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EduBuddy 

Fees & Finance Module 

User Help Guide 

Covers the 8 sections of the Finance Workspace: 

Finance Home  •  Student Dues Explorer  •  Receipt Admin  •  Approval Workspace 

Family Payment Summary  •  Usage Overview  •  Print Log  •  Message Log 

Module link:  
https://edubuddy.online/admin/avatar2/finance-home 
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1. Finance Home 

Menu path: Fees & Finance → Finance → Workspace → Finance Home 

Page tagline: Quick overview of today's collections, pending approvals, and useful links. 

Direct link: https://edubuddy.online/admin/avatar2/finance-home 

What this page is for 

Finance Home is the main dashboard for the entire Finance module. As soon as you open Fees & 
Finance, this is the screen you land on. It gives you a quick, at-a-glance summary of how fee collection is 
going for the school — how much has come in today, how much has come in this month, how much is 
still pending, and whether anything needs your attention (approvals or data problems). 

Think of this page as the “control panel” for finance: instead of digging through reports, you get the key 
numbers and trends the moment you log in. 

Full dashboard view 

 

Figure 1.1 — Finance Home dashboard, including the left-hand Finance menu. 

Summary cards explained 

Just below the blue “Finance Home” banner, six summary cards give you the day's and month's headline 
numbers: 

Field / Item What it means / does 

Collected Today 
Total amount received today and how many receipts were generated 
today. Click “View receipts” to see them. 
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Field / Item What it means / does 

Collected This Month 
Total amount received so far this month, with the receipt count. Click 
“View receipts” to drill in. 

Total Pending Dues 
The total amount still owed across the school, and how many students 
owe money. Click “View pending fees” to open the detailed list. 

Pending Approvals 
How many payment entries are waiting for someone to approve them. 
Click “Open queue” to go straight to the Approval Workspace. 

Data Problems 
Number of records with data issues (for example, mismatched or 
incomplete entries), with how many are marked urgent. Click “View 
details” to investigate. 

System Activity (30 Days) 
How many times the system has been used / page visits in the last 30 
days. Click “View usage” for more detail. 

Close-up: cards and charts 

 

Figure 1.2 — Close-up of the summary cards and the two charts below them. 

Charts on this page 

• Fee Collection vs Pending (This Month) — a donut chart comparing how much fee money has 
been collected this month against how much is still pending, so you can see the collection ratio 
in one glance. 

• Collections: Today vs This Month — a bar chart comparing today's collection amount against the 
running total for the whole month, in Rupees. This is useful for spotting whether today was a 
slow day or a busy collection day compared with the month so far. 
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How to use this page day-to-day 

1. Open Finance Home first thing to see today's and this month's collection totals. 

2. Check the Pending Approvals card — if the number is high, go to Approval Workspace to clear 
the queue. 

3. Check Data Problems regularly, especially if the “urgent” count is greater than zero. 

4. Use the Refresh button (top-right of the blue banner) to pull the latest numbers without 
reloading the whole page. 

5. Use the charts to compare daily performance against the monthly trend. 
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2. Student Dues Explorer 

Menu path: Fees & Finance → Finance → Workspace → Student Dues Explorer 

Page tagline: See pending fees by student, class or section. View only — nothing is changed. 

Direct link: https://edubuddy.online/admin/avatar2/student-dues-explorer 

What this page is for 

Student Dues Explorer lets you look up any student and see exactly what fees they owe — broken down 
by fee head (Tuition Fee, Hostel Fee, Examination Fee, and so on). You can search for one specific 
student, or filter by class, section or status to see dues for a whole group at once. 

This page is view-only: looking at the data here does not change anything in the system. It is purely for 
checking and reporting. 

Search and filter screen 

 

Figure 2.1 — Student Dues Explorer filter panel and summary totals. 

Filter fields explained 

Field / Item What it means / does 

Academic Session Limit the search to a particular academic year/session, or leave as “All”. 

Class / Section Narrow the search down to one class and/or section. 

Status 
Filter by the student's fee status (for example, only those with pending 
dues). 

