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Part One

Profile Settings



How to login school dashboard

1

Enter“Classin.com”in your browser(Recommended 

use Google Chrome & Firefox)

1.Click“Sign In”in the upper right corner

2.Enter your phone number and the password

2

Back to catalogue



Authorization

1

2

If the verification is not approved successful, the cloud 

recording function will not be available

1.Login your school dashboard, and enter “Authorization”

2.Click“Edit”to input your correct information

Back to catalogue



Add administrator（Sub-account）

1.Enter“Sub-account”

2.Add sub-account

3.Input their information 

and check the permissions

The ClassIn school dashboard has only one 

main account by default. If there needs to 

add other administrators, it needs to add 

sub-accounts. Up to 100 sub-accounts can be 

added, and each sub-account can be given 

different permissions
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Change/Delete the sub-account

1

2

When the information of a sub-account is filled in wrongly 

and needs to be modified or deleted, the operation can be 

carried out in the permission management

1.Enter sub-account

2. Find the sub-account that needs to be changed and click 

"Edit" or "Delete"

Back to catalogue



Part Two
Upload courseware & 

Add teachers/students



Upload courseware 

1.Courseware：

Some resources 

that need to be 

used by teachers 

but don't support 

downloading

3.Common function:

·Upload：Select the local file to upload

·Create：Maximum number of new folders is 2000

·Copy/Move/Delete the file

Note：

A single courseware should not exceed 100M, otherwise it cannot be uploaded

Because only the folder can be selected during authorization, the courseware 

should be put into a folder

2.File support type：

Check“the specification of ClassIn courseware”to ensure 

the normal use in the classroom.
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Add teacher

1.Enter“Teachers”

2.Add teacher

3.Enter the phone number and name, upload

profile picture shown as teacher

4. This feature is for you to help new 

teachers register for ClassIn accounts. After 

registration, teachers will be automatically 

added to your school's teacher management.

When the number of teachers 

to be added is too large, 

click here to enter the 

window of batch addition
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Authorized folders for teacher

1.Enter“Teacher”
Public resource：A maximum of 10 folders 

can be authorized to the teacher. There 

is no limit on the number of courseware 

in each folder
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Authorized folders for teacher

This is where you can turn off a teacher's 

"Public Authorized Resources" separately. The 

teacher whose "Public Authorized Resources" is 

closed will not be able to see the authorized 

courseware in "Public Resources" in the client

Personal resource: resources the school allocates to different teachers; if a 

teacher is authorized to view both public and personal resources, the resources 

that the teacher can view are the sum.
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1.Enter“Teacher”



Edit/Disabled teacher

Disabled：

(1) Remove the teacher from the teacher list of classes (Remove 

from the IM Class members); (2) Cancel access to the school's 

Cloud Disk; (3) Not showing in the Teacher Selection List.

Back to catalogue

1.Enter“Teacher”

View：

Click "View" to modify the teacher's 

information. You can search below to see 

the teacher's actual class length and 

late/early leave of a certain class in 

the current school, as well as the 

average grade given by students to the 

teacher and the teacher's teaching report



Add student

2.Add student

Batch import a 

large number 

of students

1.Enter“Student”
Agent to register a 

student that does not 

have a ClassIn account 

yet, then the student 

will receive a random 

message with password
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Edit/Hide student
Hide：

If you want to remove the hidden student, you can select the state of 

"Invisible" in the student Status, and click "Show"

View：

Click "View" to modify the student's information. 

You can search below to see the student's actual 

class length and late/early leave of a certain 

class in the current school, as well as the 

average grade given by teachers and the 

teacher's teaching report

1.Enter“Student”
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Part Three

Create classroom



Create course

1.Enter“Courses”

2.Create course
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Create standard course

1.Create standard course
Standard course（Up to 200 lessons）

·Course name（Required）：The character limit is 40

·Course cover：Select from the school library or upload an image

·Course information：The character limit is 400

·Course advisor（ Required ）：The course advisor can edit the course information, create 

and edit the lesson information and manage the course members in the IM Lesson group

·Course drive：When not selected, the lesson drive will be null as default （ Resources 

tailored to teachers are not affected ）

·Classroom setting：Use as the classroom background for all classes under this course

