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PART 1

Communex for school admins

Set up your school, add students and teachers, enrol, take attendance, collect fees and keep parents

informed, all from the school backoffice.

The school backoffice is where you run the school from a laptop: people, classes, the timetable, attendance, fees
and messages. Teachers mostly use the Communex app on their phones, and parents use the same app to see the
timetable, pay and apply for leave.

Work through the guide in order the first time. Every part has screenshots, and the key tasks have a short video. The
screens show a fictional school called Demo Academy.
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1.1 - GET STARTED
Sign in and find your way around

Sign in at school.communex.net and start from the Today page.

1 Go to school.communex.net.

2 Enter your Email and Password, then click Sign in. If you signed up with a phone number, click Use mobile

number instead.

3 Forgot your password? Click Forgot password? and we'll email you a code.

&% communex  School

LEARNING CENTRE MANAGEMENT SOFTWARE

Everything your school runs on,
in one place.

From enrolment to attendance and billing, keep every class

moving from one calm, connected workspace.

Welcome back

Sign in to your Communex staff account.
Email Use mobile number
you@school.com

Password Forgot password?

l Enter your password @]
\

Remember me

Sign in

Got an invite link from a school? Open it. Sign in
here, then send your join request.

Communex Sdn Bhd - Learning, connected. Need help? support@communex.net - Terms - Privacy
The sign-in page

After you sign in you land on Today. The top row shows today's sessions, how many are live now, how many
students are on today's rosters and how many sessions still need attendance. The cards on the right show revenue,
fees still to collect, new students and attendance for the period you pick.
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&5 communex  School Q Search students, invoices, pages... %K @© Academy time (GMT+8) (D20 L2 @ENn & H Sarah Chen v

) Demo Academy
Owner

D.
Today This week Last 3 months This year B 1 Nov — 30 Nov 2026 W

@O Good morning, Sarah
Today *r :.

Tue 3 Nov 2026 ‘elive 03:18:20 ® REVENUE 296% ® TO COLLECT ® NEW STUDENTS 7400%
B Schedule e RM 4,849.40 _ _ I RM 13,942.20 5 ,

@ Attendance & Sessions ® Live now 2 Students @ Tomark vs 1=3 Oct 2026 - RM 2,480 Now - RM 12.2K overdue - 3 to co... Joined, still studying

Homework 10 4 96 0

7 0 done on rosters of 10 ® ACTIVE STUDENTS ® ATTENDANCE 3141 pts * SESSIONS u5%
Raquests o am 121 83.1% il 7
People s 82:00 07:00; 12:00 1800 21:00 Now - studying at the school 54 of 65 marks present Held and scheduled in range
Academics >

Day by day ® Revenue o]

Fi >

inance Past 30 days and the next 30 - students in class, and new students who joined Running total - 1 Nov = 30 Nov 2026
Shop & events >

RM 4,849.40
Payroll > Sessions Revenue @ Students @ New students On the timetable Sat—Sun Last period RM 2,480.40 at this point
Today

Communication > 76 '
System >

. |I.|||l .||.I||v| Ill.lll || LLLa b i P
e i~ e Sl S

ov 09 Nov 15 Nov 21 Nov 27 Nov 03 Dec
@ This period - Last period
Last 2 weeks and next 4 ® Top teachers By sessions in range, held and scheduled
Seat fill on the timetable - one square a day - click to open the day
19 Oct 26 Oct 02 Nov 09 Nov 16 Nov 23 Nov # H Mel Ling Tan m— 20 sessions
#2 Q Priya Kumar — 13 sessions
#3 ﬂ David Lim - 8 sessions
#a ¥ sarah Chen - 8 sessions

#5 Nurul Aisyah - 8 sessions
= =

=

Today: your school at a glance

« Today, Schedule, Attendance and Homework sit at the top of the menu because you'll open them every day.

» Requests collects everything someone is waiting on: approvals, leave, make-up classes, payment proofs and
students leaving. The red number is how many are waiting.

» People, Academics, Finance, Shop & events, Communication and System open when you click them.

» The search box at the top finds students, invoices and pages. Press Ctrl + K (Cmd + K on a Mac) to jump to it.

 Switch the language (EN, 73X, BM) and light or dark mode from the top bar.

TIP
If you work at more than one branch, click the school name at the top of the menu to switch.

1.2 - SET UP YOUR SCHOOL

Set up your school profile, payment methods and holidays
Do these once before you add anyone, so invoices, receipts and the timetable come out right.
Your school profile appears on invoices, receipts and the parent app. Fill it in first.

1 Inthe left menu, open System and click Settings.
2 On General, fill in the school name, currency, time zone and language, then your address and contact details.

3 Check the invoice number code and the member number format. Invoices and receipts are numbered from
these.

4 Use the other tabs for Business policies, Grade levels and Subjects.
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&5 communex  School Q. Search students, invoices, pages... XK @ Academy time (GMT+8) (D20 L2 @En & H Sarah Chen v

) Demo Academy
Owner

D.

School settings &) General &owneronly Shown to families and printed on invoices.
B8 Today @ General
6 Schedule © Business policies  New Demo Academy
© Attendance DA © No address yet

< Grade levels

2 H N @ (@ Kuala Lumpur (GMT+8) 2, 121 students - 7 teachers [J On Communex since 3 Nov 2026
lomewaorl

0] Subjects
Requests (14 1B B Subscription
@& Basic info ® Location
People >
Roadoniles 5 Name Demo Academy 7 Address — V4
Finsnce * Chinese name - 7 Coordinates - z
Shop & events >
School type - z Time zone Kuala Lumpur (GMT+8)
Payroll >
Communication > Country Malaysia z
System “ Website — 7
il Reports School code demo-academy-showcase N
¥ Add the address to show the academy on a map.
O Roles
Students 121 active students ppadduddrese
© Activity log
Teachers 7 active teachers
fil Payment methods
Malaysian Ringgit (RM
% Tax rates o ggit (RM)
This academy already has invoices,
3 Settings Currency payments and payslips, so the currency
g ean't change. Contact Communex to % Contact
switch.
DA2 Email - z
Invoice number code
Next invoice: DA2-INV-20261103-00001
Phone - rd
52694872
Member no. format z
Random, & digits
o a— Time zone Kuala Lumpur (GMT+8) z B Legalinfo
Powered by Communex Registered company name — Vi

Language English 2
System — Settings — General

TIP
The school's currency can only be changed until you issue the first invoice or receipt. After that it's locked.

Next, tell parents how they can pay. Bank transfer, cash and other offline methods are listed on the Payment methods
page; parents see the ones you switch on in the app.

1 Open System — Payment methods.

2 Click Add method, choose the type (for example bank transfer) and enter the bank name, account holder and
account number.

3 Turn on the switch to show the method to parents.
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&5 communex  School Q. Search students, invoices, pages... XK @ Academy time (GMT+8) (D20 L2 @En & H Sarah Chen v

) Demo Academy
Owner

D.

@ Payment methods How families pay you.

