customize your DAY BREAKFAST LUNCH DINNER  BOOKINGS
school
Today - Friday 6 November 8 (0 served) 7 (0 served) 7 (1 served) ® closed
%) Account
2V manageme; Tomorrow - Saturday 7 November 7 e closed

i Boarding Sunday 8 November 8 ® ouvertes
management
Monday 9 November 0] ® ouvertes
&) Entrance control
area

7{) Restaurant
management

Day school : novembre 2026 O Print Download as PDF
management

Financial o 0 1

management
BREAKFASTS LUNCHES DINNERS

MEALS SERVED CONTROL

BREAKFAST LUNCH DINNER BOOKED WITHOUT BOOKING BOOKED BUT ABSENT

Dim.OL 0 0 c] 0 ) 0 0

Lun.02 [} 0 0 0 0 0 o]

Boarding management > Restaurant management

Numbers to prepare for 4 days for the kitchen, booking deadline (the day before, 20:00 by default) and
meals served for the month, printable with signatures.



Finance and payroll

For whom? The bursar and accounts with the Financial management area.

Welcometot

Dashboard
) e + New payment + New expense
Financial situation of the schoolyear 2026/2027 to 06/11/2026.

Customize your

school RECEIVED THIS MONTH EXPENSES FOR THE MONTH CASH POSITION BALANCE TO COLLECT
" 0,00DH 1350,00DH 13450,50DH 33900,00 DH
R m‘::;‘;:ment 0 payment(s) 1transaction(s) receipts - expenses of the year of 56700,00 DH due
fij) Boarding COLLECTION RATE LATE STUDENTS
management
40,20 % 10
Day school of the amounts due of 10 students

management

Financial
= management

Feb.2027
(®) Fees&rates > ® Receipts 0,00 DH
< @ Expenses 0,00 DH
@ Student accounts >
Receipts o

Unpaid fees & S
reminders

LJ) Pleinécran )

Financial management > Dashboard

Fees & rates: registration, monthly fees, insurance... per class or per student.

Student accounts: options, discount, exemption; each student's balance is calculated.

e Receipts: numbered receipt printed as original and copy, amount in words.

o Unpaid fees & reminders: printed letters, or WhatsApp reminder to parents ("v reminded on ...").
e Expenses, Cash book, Reports by month, category and class; CSV export everywhere.

% ETABLISSEMENT
Q +SEXEMPLE
“'.‘\‘(“ 'l ir

e _
56 ETaBLISSEMENT @ aon Y@ omrer Y4 @) snot Y| @) 0625] ©) Lvove
EXEMPLE
- Classespréparatalres . .
P = 202 ccisi Welcome to the financial mar

@ > Receipts

Welcome to the financialmanageme

Unpaid fees & reminders
Amounts dueunpaidas of 06112026

Al classes §| Envoyeriarelance par WhatsApp auxparents (0)

printthelist  [MECAUISIETSAN  Export (Excel)

Typethe student's name or code. 06/11/2026 B

Chooseastudentto see theisituation.

CHE CE T

sefaltdinsaulclc.

sTupenT cuass oue PAD BALANCE  MONTH  LASTPAYMENT

CHERKAOUlImane  ECTL 250,00 DH 0,00 DH 5250,00 DH g = Reminder  © WhatsApy

Fenorguasenrane _
Save

print the receipt

LAHLOUNouhala  ECT3  5250,00 DH 9,00 DH 5250,00 DH 3 - Reminder  © WhatsApy

SAIDI Ayoub ECT2 5250,00 DH 1560,00 DH 3750,00 DH 3 09/10/2026 Reminder WhatsAps

novembre 2026 B | Almethods vl student receiptno.

Receipts Unpaid fees & reminders



| staff payroll and oral exams (colles)

. /5 Classes préparatoires

eixgrandes dcoles Welcome to the financial management area

o\
v

@®) Home Staff payroll
Salaries of teaching and administrative staff (day school records). The generated payrollis
" recorded in expenses, category Salaries.
Customize your >
school
Generate the month's payroll Print the payroll statement
Account >
>/ management
PAYROLL MONTH
Boarding bre 2026 : o
D ons et > novembre B Entereachperson's netsalary: itis saved as soonas you leave the cell.
Day school N 12person(s) Monthly payroll0,00DH  Payroll of Nov. 2026 not generated
NG LAST NAME TYPE POSITION / SUBJECT PPR RIB NET SALARY (D}
Financial i .
mansgarmestt v BENJELLOUNOmar  Teaching ~ Droit 1356218  067165303002526164388214 0,00
BERRADA Said Teaching  Mathématiques 1287345 007131286956486416799825 6,00
,
ELKADIRIAbdellah  Teaching Economie générale et statistiques 1198452  807123701252023922534159 0,00
Studentaccounts >
. ELMANSOURIAicha Teaching Arabe 1311875 007176541659237000425882 6,00
@) Receipts >
id fe
FASSIFIHRI Nadia Teaching Mathématiques 1312906  007180646257972829006170 6,00
HAMDAOUI Laila Teaching  Culture générale (Frangais) 1220647 007107047301152312886407 0,00