·Course valid period：Forever by default, you can manually change the expiration date

·Advanced setting：Allow students to join class by themselves

Allow class members to add friends to each other

Allow teachers to add lessons

Allow students to modify the class nickname
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Create public course

1.Create public course

Public course（Only one lesson）

· Course name （ Required ）：The character limit is 40

· Course cover ：Select from the school library or upload an image

· Course information：The character limit is 400

· Course advisor ：None(Because there is no class group)

· Course drive：When not selected, the lesson drive will be null as 

default （ Resources tailored to teachers are not affected ）

· Classroom setting：Use as the classroom background for all 

classes under this course

· Course valid period ：Extended by 90 days
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Edit/finish course

1.Enter“Course” Finish course：

If there is no ongoing or unstarted lesson in the course, the course can be 

finished, and the class in the client will be automatically dissolved after the 

end (the content before the class was dissolved will still be retained).

Edit course：

Open "Edit" on the 

right side of the 

course for which you 

need to modify the 

information. The 

modified information 

needs to be saved to 

take effect
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Create lessons

1.Enter“Course”

3.Create lessons

·Lesson name： The character limit is 50

·Start date： Lesson start date, this start date can 

be adjusted singularly or in batch before the lesson 

starts 

·Start time：The latest time can be set 5 minutes 

after the current time

·Duration：≤23 hours and 55 minutes

·Teacher：Instructing teacher

·Assistant：Satisfying the needs for dual-teachers 

teaching

·Teaching model：

Online classroom：（Suitable for online interactive 

teaching.）

Smart classroom：（Suitable for online merge 

offline interactive teaching, especially with touch 

screen TV.）

·People on-stage：Up to 1v12

·Cloud resources： When not selected, the lesson 

drive will be null as default 

·Cloud class recording：classroom/on-the-spot scene

·Live/playback：Start the lesson recording first

2.Find and click the course name
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Add teachers in lesson

1

2

3

45

1.Search for school teachers by name/phone number

2.Select the teacher that you want to add 

3.There will appear the teacher information which 

has been added successfully

4.Just click“Done”

5.You can click“Add teacher”if not found in 

teachers
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Batch create lessons

Batch create:

Gray button：Off

Green button：On

Class number

Add maximum 50 lessons for one time

week's law
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Edit lesson

1

1.Headteacher：Replaceable at any time

2.Lesson name： The Lesson Name is assumed to be the lesson's name plus the number 

3.Start date： This start date can be adjusted singularly or in batch 

4.Start time： The teachers can enter the classrooms 20 minutes before the lesson starts, and students can enter the classrooms 10 minutes before the lesson starts 

5.Duration： For a single lesson, the classroom can be extended for at most 20 minutes before closing 

6.Teacher： The lesson's instructing teacher, the teachers can be changed before the lessons start 

7.Assistant： The lesson's assistant, satisfying the needs for dual-teachers teaching, the assistant can be changed before lesson starts 

8.Transfer student： The transfer student is not officially enrolled but temporarily enrolled in the lesson, they do not show in the classroom 

9.Dropout student： The dropout student is officially enrolled, the temporarily enrolled in the lesson, the dropout students are still in the classroom 

Tips：When you modify the lesson information，please hover the mouse on it，and click the pencil icon to edit

9

Back to catalogue
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Edit/Delete lesson

1 2 3 4

5

1.Automatic on-stage：It can be modified at least 20 minutes before class

2.People on-stage：If the Assistant is On-Stage, he does not occupy the position of students and teachers.

3.Lesson drive：The School or the Lesson Advisor authorized the Cloud Resources to the lesson

4.Recording/Live/Playback：

Recording：Classroom/On-the-spot scene

Live：It can be modified at least 20 minutes before class

Playback：Change at any time is ok

5.Delete：Classes can be deleted at any time before they start

Tips：When you modify the lesson information，please hover the mouse on it，and click the pencil icon to edit
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Time reference table for allowed change of lesson information

Back to catalogue



Add course students

Formal students：

The default maximum 

number of students that 

can be added is 300

Auditors：

They can enter all lessons of this course 

to audit, but they cannot interact with 

others in the class, and they cannot watch 

the playback video of the class. The 

default maximum number of students is 20

1

2

3

6

45

1.Select students by searching for their 

account/name

2.Check the student that you want to add

3.There will appear the student information which 

has been added successfully

4.Click“Done”