88 Today
Visible to parents Offline methods
Schedule
B 1 1
@ Attendance of 1 configured Bank transfer

2 Homework

Requests D

People 4 Offline payment Meney arrives first, you confirm it
Academics > — "
£ Maybank - -9000 ank transfer e 7 &

Finance ] Maybank - 123456789000 - parents upload a payment slip
Shop & events >

Online payment Confirmed automatically by the gateway
Payroll >
Communication > No gateway connected. Offline methods still work.
System ~
1il Reports
O Roles
© Activity log

il Payment methods
% Tax rates

¥ Settings

[@ Collapse menu

Powered by Communex

System — Payment methods

Finally, add public holidays and school breaks. Classes that fall on a holiday are skipped automatically, so no one has
to cancel them by hand.

1 Open Academics — Holidays.

2 Click Add holiday, give it a name and pick the dates. Use Import to add many at once.
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&5 communex  School Q. Search students, invoices, pages... XK @ Academy time (GMT+8) (D20 L2 @En & H Sarah Chen v

) Demo Academy

Owner 0 _
% Holidays pays the school is closed 7 Import + Add holiday

88 Today

D.

£ Sessions on holidays are skipped when the timetable is generated. Saving a holiday cancels its upcoming unmarked sessions. Marked sessions stay. Deleting a holiday brings back the
B Schedule sessions it cancelled that haven't started.

@ Attendance

2 Homework Search holiday name or not a Upcoming  Past All Type: all ~ Year: all » 4results ([0 Columns
Requests [ B Name Type From To Days Note Created Updated
People > Hari Raya Aldilfitri  Public holiday Sat 14 Nov 2026 Sun 15 Nov 2026 2 - 3 Nov 2026, 02:52 3 Nov 2026, 02:52 7w
Academics e Labour Day ® Public holiday Fri 27 Nov 2026 Fri 27 Nov 2026 1T - 3 Nov 20286, 02:52 3 Nov 2026, 02:52 Z o
M Courses .

Mid-year School Break School break Sat 12 Dec 2026 Sat 26 Dec 2026 B’ - 3 Nov 2026, 02:52 3 Nov 2026, 02:52 Z ®
[ Classes

Deepavali ® Public holiday Fri 29 Jan 2027 Sat 30 Jan 2027 2 - 3 Nov 2026, 02:52 3 Nov 2026, 02:52 7 W
£3 Lessons
[l Flexi classes 1-40f4 |20/ page - < o ;

v Enrolments
Yt Packages

@ Online courses

% Holidays

Finance >
Shop & events >
Payroll >
Communication >
System >

[@ Collapse menu

Powered by Communex

Academics — Holidays

1.3 - SET UP YOUR SCHOOL
Add teachers and decide what they can do
Create teacher accounts, then use roles to control which pages and buttons each person sees.

1 Open People — Teachers.

2  Click New teacher and fill in their name, email or mobile number and subjects. Or click Invite link to send a link,
or Import to add many from a spreadsheet.

3  Give the new teacher their temporary password. They set their own password the first time they sign in, on the
web or in the app.
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& communex  School Q Search students, invoices, pages...  ¥K @ Academy time (GMT+8) (D20 L2 @En & H Sarah Chen v

) Demo Academy

Owner
& Toachers Toshng st ot o obon vtk ) oo

88 Today

D.

2+ 2 join requests waiting - Lim Wei Sheng asked to join as a teacher Review in Approvals
B Schedule

@ Attendance 9 teachers - 71 sessions this month

& Homework Search teacher name a Status: all v 7 results (] Columns (1 hidden)
Requests D Teacher Subjects Classes Students Sessions this month Contact Active Updated
David Lim = Teacher teacherd@sho...
People - . .
i Math  +1 2 22 T S, 3 Nov 2026, 02:52 z
2 Students
Sarah Chen [ & Owner test@showca...
Math  +1 Nov 2026, 02:52
&+ Enquiries T-001 i i 2 2 8 +60193456789 SiNav.2026; s
® Teachers Priva Kumar = Teacher teacher5@sho...
Musi 1 1 1 3 Nov 2026, 02:52
T-005 — T 3 ° 3 Leoteasseres v 7
@ Availability
—  Ahmad Razak © Admin N teacher2@sho...
& Invitations 2 i English  +1 2 20 . cadmsisaTio 3 Nov 20286, 02:52 z
08 o
89 Join QR codes )
Nurul Aisyah = Teacher X teacher7@sho...
e ) s English  +1 2 21 8 iehices 3 Nov 2026, 02:52 z
Academics >
Mei Ling Tan 2 Teacher . teacher3@sho...
Financo N H T ads Chinese  Art 5 36 200 3 Nov 2026, 02:52 7
Shop & events >
Kevin Raj = Teacher teacher6@sho...
b !
Payroll > 3 T-006 Sedin)) | +1 < 1 7 Leoteaase7es 9Nov;2026/0262 || &
Communication >
1-70f7 20/ page v ¢ o >
System >

[@ Collapse menu

Powered by Communex
People — Teachers
Roles decide what each person can see and do. Communex comes with three:

» Owner: everything, including settings and the subscription.
e Admin: runs the school day to day: students, classes and fees.
« Teacher: their own classes, attendance, homework and students. This is the default for new teachers.

1 Open System — Roles.

2 Click a role to see its permissions, or click New role to make your own (for example a front desk role that can
take payments but not change settings).

3 Open a teacher's profile to change their role.
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& communex  School

) Demo Academy
Owner

D.

88 Today
B Schedule
@ Attendance

2 Homework

Requests [14]

People
Academics
Finance

Shop & events
Payroll

Communication
System

Il Reports
O Roles

© Activity log

fil Payment methods
% Tax rates

¥ Settings

[@ Collapse menu

Powered by Communex

TIP

Q Search students, invoices, pages..

O Roles what each group of staff is allowed to do

Role

Qwner

Full access to everything in this school. Can't be changed.

Admin

Operational admin: manages teachers, students, courses and finance

Teacher Default

Default teaching role: read-only on core resources

1-30f3 20/ page v

© Academy time (GMT+8)

<]

System — Roles

3 results

z

4

H Sarah Chen

[ Columns

& Members
i Members @

& Members

0

People never see buttons they aren't allowed to use. If a teacher says a button is missing, check their role first.

Teachers and families can also ask to join by scanning your school's QR code in the Communex app. Each request

waits for your approval in Requests — Approvals.
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& communex  School

) Demo Academy

D,
Owner

v

Today
B Schedule
@ Attendance

2 Homework

Requests D
People -
2 Students

&+ Enquiries

® Teachers

@ Availability

B Invitations

89 Join QR codes
Academics >
Finance >
Shop & events >
Payroll >
Communication >
System >

[@ Collapse menu

Powered by Communex

Q Search students, invoices, pages.. K @ Academy time (GMT+8)

22 Join QR codes Ccodes to print for walk-in sign-ups.

Student QR Teacher QR

Student join code

Students and parents scan this in the Communex app. Each scan needs approval
Join link

school. communex.net/tenant-invitations/join?token=3c4ae65600504557415e51dbc9ae5f22 ©

& 0 join requests >

® Active

© Rotate code

& Bownlodd NG

@ Never expires, so it is safe to print. Revoking It in Invitations stops printed posters working until you turn it back on

Looking for the enquiry form? It's in Enquiries.