Student Id Search for one specific student directly by their ID, if known. 
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Field / Item What it means / does 

Sibling Group / Batch Id / 
Semester Id / Program Id 
/ Branch Id 

Additional filters used by schools with more complex structures (sibling 
billing groups, batches, semesters, programs or branches). 

Only students with 
pending dues 

Tick this box to hide students who have nothing outstanding, so the list 
only shows students who still owe money. 

Max Rows 
Controls how many student records are loaded at once (default 500), to 
keep large schools' data manageable. 

Load Dues button 
Runs the search using whichever filters you have set, and loads the 
results below. 

Summary totals 

Once you click Load Dues, six totals appear summarising the filtered group: 

Field / Item What it means / does 

Students Number of students matching your filters. 

Net Due Total fee amount due for this group, before fines. 

Paid Total amount already paid by this group. 

Fine Pending Total fine amount outstanding (e.g. late payment fines). 

Total Pending Net Due plus Fine Pending — the full amount still owed right now. 

After Provisional 
What Total Pending would become once payments currently “awaiting 
approval” (provisional) are confirmed. 

Note: Provisional (pending-approval) amounts are payments that have been entered but not yet 
approved in Approval Workspace. “Total Pending” does not count them yet; “After Provisional” 
shows the figure once they are approved. 

Results: By Fee Head and Student list 
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Figure 2.2 — Left: dues broken down by Fee Head. Right: the matching student list. 

By Fee Head (left panel) 

This table breaks the total dues down by fee type — for example Library fees, Tuition Fee, Hostel Fees, 
monthly fees (January Fee, May Fee, and so on), Examination Fee, Activity fees, Development Fees, 
Annual Function fees, Security fee, etc. For each fee head you can see how many records 
(students/charges) fall under it, the Net Due, and how much is still Pending. This is useful for 
understanding which fee categories are contributing most to the outstanding amount. 

Students (right panel) 

This is the detailed, student-by-student list matching your filters. Each row shows the student's name, 
ID, father's name, roll number, and amount due (more columns are available by scrolling right). From 
here you can: 

• Click a student's name to open their individual due details. 

• Use the column filter icons (funnel symbols) next to Student, Id, Father and Roll to filter the list 
further. 

• Use the Search box to quickly find a student by typing part of their name or ID. 

• Export the list using Excel Export or PDF Export, or send it to Print. 

• If the result set is very large, you'll see a banner such as “Truncated to 500 rows — narrow the 
filter”, meaning you should apply more filters (class, section, etc.) to see everyone. 

How to use this page 

1. To check one student: type their Student Id (or use the Search box after loading) and click Load 
Dues. 

2. To check a class: set Class (and Section if needed), tick “Only students with pending dues” if you 
only want defaulters, then click Load Dues. 
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3. Look at the By Fee Head table to see which fee type has the most pending amount. 

4. Use Excel/PDF export if you need to share the list with someone outside the system. 
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3. Receipt Admin 

Menu path: Fees & Finance → Finance → Workspace → Receipt Admin 

Page tagline: Cancel (void) a receipt or restore a cancelled one. Voiding recalculates the student's paid 
amount. 

Direct link: https://edubuddy.online/admin/avatar2/receipt-admin 

What this page is for 

Receipt Admin is where you manage individual fee receipts — specifically to delete (void) a receipt that 
was created in error, or to restore a receipt that was previously voided. It is also where you can review 
an Exception Report showing any receipts that were deleted. 

This page works using a Receipt ID, so you need to know (or look up) the receipt number you want to act 
on. 

Receipt Admin screen 

 

Figure 3.1 — Receipt Admin: Find Receipt and Exception Report panels. 

How it works 

Field / Item What it means / does 

Receipt Id field Enter the numeric ID of the receipt you want to look up. 

Load button 
Fetches that receipt's details so you can review it before deciding to 
delete, void or restore it. 

Exception Report 
A running log/report of deleted receipts and any irregularities found in 
delete/restore activity. Click Refresh to update it. 

https://edubuddy.online/admin/avatar2/receipt-admin
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Field / Item What it means / does 

Deleted receipts (count) 
Shows the total number of receipts that have been deleted/voided in 
the system so far. 