5. Add a student that does not have a ClassIn 

account yet, then the student will receive a random 

message with password

6.Copy the students from other course
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Part Four

Live/Playback & 
Storage



Course Playback（Effective for all school courses）

1.Enter“Setting”

2.Open“Course playback”
Settings for course students and teachers to  ：

After the course is started, if the course is recorded, formal 

students(including transfer students) and teachers(including head 

teacher and assistant) can watch the course playback video on the 

ClassIn Client

New course students can watch the lesson videos of finished 

lessons

Removed course students cannot watch the lesson videos 

of finished lessons in learning report

Moving watermark setting：

When enabled, when a student/teacher watches the course playback on 

the ClassIn client, their nickname and phone number will randomly 

move in the playback video area.
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Delete/Download/Upload playback

1.Enter“Lessons”

2.Click“Operate”to open 
recording data
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Delete/Download/Upload playback

Upload video：

1.The system only supports MP4 with H.264 

encoded video formats. The maximum available 

resolution is 1080P. 

2.please make sure the size of each video is no 

more than 2G.

Download video：

·Method 1：After the Windows user clicks "Download" to enter the video 

playing window, click the three points on the lower right to select 

"Download"

·Method 2：Windows users click download to enter the video playing 

window, and press the right mouse button to save the video

·Method 3：The Windows user right-clicks the "Download" button in the 

video list and selects "Save As" video

Mac users right-click on the Video Download button in the Video List 

interface and select Save File. If not, hold down the “Option” key 

and click the download button

Permanently 

delete
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The link of live broadcast and playback

1.Enter“Course”

Course code and link

Lesson code and link

2.Find your course and click its name
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Settings for web live and replay

1.Enter“Setting”

2.Open“Web live and replay”

Settings for scheduling web live reminders：

After opening, the user can take the initiative to schedule 

a short message notification before the start of the live 

broadcast. When the live broadcast session starts 1 minutes 

before, the system sends a short message to inform the user

Setting of the default display cover for web live broadcast and playback：

After clicking "Edit", click the picture again to open the school library, 

which supports uploading 1000 local pictures.

Live webcast data display settings：

Teacher/student side display settings

Share button settings：

After this setting is checked, the share 

button will be hidden from the live web page 

Back to catalogue

Customized prompts for web live broad
cast and palyback



Live management and data

1.Enter“Live & playback”
2.Click“Management”on the right of your lesson

3.Live management and data

Set "virtual viewing times", "virtual online number" and "virtual likes number", supporting the setting of 5 announcements and 5 merchandises

you can view user viewing time/duration /IP/Like/chat details and other relevant information below, and support to save these information in the form of a table to local
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Live settings

1.Enter“Live settings”

Permission setting:

1.Users are required to log in to their ClassIn account when 

watching web live broadcast and playback;

2.Watch by password;

3.Allow unlisted users to participate in live chat and like
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Storage settings

1.Enter“Setting”

2.Enter“Storage settings”

Automatically delete storage resources

From here to delete 

the historical tasks

Back to catalogue



Part Five

Monitor/Class 
data



Account quick search

1.Enter“Account”

2.Input the user account

Lesson 

information Device 

information

Network & CPU chat

The entering time &

The time and reasons of leaving

Lesson-recording

Setting and details
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Monitor management

1.Enter“Monitor”

Enter classroom：If the supervisor does not have any 

identity in the class, he will audit in the form of 

an invisible person. Other people in the classroom 

cannot see the supervisor. If the supervisor has an 

identity in the classroom, he will automatically 

change into the identity in the classroom after 

entering the classroom

Contact：Contact teacher/student in the classroom
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1.Enter“Monitor”

Monitor management

You can see the classroom 

screenshot and the graph of 

students in supervision details

Check student attendance here
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Teaching data/Edit evaluation

1.Enter“Teaching Data”

Teaching report：

Click here to copy the link or scan the code to 

check your teaching report

Learning report：

Click the number

Add/Edit the evaluation

Click“Evaluation”,support to batch 

evaluation
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Classroom data

1.Enter“Course”