People — Join QR codes: print a poster for the front desk

1.4 - STUDENTS AND CLASSES

Add students and their parents

® 20

2 @eNn &

Poster preview

EN 254 BM

Demo Academy

Scan to jein us

A4, fine in black and white. To keep a file,

choose Save as PDF.

Create a student and their parents' app accounts in one go, or import your existing list.

» Video: Add a new student with a parent — communex.net/help/admin#students

1 Open People — Students and click New student.

2 In Step 1 of 2 - Profile, type the student's Full name. Level, phone and email are optional.

3 Click Next.

H Sarah Chen

4 In Step 2 of 2 - Login & parents, under Parent 1 enter the parent's Mobile, Full name and Email, and choose the

Relationship.

5 Click Create student.

6 The Student created window shows what happened to each account. Click Open student to see the profile.
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New student
Step 1 of 2 - Profile

Full name Level optional
MNur Hana binti Kamal Beginner
Phone optional Email optional

B 480 -~ 12-345 9876 name@example.com

+ More details - school, birthday, emergency contact, address, notes

Oaneel

4

New student, step 1
What the parent gets depends on what you entered:

» Email: an email with a link to set their password. The link works for 7 days.

» Mobile only: a one-time password, shown to you once. Pass it on in person or by WhatsApp. It works for 72 hours
and they choose their own password when they first sign in.

» Already has a Communex account (for example a sibling is already at your school): the child is simply added to
their family. No new account.

If you already have a list of students, import it instead of typing:

1 On People — Students, click Import and choose Students.
2 Download the template, fill it in (dates as DD/MM/YYYY) and choose your file.
3 Click Check file. Communex shows how many rows are new, updated or have errors before anything is saved.

4 Click Import to finish.

Communex Guidebook 12



Check

the import

students-import-example.csv

4 New

Row

2

OUpdate ONochange O Errors

Student

Nur Iris binti Azman
Parent 1 saved as the emergency contact
Member no will be assigned

Ethan Wong Jun Kit
Parent 1 saved as the emergency contact
Member no will be assigned

Kavya Menon
Parent 1 saved as the emergency contact
Member no will be assigned

Lucas Tan Yi Xuan
Parent 1 saved as the emergency contact
Member no will be assigned

Check the import before saving

Open any student to see everything about them in one place: enrolments, attendance, homework, growth, credits,
leave, make-up classes, billing and parents.

& communex  School

Demo Academy
Owner

88 Today
Schedule
@ Attendance

& Homework
Requests

People -
2 Students

2+ Enquiries
& Teachers
@ Availability
B Invitations

S Join QR codes

Academics. >
Finance >
Shop & events >
Payroll >
Communication >
System >

[ Collapse menu

Powered by Communex
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Q Search students, invoices, pages...  ¥K

Students > Jayden Ong

= =
= A\-.‘ FL
"

JO

Ea LA E.-}?..‘\ d

Jayden Ong s setive -

@ #5925 o Advanced [ Joined 30 Oct 2026

Attendance

100%

1 of 1 marked sessions attended

Profile  Enrolments 2

A Student details

Full name
Jayden Ong

Level
Advanced

Date of birth
Not set

Joined
30 Oct 2026

Qutstanding

Attendance 1 Homework

Member no
5-025

Gender
Not set

School
Not set

. e =

Credit balance

n

Growth 0 Credits 1

%, Contact

Phone
+60192000014 - Login
account

Address.
Not set

Emergency contact
Not set

A student's profile

@® Academy time (GMT+8)

e
5
oF L
A
Growth
0
Leaves 0 Makeup ©
z
Email

student025@showcase.com
'munex.test - Login account

Emergency phone
Not set

@

Billing

@2 L &N & n Sarah Chen v

Active lessons

2

Mathematics Year 6 - Science Yea...

Parents 0 Activity

£ Login account

student025@...
Signs in to the

Jo * Waiting for first sign-in

Communex app

Resend link One-time password

O Internal notes Z

+ Add a note



1.5 - STUDENTS AND CLASSES

Courses, packages and classes

Courses are what you teach, packages are how you charge for them, and classes are the groups that

meet.

Four words come up everywhere in Communex:

« Course: a subject you teach, for example Mathematics Year 6 or Piano Grade 3.

« Package: how a course is sold. One-off (a trial class), Recurring (a monthly fee) or a Credit pack (for example 12

lessons, used up as the student attends).

» Class: a group of students who learn together, with its own roster.

» Session: one meeting of a class on the timetable, on a given day and time with a teacher.

1 Open Academics — Courses and click New course. Give it a name and choose the packages it can be sold

with.

2 Open Academics — Packages and click New package to set the price and type.

3 Open Academics — Classes and click New class. Pick the course, the teacher and the weekly times.

Communex puts the sessions on the timetable for you, skipping holidays.

& communex  School

) Demo Academy
Owner

D.

88 Today
B Schedule
@ Attendance

2 Homework

Requests [ B

People

Academics
M Courses
[0 Classes
E3 Lessons
[ Flexi classes
v Enrolments
W Packages

@ Online courses
% Holidays
Finance

Shop & events
Payroll
Communication

System

[@ Collapse menu

Powered by Communex
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Q  Search students, invoices, pages..

m Courses What the school teaches. Prices are set on packages.

Total courses

9

Search course name

Course

b B

)

»

3

~a

Science
CRS-0004

English Language
CRS-0001

Mandarin
CRS-0002

Bahasa Melayu
CRS-0009

Mathematics
CRS-0003

Coding for Kids
CRS-0008

Art & Drawing
CRS-0007

Violin
CRS-0006

1-90f8 20/ page «

HK

a Status: all v

Active

9

Packages

3 packages

3 packages

3 packages

3 packages

3 packages

3 packages

3 packages

3 packages

3 packages

Booking window

No booking limits

No booking limits

No booking limits

No booking limits

No booking limits

No booking limits

No booking limits

No booking limits

No booking limits

Academics — Courses

@ Academy time (GMT+8)

8 8 8 868 8 8

5

©@2 L

Inactive

0

Created

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

@en O H Sarah Chen -

F \nprt

9results () Columns
Updated

3 Nov 2026, 02:52 VAR
3 Nov 2026, 02:52 VAR |
3 Nov 2026, 02:52 7 @
3 Nov 2026, 02:52 VAR
3 Nov 2026, 02:52 7 B
3 Nov 2026, 02:52 7 ®
3 Nov 2026, 02:52 VAR |
3 Nov 2026, 02:52 7 @

3 Nov 2026, 02:52 Z @



& communex  School

Demo Academy
Owner

DA

v

Today

B Schedule

@ Attendance
& Homework

Requests D

People >

Academics -

m
m
=5
n]
v
w
®

Courses
Classes
Lessons

Flexi classes
Enrolments
Packages
Online courses

Holidays

Finance >
Shop & events >
Payroll >
Communication >

System >

[@ Collapse menu

Powered by Communex

& communex  School

P Demo Academy
Owner

88 Today
B Schedule
@ Attendance

& Homework

Requests [ B

People >
Academics v
M Courses

M Classes

8 Lessons

[ Flexi classes

v Enrolments

¥ Packages

@ Online courses

#%- Holidays

Finance >
Shop & events >
Payroll >
Communication >
System >

[ Collapse menu

Powered by Communex
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Q Search students, invoices, pages..