Financial management > Staff payroll

¢ Staff payment: payslips (CNSS, AMO, professional expenses, 2025 income tax scale), payroll book,
transfer order, CNSS and income tax summary. Record the month's payment creates the expenses
and locks the month.

e Colles: hours per week for each teacher, official-format statement, payment recorded.

¢ Colles table: one row per teacher for the period, A4 landscape print and Excel export.



Transport management

( For whom? The bursar.

: " LEXEMPLE
SO / __.b Classes préparatoires
&

SRRl Welcome to the financial management area

Gestion from transport

Schooltransport: véhicules, chauffeurs, circuits et arréts, students abonnés, mensualités et

i dépenses des véhicules.
Customize your

school

Dashboard Students transportés Circuits et arréts Véhicules Chauffeurs et accompagnateurs
oo Account

2/ management Expenses des véhicules

¥q Boarding
management VEHICULES EN SERVICE CIRCUITS STUDENTS TRANSPORTES FACTURE CE MONTHS

Day school 1 I 1 1 4 1400,00 DH

management 15 place(s)libre(s) mensualités de transport

) Financial

management EXPENSES FOR THE MONTH

0,00DH

Dashboard > véhicules

(©) Fees&rates >
[ @ Student accounts >
(@) Receipts

>
Unpaid fees & S
reminders

LJ) Pleinécran )

+Dépense de véhicule

Financial management > Transport management

0 Vehicles: registration, seats, insurance, inspection, road tax and permit dates.
e Drivers and escorts: licence and expiry date.
e Routes and stops: outbound and return times, vehicle, driver, monthly fee.

° Transported students: route, stop, trip; the monthly fee is added to the student's account.

Alerts: when Financial management opens, a window warns if an insurance, inspection, road tax or
licence has expired. The transport dashboard also shows deadlines within 30 days. Each route's route
sheet can be printed.



Teacher, parent and student areas

‘ @ ELKADRIAbdelah (@) Signout

E=See | The teacher

Teacher area — ELKADIRI Abdellah - Economie générale et statistiques

Marks Absences
8. | B

Signs in with their PPR and access code. Two tiles:
Grades (their classes and subject only) and

e Absences (roll call for their sessions). They see
e e e . neither finance nor other classes.

nnnnnnnnnnnn

Supervisedtestn® 1 Supervised test 16/10/2026 2! 720 a/4 1225 Edt Delete

Teacher area

ETABLISSEMENT EXEMPLE © suothiasan (@) Sionont

E==e | The parent

pace parent — SAIDI Ayoub - ECT2 Signs in with the username and password given by

== [l the school. Report cards: those the school has
I o published. Absences: their child's absences and
RO late arrivals. A parent of several children picks the
child at the top.

Parent area

© cuzin: 1O

ETABLISSEMENT EXEMPLE © ouaznsiones | @ sonou

FEED O unsusse -

Espace student — OUAZZANI Ha ECTI

E E ‘OUAZZANIHamza

a Monbulletin A ic” .
Mes butesins denctes Showt

-

My bookings

meal. Backings close the day befare at 20:06.

Breakfast Lunch Dinner
Frosont Frosont Servadat21:50
Breakfast Lunch Dinner
Present pesert || presem
Sunday Breakfast Lunch Dinner
pppppp Hosont sosent
o

Meal booking

morrow
day7

Student area

The student signs in with their student number and code. Book my meals: one click per meal over the

next 8 days, until the day before at the deadline; each click is saved at once. My report card: their
published report cards.



Q Frequently asked questions

| forgot my password.

Staff, teacher, parent, student: ask the principal, who gives a new one in Account management (New
password or Edit). Principal: contact your supplier.

A student lost their card.

Day school management > Student cards: replace the card. The old card is refused at the entrance check.

A parent did not receive the WhatsApp notice.
Check the Parents' phone (WhatsApp) in the student's record and the Sending allowed box. In Parent

notices, the status of each sending is shown, with the reason if it failed.

| cannot see a section.

Your account does not have that area, or the principal has hidden it with Access permission. Ask them.

Is the data safe?

Each school's data is kept separate. Passwords are encrypted. Each account sees only its own areas. The
principal can make a full backup at any time (Account management > Backup).

Good habits: sign out on a shared PC; never give your password; check the list before saving an
import; publish report cards only after the class council.