2.Classroom data
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Teaching analysis

1.Enter“Teaching Analysis”

Viewable data：

Teacher's attendance/Average number of 

courseware usage/Average lesson material 

duration/Average rewarding 

number/Average hand-raise number/Average 

authorization number/Average lesson tool 

use number

Viewable data：

Lesson information/teacher 

name/actual lesson 

duration/attendance/evaluation

/playback
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Learning analysis

1.Enter“Learning analysis”

Viewable data：

Lesson information/student name/actual lesson duration/attendance/evaluation/playback
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Stats download

1.Enter“Download”

Download notice:

1. Can be downloaded for up to 1 month (31 days) at a time.

2. Downloads are only available between 22:00 and 14:00 of the 

next day (GMT+8).

Support to download lesson spending/storage spending/SMS & 

Voice call/super customer service spending/lesson attendance

Back to catalogue



Part Six

School personalized 
settings



Basic setting

1.Enter“Settings”

2.Enter“Basic setting”

Setting – Basic setting

· Setting of the default cover of the course (the default avatar of the class) ：

Choose a cover after clicking“Edit”which is under this picture

·School library：Upload pictures support fixed-scale cropping, it is recommended 

to upload pictures at 900px*900px; The image size does not exceed 1MB;

·System library：The system's own picture

·Setting of brand name and LOGO：

Click“Edit”firstly

·Brand name：Character limit: 2-40

·Brand LOGO：The same as the school library

It is recommended to upload pictures at 260px*90px

Image size：≤1MB

·Setting of the school introduction

1.The School Introduction will be shown in the Student Learning Report and the 

Registration Page for the Open Lessons

2.The information content supports adding text and picture introduction of the 

school, phone Number for Registration and link for registration etc. (The 

picture's width cannot exceed 690px, the height is unlimited, single picture's 

size cannot exceed 800KB; suggest not to upload too many and too large of pictures, 

otherwise it might affect the loading pace.)
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Classroom setting（Courses with separate classroom skins are not affected）

2.Enter“Classroom setting”

System classroom：You cannot customize the Settings

Custom：You can customize the Settings

Click the pencil to 

change the setting

1.Enter“Setting”

Click“+”to create 

classroom setting
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Classroom skin

1.Select“Skin”

Skin warehouse：

The system own skin can 

be choose

Customized skin：

Pure color

Upload customized picture
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Classroom personalized settings

1.Set up the toolbar under the profile：

Check 4 items at most, 1 item at least

2.Chat window setting(Both the teacher and 

students)

·Hide“Chat”button

·Hide“Question”button

·Hide“Screenshot”button
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Classroom personalized settings

3.Board tools bar setting：

Hide“Roster”button

4.Evaluation after lesson setting：

Hide“evaluation after lesson”window

(teacher and student)
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Classroom personalized settings

5.Teaching tools setting：

Check all at most, and check a tool 

at least

6.Cloud disk of teacher classroom setting：

Display when the teacher opens the cloud 

disk

Back to catalogue



Classroom personalized settings

7.Moving watermark of student classroom setting：

When a student or an auditing student enter the 

classroom,the nickname and phone number will 

move in his classroom randomly

8.Close permission setting of coursewares and 

teaching tools for authorized students：

Forbid students(authorized) to close coursewares 

and teaching tools which are opened by others

9.Raising hand setting：

Hide“Raise hand”button(teacher and student)
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Classroom personalized settings

10.Authorized students roll the 

blackboard setting ：

Forbid students(authorized) to roll 

the blackboard

11.Avoid echo setting：

Do not close avoid echo for normal 

users. Musical users can cautiously 

choose closing.

