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1. Introduction 
Q-ACMAS is a complete online activities management system capable of managing various 
types of school activities including regular, weekly extra-curricular sessions (compulsory or non-
compulsory) and activities taking place during a specific period (e.g. for a week during a 
collapsed timetable). The system is extremely flexible and can be adapted to function for a 
variety of scenarios. 
 
 
 
2. Accessing Q-ACMAS 
Enter the appropriate path into the URL bar of your web browser. 

 
 
Enter your username and password.   
 
 
 
3. The Modules 

 
 
There are 3 activity types to choose from. 
 
Extra Curricular Activities 
Activities take place on regular basis and lasts for the whole period of current term.
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Activity Week 
Activities last for a week during a collapsed timetable. 
 
Activity Afternoon 
Activities are held weekly on a particular day in the afternoon. 
 
 
 
4. Sections 

 
 
There are five sections in each module. 
 
Schedule Manager 
Manage Activity schedule including start date/end date for viewing activities or turn on/off 
activities for enrolment. 
 
Activity Manager 
Use this function to add new activities, edit activities details or remove activities from the 
system. System Administrator can also import activities in CSV format. 
 
Enrolment Manager 
This module allows administrators to enroll users from waiting list and remove invalid users 
from enrolment list.  
 
Account Manager 
Create new user accounts here. Accounts can have different levels of access rights and these 
include: 
 
Schedule Manager access  
Activity Manager access 
Enrolment Manager access 
Account Manager access 
Reports Manager access 
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Reports Manager 
Activities report can be printed from this module. There are 2 report types, one based on 
activities and the other based on students. Reports Manager can print activities reports for 
Teachers/Coaches and Students. 
 
Click “Home” to get back to the main page – to select a different activity type. 
 
To get assistance click “Help”. 

 
 
 

5. Schedule Manager  
 
 

 
 
Schedule Name    - Enter the name of the schedule 
      
Activity Viewable Start Date  - This is the date that students can view the details  
      of the schedule 
      
Activity Viewable End Date   - It is the date that students are not able to view the 
details       of the schedule. 
 
Is Current Term   - Does the schedule take place in current term?  

Note: Only ONE schedule can be set as current the 
term, 

 
Enrolment Start Method   - This is to set if the enrolment of activities starts  
      manually or automatically. 



 

Version 1.1 
© Qualpha Solutions (Asia) Limited 2009 

 - 5 -

Note: Automatic Enrolment Time is based on 24hr 
format 

 
Automatic Enrolment Start Date & Time - Enter the starting date & time if enrolment method 
      is automatic. 

Note: If the enrolment method is manual, automatic 
enrolment start/end date will be ignored! 

 
Automatic Enrolment end Date & Time - Enter the ending date & time if enrolment method  
      is automatic. 
 
Manual Enrolment Started   - To set if the manual enrolment has started or not. 
 

Click to create a new schedule of activities. 
 
The created activities will be displayed at the bottom of the page. Click “Edit” or “Remove” to 
make changes or delete the existing schedule(s) under the action column. 
 
 
 
6. Activity Manager 

 
 

 
 
Download Activity List Template  
 A template of list of activities details is available for downloaded. It is recommended to make 
use of this template to upload the activity list. 
 
Import Activity List 
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The file has to be CSV format.  
 
Search 
It is used to search activities with certain keywords, for instance dance. Click to search. 
Filter by: 

Activities can be filtered by Year Range, Day and Type. Click  to filter the activities. 
 
Add New Activity 
In addition to uploading a CSV file to create new activities, an individual activity can be created 
here. 

 
 
All fields are required to be filled. After entering details of the activity, click “Add Activity” to 
create a new one. 
Note: The Code of the activity has to be unique. 
 
Click “View All Activities” to view all activities. 
 
Click “Edit” or “Remove” to make changes or delete the existing activity (ies). 
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7. Enrolment Manager 
 
 

 
 
Clean Up Waiting List 
This is used to clean up all waiting list from students lists. 
 
To select a particular activity for managing its enrolment, use search or filter. 
Search 
It is used to search activities with certain keywords, for instance dance. Click to search. 
 
Filter by: 
Activities can be filtered by Year Range, Day and Type. After choosing particular aspect of the 

activities from the dropdown list, click  to filter the activities. 
 
Click “View All Activities” to view all activities. 
 
Manage Enrolment 
 

 
 
Enrolled Student list 
All students who are enrolled in this activity are dispalyed here.  
Click “remove” to delete an invalid participant from the enrolment list. 
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Pending Stuent List 
This is the list showing students who are on waiting to be enrolled.  
Click “Enrol” to get the student into the class. 
Click “Remove” to remove the student from the waiting list. 
 
Enrol Other Stuents 
Enrol student who are nither on the waiting nor enrolled list. Choose the student from the 
dropdown list. The student’s information will be displayed. 
 

 
 
The student can be enrolled into “Enrolment List” or “ Waiting List”. Click “Enrol” to 
activate the action. 
 
 
 
 
8. Account Manager 

 

 
 

Login name -Enter a login name for the user 
 
Password  - Enter a password for the user 
 
Check the boxes appropriate to the access rights to be granted the user. 
 
Existing users may be removed or their access rights changed. 
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9. Report Manager 
 

 
 
Virous reports sorted by activites, roll group and pay method can be printed or exported here. 
 

 
 
Reports can be sorted by Activity, current students participating in the activity or both current 
and historical students who take/took part in the activity.  
Search can also be used to filter activities with certain key words. 
 
To print a particular record, click “Print Details”.  