#K

vr Packages How courses are charged

Total packages

3

all types

Search package name

Package

Trial Class
PKG-80083

Monthly Basic
PKG-0001

Term Package (12 sessions)

PKG-80082

1-30f3 20/ page ¥

Q Search students, invoices, pages...

Classes

< Recurring

@ Credit pack

Active

3

offered to new enrolments

Type: all v Status: all v

Type Courses

ne-off Art & Drawing, Bahasa Melayu +7

Art & Drawing, Bahasa Melayu +7

Art & Drawing, Bahasa Melayu +7

@® Academy time (GMT+8)

Inactive

0

kept for history

Price Gredits or cycle
RM 30.00 —

RM 320.00  Every 1 month

RM 420.00

Academics — Packages

#K

M Mathematics Year 6 oactive - Growp

Lessons

1

1 active

Search roster

Student

Priyanka Raj

Ll S-104
o Dev Kumar
5-074

Aisyah binti Rahman
AR

5-019

i Chloe Teo
5-028

o Jasmine Lim
5-010

i Haziq bin Rahman
5-094

% Diya Subramaniam
5-105

e Alya binti Hassan
5-032
Ng Jun Hao
5-102

NH

Chan Zi Han

& $-036

. Students 12 Lessons 1

Enrolled in

1/1 all lessons

1/1 all lessons

1/1 all lessons

1/1 all lessons

1/1 all lessons

1/1 all lessons

1/1 all lessons

1/1 all lessons

1/1 all lessons

1/1 all lessons

12 eredits - 1 per session

@® Academy time (GMT+8)

Students

12

on the roster

Joined

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

12 results & Export CSV

Updated

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2028, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

© Remove

© Remove

© Remove

© Remove

© Remove

© Remove

© Remove

© Remove

© Remove

© Remove

A class and its roster. Use Add student to put someone in the class.

@2 2 ®o &

T Import + New package

Validity Active

s0days @O

120 days

@2 2 & &

No course

0

no course offers it

3 results

Created

8

8

# Edit class

& Class details

Name

Mathematics Year 6

Type Status
Group Active
Description

Not set

] Lessons in this class

:- Mathematics Year 6
Mathematics - David Lim

@® Tue 09:30—11:00

2+ Add stude

H Sarah Chen

[ Columns

3 MNov2026,0252 # @

3 Nov 2026, 02:52 2 )

3 Nov 2026, 02:52 I ®

‘0

H Sarah Chen

+ Link lesson

LSN-0002

— 12 0f 12 on roster enrolled

© A class only groups lessons. Enrolment,

credits and invoices are per lesson. Add a

student here to enrol them in several lessons

at once.



TIP

Already have courses in a spreadsheet? Courses and Packages both have an Import button.

1.6 - STUDENTS AND CLASSES

The schedule

See every session by day, week, month or teacher, and add one-off sessions.

&5 communex  School Q Search students, invoices, pages...  ¥K
Demo Academy
DA v v
G ma Schedule Tus 3 Nov 2026 ¢ Today > One week
88 Today
Sessions 10 Students 73 Teachers 6 Cancelled O
B Schedule

@ Attendance No teacher on leave today or temorrow
& Homewerk

Search course, lesson or teache

@ Academy time (GMT+8)

® 20

L @en & H Sarah Chen -

Upcoming ® Ongeing ® Unmarked ® Completed ® Rescheduled ® Cancelled (D

a Range ~ All teachers v All courses ~  All students -~ All lessons All statuses - ®Unmarked - 0

Requests D>
People > TEACHER 02:00 03:00 04:00 085:00 06:00 07:00 08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:00 19:00
Academics > ® Ahmad Razak [En Engliph Ye
Sl 02:40-0:10
Finance >
David Lim i Mathpmat
Shop & events > 1 session 02:40-0f:10
Payroll > s Kevin Raj [«: Crod ng fol
L) 1session 02:45—94:15
Communication >
Mei Ling Tan % Mdndarin % Mandarin 2 Art & Drav 2 Art & Drav & Mar
System > & aasalons 02:55|-04:25 11:00-12:30 14:00-15:30 16:00-17:30 18:30..
Joug Nurul Aisyah
o 0 sessions
Priya Kumar [m Pianc
1 session 15:30...
Sarah Chen [g Science Y.
1 session 14:30—-16:00

[@ Collapse menu

Powered by Communex

Schedule, By teacher view: who teaches what today

« Switch between Day, Week, Month, List and By teacher at the top.

» Click a session to open its roster, attendance and notes.

Click New session for a one-off or 1-to-1 lesson that isn't part of a weekly class.

+ When a teacher is on leave, their sessions show as needing a teacher so you can arrange cover.

TIP

A session that has already ended can't be moved to another day. If it didn't happen, record attendance or

arrange a make-up class instead.
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1.7 - STUDENTS AND CLASSES
Enrol a student in a class

Enrolling puts the student on every future session and creates their first invoice.

» Video: Enrol a student and create the first invoice — communex.net/help/admin#enrol

1 Open Academics — Enrolments and click New enrolment.
2 Under Add to an existing lesson, click Choose.
3 Click Select a lesson... and pick the class. Then click Select students... and tick the students.

4  Click Next. On Package & billing, choose the package. Each student's line shows what they pay today and
when the next payment is due.

5 Click Next. On Extras, keep or untick extra charges such as a registration fee or books.

6 Click Next: Review, check the invoice and click Enrol.

&5 communex  School Q. Search students, invoices, pages... XK @ Academy time (GMT+8) (D20 L2 @En & H Sarah Chen v

) Demo Academy

D. v

Olwner Enrolments > New enrolment

Today

v New enrO'mEn‘ Enrol students into a running lesson. Credits and invoices follow automatically Cancel
B Schedule
@ Attendance © student © Package & biling @ Extras 4 Review
& Homewerk
Requests D> Which package, and how do they pay?
> Now: pick the package, then how they pay
People >
1 student First invoices RM 461.00
Academics v
M Courses Trial Class Monthly Basic O] Term Package (12 sessions)
RM 30.00 - One-off RM 320.00 / month - Recurring RM 420.00 * Credit pack - 12 credits
[ Classes
£3 Lessons
O Flexi classes [ Every month (auto-renew) @® E Pay N months now
An invaice each menth until they stop. One invoice now. Ends after those months
+ Enrolments
First month First invoice
¥ Packages
By lessons  Full month Today  On a date

® Online courses
Charges only the lessons left this month.

0 Holidays
Each student
Flagnce ¥ Adam bin Hassan
== Adjust price
Shop & events > AH  RM 320.00 today - Nov
Then RM 320.00 on the 1st of each month
Payroll >
Communication >

<« Back Piano Grade 3 - LSN-0007 - 1 student Next >
System >

[@ Collapse menu

Powered by Communex

Package & billing: see the first invoice before you enrol

Monthly packages are billed for each calendar month, on the 1st. A student who joins in the middle of a month can
pay for just the lessons left, and you can change the first month's price before you enrol.