No delete/restore 
exceptions detected 

A status message confirming that, as of the last check, there are no 
unusual or problematic delete/restore actions to review. 

Note: Voiding a receipt recalculates the student's paid amount automatically — the system 
removes that payment from the student's record so their dues reflect the cancellation correctly. 

How to use this page 

1. Get the Receipt ID of the receipt in question (from the student's payment history or a report). 

2. Type it into the Receipt Id box and click Load. 

3. Review the receipt details that load. 

4. Choose to Delete/Void the receipt (if it was made in error) or Restore it (if it had been wrongly 
voided earlier). 

5. Periodically check the Exception Report to make sure no delete/restore action looks irregular, 
especially if the “Deleted receipts” count changes unexpectedly. 
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4. Approval Workspace 

Menu path: Fees & Finance → Finance → Workspace → Approval Workspace 

Page tagline: Review payments waiting for approval. Approve or reject them, and resubmit rejected 
ones. Approving updates the student's dues. 

Direct link: https://edubuddy.online/admin/avatar2/approval-workspace 

What this page is for 

Approval Workspace is the queue of fee payments that are waiting for a final sign-off before they are 
confirmed in the system. Until a payment is approved here, it stays “provisional” and does not count 
toward the student's confirmed paid amount (this is the same “provisional” concept referenced on the 
Student Dues Explorer page). 

From this single screen you can review each pending entry, approve it, reject it, or — for ones already 
rejected — resubmit them for another look. 

Pending Approval queue 

 

Figure 4.1 — Approval Workspace showing the Pending Approval list. 

Columns explained 

Field / Item What it means / does 

Receipt The receipt reference number for this payment entry. 

Student Name of the student the payment belongs to. 

https://edubuddy.online/admin/avatar2/approval-workspace
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Field / Item What it means / does 

Date The date the payment was originally entered/created. 

Amount The amount of the payment awaiting approval. 

Created By The staff email/account that created this payment entry. 

Age (d) 
How many days the entry has been waiting for approval. Shown in red 
when it has been pending a long time, as a visual reminder to act on 
older items first. 

Review button 
Opens the entry so you can examine it fully and then approve or reject 
it. 

Details button 
Shows more information about that specific payment without going into 
the full review/approval screen. 

Print button Prints the receipt/entry for record-keeping. 

At the top of the list, “Pending Approval (70)” shows the total count of items currently waiting — this is 
the same number shown on the Pending Approvals card on Finance Home. 

How to use this page 

1. Open Approval Workspace (or click “Open queue” from Finance Home). 

2. Sort by Age (d) mentally — items in red have been waiting longest and should usually be 
reviewed first. 

3. Click Review on an entry to check its details against the actual payment received. 

4. Approve the entry if everything is correct — this immediately updates the student's dues to 
reflect the confirmed payment. 

5. Reject the entry if something is wrong (e.g. wrong amount or wrong student); rejected entries 
can later be corrected and resubmitted. 

6. Use Refresh (top-right) to reload the queue and see the latest pending count after you've 
processed some entries. 

Note: Approving a payment here is what finally updates the student's official dues. Until approval 
happens, the amount only shows as “provisional” elsewhere in the system. 
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5. Family Payment Summary 

Menu path: Fees & Finance → Finance → Workspace → Family Payment Summary 

Page tagline: Details to be added. 

Direct link: https://edubuddy.online/admin/avatar2/family-payment-summary 
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6. Usage Overview 

Menu path: Fees & Finance → Finance → Workspace → Usage Overview 

Page tagline: Details to be added. 

Direct link: https://edubuddy.online/admin/avatar2/rollout-observability 
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7. Print Log 

Menu path: Fees & Finance → Finance → Workspace → Print Log 

Page tagline: Details to be added. 

Direct link: https://edubuddy.online/admin/avatar2/receipt-print-log 

. 

https://edubuddy.online/admin/avatar2/receipt-print-log
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8. Message Log 

Menu path: Fees & Finance → Finance → Workspace → Message Log 

Page tagline: Details to be added. 

Direct link: https://edubuddy.online/admin/avatar2/notification-outbox 
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