Closing avoid echo can improve the 

sound quality (only for Windows 、

IOS and Mac OS), but the user 

should ensure no echo in the 

environment by himself.
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Classroom personalized settings

12.Class time extension setting：

During 8 to 3 minutes before the end of 

class, the teacher can extend the lesson 

duration 15 or 30 minutes (It can be 

extended for several times, but the total 

can not be more than 24 hours. The fee is 

calculated by the extended lesson 

duration. )

13.Focus learning mode for students 

setting(except auditor)：

It prevents students from playing games 

or using other software during class.
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Classroom personalized settings

14.Camera mirror mode setting：

Synchronize the mirrored video of 

him/herself to others

15.Authorization in black board setting ：

The first item: When the video frame of a 

student is moved(except double-click) to black 

board area,the student will be authorized 

automatically 

The second item： When the video frame of a 

student is moved(include double-click) to seat 

area,the student will be unauthorized 

automatically
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Classroom personalized settings

16.Students seek help setting ：

Allow students to seek help from 

the school dashboard(except 

auditors; for computers and iPad 

only)

17.Teacher lock setting：

Allow teachers(not include 

authorized students) to lock the 

position and size 
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Classroom personalized settings

18.Forbid teachers to use problematic computers to record lessons：

When teachers use Windows 7 computers to record lessons, if the 

Aero theme is not used or the video card driver is an earlier 

version, the system will forbid recording lessons.

19.Hide remove student setting：

Hide“remove student”function in the roster,which 

prevents teachers from removing students by mistake
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Classroom parameter settings

1.Set up recording countdown：

The default countdown for recording is 10 

minutes, here you can set the countdown to: 

0 minutes, 1 minute, 3 minutes, 5 minutes, 

10 minutes, 20 minutes

2.Set the interval of chats and questions for students：

In the interval of chats/questions
3.Set up trophy ：

Here can choose the trophy style,and when 

other languages are selected, the trophy 

is displayed in English
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Enter“Settings”



Classroom parameter settings 4.Small blackboard limit setting：

The default limit of students is 35. After checking "I 

have read and am aware of this risk", the number of 

students on the blackboard can be adjusted to 50

（please make sure that teachers and students use 

computers with high performance, otherwise the small 

blackboard may not work normally. (Old Android and 

Apple devices do not support. The app maybe crash due 

to insufficient memory)）

5.Multi-way screen sharing limit setting：

The limit of students number for Multi-directional 

Screen Sharing can be 35,70,100 students

6.Websites recommended by browser ：

The browser tool supports adding up to five initial 

favorite links
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Class report

1.Enter“Setting”

2.Enter“Class report”

Two learning report template

ClassIn will automatically push 

the learning report / teaching 

report to the student / teacher 

account 30 minutes after the end 

of the class
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Class setting

1.Enter“Setting”

2.Enter“Class setting”

After the change of opening status, it is only 

effective for newly created classes (courses), and 

the created classes (courses) remain unchanged.
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Synchronize only once when the student joins the class. Later, when the 

student name is modified in the background, it will not be synchronized 

to the existing class in real time.



Value-added service

1.Enter“Setting”

2.Enter“Value-added service”

Smart course coordinator：

After the opening, the smart course coordinator will automatically 

inform the students (including the transfer students, excluding 

the auditor students), the teachers and the assistants by SMS and 

smart voice telephone to avoid missing the class. (Note: Only real 

mobile phone numbers are supported. Virtual account numbers or 

non-real mobile phone numbers are not supported, smart call alert 

only support China mainland phone number (+86))

Super customer service：

Your customer service staff can directly call teachers, 

assistant and student by Callback, on the “Monitor” webpage, 

to deal with the problems in the classroom quickly. It can save 

the valuable time for class and make your management more 

accordant.
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Account balance reminder

2.Enter“Account balance reminder”

You can set two kinds of 

reminder quota, each quota can 

set three mobile phone numbers
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1.Enter“setting”



Subscriber notification email

1.Enter“setting”

2.Enter“Subscriber notification email”

when your system can not properly 

receive the messages from eeo.cn, 

eeo.cn platform will send emails to the 

email addresses. The emails include the 

failure messages and reasons.
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Part Seven

Finance



Finance overview

1.Enter“Overview”

Recharge

Fee deduction rules

Details of 

each order
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Finance details

1.Enter“Finance details”

You can query the details of 

each expenditure or income by 

date and type of order

Save the order 

download locally 

as a table

Details of 

each order
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Invoice

1.Enter“Invoice”

Issue invoice

Here you can download 

the invoice as a form 

and save it locally

All invoices of the school dashboard can be searched in 

the current column, and relevant operations can be 

carried out
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Thanks
EEO – Customer Service Center