TIP
You can also enrol from a class (Add student) or from a student's Enrolments tab.
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1.8 - DAY TO DAY
Take attendance

Mark who came. Lesson credits are used up and parents can see it straight away.

Teachers usually mark attendance in the app at the start of class. The Attendance page lets the front desk see what's
been marked and fill any gaps.

» Video: Take attendance for a class — communex.net/help/admin#attendance

1 Click Attendance in the left menu.
2 Find the class that's on now and click Take attendance. Later classes show the time attendance opens.
3 Click Mark all present.

4  For a student who didn't come, click Absent and type the reason. For a late student click Late; the minutes are
filled in for you.

5 Click Save attendance.

& communex  School Q Search students, invoices, pages...  ¥K @ Academy time (GMT+8) (D20 L @ En & “ Sarah Chen v

) Demo Academy

D,
Owner

v

@ Attendance credits are charged when attendance is saved ¢ F13Nov2026 ~ > Today AV Records
Today
Sessions o Live now  Unmarked  Done Upcomin
9
Schedule
= 10 a4 0 0 6
@) G 0 done - 1010 go Mathematics Class ended, not marked Completed and marked Not started yet
2 Homework
Tue 3 Nov 2026 10 sessions - 96 students expected ® 4 ongoing ® 6 upcoming
Requests [ B3
Time Course - lesson Teacher Room Students Status
Eecple ? 02:40 Mathemati
’ ) ' onemation 2 David Lim - 14 Ongoing Take attendance
Academics s 90 min Mathematics Year 6
Finance > gg:':?n N E:jl‘:‘h\:':i"age 2 Ahmad Razak - 1 e Ongoing Take attendance
Shop & events > T Shdia i
) 3y —ocing for Rk ¥ Kevin Raj = 9 @ Ongoing Take attendance
Payroll > 80 min Coding for Kids
Communication > ;’g:ﬁ & :::;';"’r""""m’ 5 £ Mei Ling Tan - 10 e Ongoing Take attendance
. ’ 11:00 Mandari
K andarin
prie D i veirs £ Mei Ling Tan - 9 Upcoming © Opens 10:00
14:00 Art & Drawin
pasihe 2 mrl 5 me‘:’ﬂ‘gg_ — £ Mel Ling Tan = 1 e Upcoming ® Opens 13:00
20 [§) Science 2 Sarah Chen = 10 = Upcoming ® Opens 13:30
90 min Science Year 4
1::30 m ':IBMG a3 & Priya Kumar - 7 Upcoming @ Opens 14:30
min iana Grade
16:00 Art & Drawin ’
s | 2) i a memgg_ T £ Mei Ling Tan - 8 @ Upcoming © Opens 15:00
18:30 Mandarin ’
€6 min L2l M & Mei Ling Tan - 7 Upcoming @® Opens 17:30

[ Collapse menu

Powsred by Communex
Attendance: unmarked, done and upcoming sessions

When you save, students on a credit pack use one lesson credit and parents see the record in the app. If a student

has no credits left, Communex tells you how many students will owe credits before saving, so you can top them up
or save anyway.

TIP
Check the Unmarked number at the end of each day. A session that was never marked shows up here until
someone marks it.
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1.9 - DAY TO DAY
Approvals, leave and make-up classes
Everything people are waiting on is under Requests. Clear it once a day.

Parents apply for leave in the app, teachers apply for their own leave, and new families and teachers ask to join. All of
it lands under Requests in the left menu.

& communex  School Q Search students, invoices, pages... %K @ Academy time (GMT+8) (D20 L2 @En & H Sarah Chen v
P Demo Academy G
Owner
@ Approvals Pending requests from every queue, in one place
88 Today
Leave Reschedule New student New teacher Parent link
Schedule
8 a4 0 3 2 0

@ Attendance

# Homework Search requester or det: a Status: Pending v Type:all ~ [ Columns

9 results Tick rows to approve or reject several. Teacher leave Is decided one by one.

Requests e
B fiaen o) Requester Type Details Reason Submitted  Status Updated
Attending m'
P Leaves Mei Ling Tan LEV-0005 - 17 Nov 2026 - Personal I .
H oo Teacher feave ' 0 cousin's graduat 3Nov2026 e Pending 3 Nov 2026, 03:15 B Review X Reject
C Makeup Show mare v
T Payment proofs Fever since the
e Isabelle Goh LEV-0004 - 10 Nov 2026 - Sick - 1
£ 16 < osa Student leave . weekend, doctor 3 Nov 2026 « Pending 3 Nov 2026, 03:15  « Approve X Reject
[> Leaving school (2] session FaE L
People > y i test ing to Join )
wH N Nov 202 .p Nov 2026, 02:52 A * Reject
Wong Jia Hui lew student . 460117142370 Demo Academy. 3 Nov 2026 ending 3 Nov 2026, 02:5 pprove eject
Academics >
) ) test to join
Finance > NA Nurul Aina New student 3Nov2026  ®Pending 3 Nov2026,02:52 v Approve X Reject
- 460114797079 Dema Academy
Shop & events >
test to join .
Payroll > RK  Ravi Kumar New student 3 Nov 2026 ® Pending 3 Nov 2026, 02:52 ¥ Approve X Reject
ayro - 460113235934 Demo Academy.
Communication > N N st R ——
o join
Ls Lim Wei Sheng New teacher ) 3 Nov 2026 ® Pending 3 Nov 2026, 02:52 + Approve X Reject
System > - 460114661776 Demo Academy.
SR Siti Rahmah New teach test ta jein 3 Nov 2026 Pendi 3 Nov 2026,02:62 v A X Reject
iti Rahmal ew teacher ov & Pendin ov 2026, 02 rove eject
- +60113891501 Demo Academy. L P d
Sophia Ts LV-0001 - 3 Nov 2026 - Sick - 0 Family mattars = wil
ophia Teo 0001 - 3 Nov - Sick -
it Student leave ; catch up on miss 2Nov2026  ®Pending 3 Nov2026,02:52 v Approve  x Reject
» sessions

Show more v

1-90f8 20/ page - < o >

[@ Collapse menu

Powered by Communex

Requests — Approvals
» Video: Approve a student's leave — communex.net/help/admin#requests

1 Open Requests — Leaves.
2  Find the pending request and click Approve (or Reject).

3 The confirmation shows the student, the dates and the lessons affected. Click Approve leave.

When leave is approved, the student's seat on those sessions is freed and, where your school's rules allow, their
credit comes back and a make-up class is due. Leave applied for at the last minute can still be charged, depending
on your rules in Settings — Business policies.
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& communex  School

Demo Academy
Owner

DA

Today

B Schedule
@ Attendance

& Homework

Requests

& Approvals

P Leaves

C Makeup

T Payment proofs

[ Leaving school

People
Academics
Finance

Shop & events
Payroll
Communication

System

[@ Collapse menu

Powered by Communex

Q Search students, invoices, pages..

Pending

4

Search applicant name or reas

#K

Approved

4

B Leave requests Student and teacher leave, and what approving it did

Rejected

1

. Status: all v Type: all ~ Period: all v B Select range

Applicant Leave no Period Type

o Moiline s 17 Nov o
Teacher 1 - 2026 ersona
Isabelle ... 10 Nov

© LEV-0004 sick
Student S 2026 L
Dev Ku...

oK Lev-ooe3 O Nov Sick
Student S 2026
Charlie .. 10 Nov

cw LEV-0002 Famil
Student S 2026 i
Ng Jun .. 10 Nov

NH LEV-0001 Famil
Student S 2026 L
Tan Wei...

) P Lv-oee3 MoV personal
Student S 2026
Sophia ...

gr Sopma v-ooor S Nov Sick
Student S 2026
Aiden Tan 10 Roy=

AT L Lv-0eDa 13 Nov Vacation
Student 2026
Chan Zi... Sifiey=

cH . V0002 6Nov Family
Student 2026

1-90f9 | 20/ page -

Sessions

Reason

Attending my ...

Fever since th..

Dental appoin...

Family weddi...

Family trip to ...

Family matter...

Family matter...

Family matter...

Family matter...

Requests — Leaves

Submitted

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

3 Nov 2026

2 Nov 2026

2 Nov 2026

2 Nov 2026

2 Nov 2026

@® Academy time (GMT+8)

Status

s Pending

* Pending

* Approved

o Approved

® Approved

o Rejected

 Pending

o Pending

o Approved

1 Open Requests — Makeup to see missed lessons waiting for a make-up.

2 Click Schedule next to a student and pick a session or time.

&5 communex  School

) Demo Academy
Owner

Today
B Schedule
@ Attendance

& Homework

Requests

& Approvals

P Leaves

C Makeup

T Payment proofs

> Leaving school

People
Academics
Finance

Shop & events
Payroll
Communication

System

[@ Collapse menu

Powered by Communex
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Q Search students, invoices, pages..

To schedule

5

Search student, lesson or It

Student
- Dev Kumar
5-074
Ng Jun Hao
NH
5-102
i N9 Jun Hao
S-102
cw Charlie Wong
5-003
= Tan Wei Jie
g 5-053
Chan Zi Han
CH
5-036
& Sophia Teo
5-026
1-7of 7 | 20 / page v

#K

(o] Makeup Lessons owed after approved leave.

Scheduled

1

Status: all v Student: all v Teacher: all v

Missed session

Mandarin Conversation
Tue 10 Nov 2026 - 18:30—19:30

Mathematics Year 6
Tue 10 Nov 2026 - 09:30—11:00

Science Year 4
Tue 10 Nov 2026 - 14:30—16:00

Mandarin Year 5
Tue 10 Nov 2026 - 11:00—12:30

English Year 5 — Writing
Sat 31 Oct 2026 - 17:00—18:30

Mathematics Year 5
Sun 1 Nov 2026 - 16:00—17:30

Piano Grade 1
Mon 2 Nov 2026 - 10:00—11:00

From

LEV-0003

LEV-0001

LEV-0001

LEV-0002

Manual

Manual

Manual

Makeup

Not scheduled

Not scheduled

Not scheduled

Not scheduled

Sat 7 Nov 2026 - 02:52
with Priya Kumar

Fri 6 Nov 2026 - 02:52
with Sarah Chen

Not scheduled

Requests — Makeup

® Academy time (GMT+8)

Status

® To schedule

® To schedule

® To schedule

* To schedule

@ Completed

® Scheduled

¢ To schedule

@20 £ ®en
Cancelled
0

Student: all ~
Updated

3 Nov 2026, 03115

3 Nov 2026, 03:15

3 Nov 2026, 03:15

3 Nov 2026, 03:14

3 Nov 2026, 03:14

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

Q2 L

Completed

1

Created

3 Nov 2026, 03:15

3 Nov 2026, 03:14

3 Nov 2026, 03:14

3 Nov 2026, 03:14

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

Teacher: all «

 Approve

« Approve

+ Approve

@ EN

Updated

3 Nov 2026, 03:15

3 Nov 2026, 03:14

3 Nov 2026, 03:14

3 Nov 20286, 03:14

[ H Sarah Chen

+ New leave request

9results  ([) Columns
[ Review # @ Cancel
X Reject # @ Cancel
x Reject £ (@ Cancel
x Reject £ @ Cancel

¢ o &

& H Sarah Chen

7resuits [ Columns

2 Schedule
2 Schedule
E2 Schedule

£ Schedule

3 Nov 2026, 02:52

3 Nov 2026, 02:52

3 Nov 2026, 02:52

© Complete

£2 Schedule

B

20



1.10 - DAY TO DAY

Homework

See what's been set, what's been handed in and what still needs grading.

Teachers set homework from the app after class. Here you can see all of it: drafts, what's published, what's been
handed in and what still needs grading.

& communex  School

) Demo Academy
Owner

D.

88 Today
B Schedule
@ Attendance

2 Homework

Requests
People
Academics
Finance

Shop & events
Payroll
Communication

System

[@ Collapse menu

Powered by Communex

v

Q. Search students, invoices, pages...  ¥K

¢ Homework set in a session or for chosen students, handed in and graded

Drafts

0

not sent yet

Search homework title

6 results Due times in academy time (GMT+8)

Homework

Chapter 4 — write 10 sentences u...

Worksheet 2

Worksheet 4

Worksheet 3

Worksheet 1

Worksheet 5

1-60of 6 20/ page -

Published

6

apen for hand-in

b3

i3

-
i

oy

w B

i

Lesson / session

Mandarin Year 5
Tue 3 Nov - 11:00

Mathematics Year 5
Sun 1 Nov - 16:00

Science Year 6
Fri 30 Oct - 16:30

English Year 5 — Writing
Sat 31 Oct - 17:00

Piano Grade 1
Mon 2 Nov - 10:00

Vielin Beginners
Thu 29 Oct - 17:00

Homework

Handed in

0/9

a/m

8/10

8/10

5/6

5/6

@ Academy time (GMT+8)

Needs grading

13

submissions - across 5 homework

Graded

* Needs grading: work handed in that the teacher hasn't marked yet.
» Overdue: homework past its due date that some students haven't handed in.

o Click New homework to set homework from the backoffice.

1.11 - FEES AND PAYMENTS

Invoices and payments

0/9

3Mm

3/10

3/10

2

o

2/

e Status: all v Lesson: all v Student: all ~ Needs action: all ~ B Due date

Teacher

Mei Ling Tan

Sarah Chen

Ahmad Razak

Priya Kumar

David Lim

Nurul Aisyah

® 20

2 8N &

Overdue

0

H Sarah Chen

+ New homework

past due, not all handed in

Due - assigned

Mon 9 Nov 23:59

assigned 3 Nov

Sat 7 Nov 02:52
assigned 3 Nov

Mon 9 Nov 02:52
assigned 3 Nov

Sun 8 Nov 02:52

assigned 3 Nov

Fri 6 Nov 02:52
assigned 3 Nov

Tue 10 Nov 02:52

assigned 3 Nov

Status

® Published

® Published

® Published

@ Published

® Published

® Published

[ Columns

& Close & o}
OcClose /# @
BClose £ @
BClese 7 @
SClose ¢/ @

BClose Z @

‘ ° ’

Invoices are created when you enrol and at the start of each month. Record payments as they come

Communex Guidebook
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& communex  School

P Demo Academy
Owner

D.

88 Today

B Schedule
@ Attendance
& Homewark
Requests

People

Academics

Finance

ul Overview
Invoices
Payments
Receipts

Refunds

Account balances

Credits

Discounts

@ 02 Q@ » % m

Shop & events
Payroll
Communication

System

[@ Collapse menu

Powered by Communex

B

Q, Search students, invoices, pages..

K

B Invoices silled, paid and still owed.

illing month ¢

Billed

RM 1,958.80

6 invoices issued

Search invoice or student

[ Columns

1-20 of 649

Inveice

DA2-INV-20261103-06002

Piano - Monthly Basic - N...

DA2-INV-20261103-00061

Owed credits - Mathematics

DA2-INV-20261102-00001
Monthly Basic

DA2-INV-20261101-00002
Monthly Basic

DA2-INV-20261101-00001
Monthly Basic

DA2-INV-20261101-00003
Term Package (12 sessions)

DA2-INV-20261031-00003
Term Package (12 sessions)

DA2-INV-20261031-00001

20 / page ~

November 2026

>

Collected

RM 1,923.80

on this month's invoices, after
refunds

@ Academy time (GMT+8)

Collection rate
98%

collected + billed

® 20

o Export CSV

Outstanding now

RM 13,942.20

42 unpaid - still owed

8 @en O

< Remind overdue

P9 saran chen -

Awaiting confirmation

RM 510.00

3 payment proofs to review

a Status: all but cancelled v Student: all ~ Collected: all v
Student Issued Due date Total Paid
p AnaRa. w2026 10Nov2026  RM 46100  RM 461.00
AR 52659907 o o :
Ong Xin...
oy 3 Nov 2026 10 Nov 2026 RM 35.00 -
5-081
LT ;:‘ihu' © 2 Nov 2026 16 Nov 2026  RM 338.20  RM 339.20
Chan Ju...
C 1Nov2026 16 Mov2026 RM 339.20 RM 339.20
N :fég';"a"' 1Nov2026  15Nov2026 RM 339.20 RM 339.20
Nathan ...
L 1Nov2026  15Nov2026 RM 44520  RM 445.20
ON El;j:‘a" 310ct20268 14 Nov2028 RM 44520 RM 445.20
Ng Xin Yi
L R 310ct2026 14 Nov2026 RM339.20 RM 339.20

Finance — Invoices

Method: all ~ & Issued between et 649 results
Outstanding  Status Updated

— e Paid 3 Nov 2026, 03:13 © Refund

RM 35.00  » Unpaid 3 Nov 2026, 03:02 @®Pay / @ Cancel

— ePaid 3 Nov 2026, 02:52 © Refund

—_ * Paid 3 Nov 2026, 02:52 © Refund

— e Paid 3 Nov 2026, 02:52 © Refund

— e Paid 3 Nov 2026, 02:52 © Refund

i ® Paid 3 Nov 2026, 02:52 “ Refund

-_ * Paid 3 Nov 2026, 02:52 “ Refund

< 2 Sl

» Video: Record a bank transfer and issue a receipt — communex.net/help/admin#invoices

1 Open Finance — Invoices and search for the student.

2  Click the unpaid invoice, then click Record payment.

3 Amount received is filled in with what's owed. Change it for a part payment.

4 Choose the Payment method (Cash, Bank transfer, DuitNow QR, Card, Cheque and others) and type the bank

reference if there is one.

5 Click Next, check the amount and click Record.

6 Areceipt is issued. Click Print receipt to print it, or Done.

Communex Guidebook
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Record payment - DA2-INV-20261028-00001 h X

Fernandez Zhi Hao
Amount received (RM)
Owed Account balance
339.20 RM 339.20 RM 0.00
Allocation
Inveice Due Owed Pays Still owed
DA2-INV-20261028-00001 11 Nov 2026 RM 339.20 RM 339.20 RM 0.00

To account balance RM 0.00

Payment method Paid on

(Clsh v) £ 3 Nov 2026

The day the money came in
Reference optional

Transfer / cheque / gateway reference no.

Internal notes optional

Internal note for this payment

Proof of payment optional

& Add slip

Cancel

#

Record payment

e From an invoice you can also Download PDF, Email invoice, Email receipt or Cancel invoice.
+ Remind overdue on the invoice list sends a reminder to every parent with an overdue invoice.

If a parent pays more than they owe, the extra goes to their account balance and is used for the next invoice.
New invoice lets you bill something that isn't part of an enrolment, such as an exam fee.
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& communex  School

) Demo Academy
Owner

D.

88 Today
B Schedule
@ Attendance

2 Homework

Requests D
People >
Academics >
Finance v
1l Owerview

B Invoices

& Payments

$ Receipts

C Refunds

&3 Account balances

B Credits

@ Discounts

Shop & events >
Payroll >
Communication >
System >

[@ Collapse menu

Powered by Communex

Q Search students, invoices, pages... %K

Invoices

B DA2-INV-20261028-00001 -« unpaid

© Cancel invoice & Print invoice & Download PDF

Bill to
FH Fernandez Zhi Hao v,
5-083
Line items

Description

PKG-0001 Monthly Basic

+ Add line Add items

+ Add discount
Internal notes optional

Internal note for this invoice

Note to family optional

e.g. Please bring the exam slip

Shown on the invoice in the App

Summary

Subtotal
SST 6%

Total

1.12 - FEES AND PAYMENTS

Payment proofs and receipts

& Email invoice

@ Academy time (GMT+8) (D20 L2 @En & H Sarah Chen
& Email receipt £ Record payment

Issued Due Settled

28 Oct 2026 —

An invoice

[ 11 Nov 2026~

Unit price Discount Tax Amount

320,00 RM~ 0.00 §8T6 - 88... v RM 320.00 (i

Scan or type barcode =

RM 320.00
RM 19.20

RM 339.20

When a parent pays by transfer and uploads the slip in the app, you check it and confirm.

Parents can pay in the app online (if you've connected a payment gateway) or by bank transfer. After a transfer they

upload the slip, and it waits for you here.

1 Open Requests — Payment proofs.

2 Click a proof to see the amount, method, reference, the parent's note and the slip.

3 Check it against your bank account, then click Confirm payment. If it doesn't match, click Reject and say why.
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& communex  School

Demo Academy
Owner

DA

Today
B Schedule
@ Attendance

& Homework

Requests

& Approvals

P Leaves

C Makeup

T Payment proofs

[ Leaving school

People
Academics
Finance

Shop & events
Payroll
Communication

System

[@ Collapse menu

Powered by Communex

Q Search students, invoices, pages..

T Payment proofs s waiting - RM 510.00 to confirm

To review (3)

Search invoice, student or sender

NH

Isabelle Goh 5-854
DA2-INV-20261003-0000...
by Isabelle Goh (Student)

Teo Shu Ting 5-076
DA2-INV-20261005-0000
by Teo Shu Ting (Student)

Ng Zi Han 5-031
DA2-INV-20261005-0000...
by Ng Zi Han (Student)

#K

Recently reviewed

Method: all ~

RM 180.00

® Pending review

RM 90.00

* Pending review

RM 240.00

# Pending review

Review proof

From payer -
RM 180.00
Method

Into account
Reference
Submitted

Parent note

Invoice DA2Z-INV-20261003-00001

Total
RM 339.20

Confirm details

Isabelle Goh (Student)

Bank transfer
TRX-1793645576649-0

3 Nov 2026 02:52

@ Academy time (GMT+8) (D20 L2 @®Een &

3 results

From school - added by you
&, Add photos or PDF

Saved with the payment when you confirm

Parent uploaded a transfer receipt;

awaiting admin confirmation.

No files

Paid
RM

Amount received (RM)

Student Isabelle Goh -

S-054
Outstanding
0.00 RM 339.20
Received on
180 B 3 Nov 2026

Any amount. What invoices don't need goes to the account

balance

Requests — Payment proofs

H Sarah Chen

Newest first

X Reject Confirm payme

Confirming records the payment on the invoice and issues a receipt. Every receipt is listed in Finance — Receipts,

where you can download, email or void it.

& communex  School

Demo Academy
Owner

DA

88 Today
B Schedule
@ Attendance

& Homework

Requests
People

Academics

Finance

1l Overview
B Invoices

2 Payments

$ Receipts

C Refunds

& Account balances
B Credits

@ Discounts

Shop & events
Payroll
Communication

System

[ Collapse menu

Powered by Communex
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Q. Search students, invoices, pages...

K

$ Receipts One receipt per payment collected

Search receipt, invoice or student

1-20 of 607

Receipt

DA2-RCT-20261103-00009

DA2-RCT-20261103-00008

DA2-RCT-20261103-00067

DA2-RCT-20261163-00066

DA2-RCT-20261103-00005

DA2-RCT-20261103-00004

DA2-RCT-20261103-00003

DA2-RCT-20261103-00002

DA2-RCT-20261103-00001

DA2-RCT-20261102-00002

DA2-RCT-20261162-00061

20 / page ~

Invoice

DAZ-INV-20261103-00002

DA2-INV-20261027-00002

DAZ-TNV-20261102-00001

DAZ-INV-20261101-00003

DA2-INV-20261031-00002

DA2-INV-20261101-00002

DAZ-INV-20261030-00001

DA2-INV-20261031-00001

DAZ-INV-20261101-00001

DAZ-INV-20261031-00003

DAZ-INV-20261025-00003

Student: all v

© Academy time (GMT+8) (D20 [ @EN & H Sarah Chen
B Issued between v 607 results [ Columns
Student Amount  Method Issued Status  Up
Aina Rahman RM Bank tranetar 3 Nov 2026 03:13 ol d 30! & Emal © Void
52669997 161.00 o : Ea =
livia T R
ot ?-;52 L 339;; Online payment 3 Nov 2026 01:52  elssued 31 & DEmal  © Void
o L SiTing PM eank transta 3Nov 20260152  elssued 31 & BEmal © Void
ank transfer : &
s S350 ov ssue mail oi
Nathan Fernand RM
NE :m;m ernandez wasgn  Ch 3Nov202601:52 elssued 3} & EEmal © Void
fiy) NoXin vt FM ank transfer 3Nov 20260152  wlssued 31 & BEmal  © void
ov : ssue & ma o
5-063 330.20 : "
Chan Jun Hao RM
@D sa020 O 3INov 20260152  elssued 31 & EEmal  © void
Jayden Ong RM v
i 4 &

O ¢ 25 445.20 Online payment 3 Nov 2026 01:52 eissued 31 & BEmail  © void
Y Ng Xin Yi M T h N 2026 01:52 I: 3r & E I Voi
N 5 063 339.20 ouch ‘n Go 3 Nov  Issued &  EEmail  © Void

Nur Iman binti Ismail RM
B e an bintsmal ss000  TOUEhmGo 3 Nov202601:52  elssued 31 & EEmail  © Void
Diya Nai AM
= card 2 Nov202609:00 elssued 31 & BEmal © Void
s-014 245.20
Jasmine Lim RM
Touch 'n G : &  BEmal i
w e ss0g0  ToUchmGo 2 Nov 2026 01:00 e lssued 31 Emall  © Void
< . 2 an >

Finance — Receipts
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1.13 - FEES AND PAYMENTS

Finance overview and lesson credits

See money in at a glance, and keep an eye on students running low on lesson credits.

&% communex  School

Demo Academy
Owner

DA

Today

B Schedule

@ Attendance
& Homework
Requests

People

Academics

Finance

Il Overview
Invoices
Payments
Receipts
Refunds

G|

2

$

[¢]

& Account balances
B Credits

®

Discounts

Shop & events
Payroll
Communication

System

[@ Collapse menu

Powered by Communex

Q Search students, invoices, pages.. #K

nl Finance Money in, money owed and what needs doing

To do ,  Payment proofs
Now = 3. RM 510.00 - oldest today
Money in

1—3 Nov 2026 so far - compared with 1—3 Oct 2026

Collected
Payments minus refunds, by the day they were recorded
Tod:
1-3 Nov 2026 - to date RM 5,000 o g
RM 4,849.40
796% RM 2,369.00 ahead of 1—3 Oct 2026 fiM 2750
Payments RM4,849.40 13 > Lo |
Refunds RM 0.00 0>
RM 1,250
Today RM 3,386.60 -9 >
]
© RM 510.00 in payment proofs is not counted until a & 4
praof is approved 01 Nov

Last 12 months

Collected each month, school time. Red below the line = refunds.

RM 5Ok

RM 37.5k

RM 26k

RM 12.5k

@ Collected @ Refunds = This month so far

08 Nov

© Academy time (GMT+8)

May Jun Jul Aug Sep Oct Nov

Click a month to view it

Finance — Overview

@20 £ ®en & H Sarah Chen

Updated 03:22 (3

’

Today  This week Last 3 months  This year £ 1 Nov — 30 Nov 2026 v
® This period --- Comparison period Billed >
RM 1,958.80 | aa%
& invoices issued - vs RM 3,498.00 in 1—3 Oct 2026
Collected so far >
98%
AM 1,923.80 of RM 1,858.80 - RM 35.00 still owed on these
>
18 Nov 23 Nov 30 Nov Refunded
RM 0.00
0 refunds - 0.0% of maney in
Collected  Billed vs collected  Payroll Money in by
1-3 Nov 2026
Source  Method  Account
Tuition — RM 4,809.40  100%

Owed credits RM 0.00 0%

Shop RM 0.00 0%
Events RM 0.00 0%
Other RM 0.00 0%
Total RM 4,849.40 100%

Students on a credit pack have a lesson balance. Each attended lesson uses a credit; approved leave can give it

back. Finance — Credits shows every balance and every change.

Communex Guidebook
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&5 communex  School Q. Search students, invoices, pages... XK @ Academy time (GMT+8) (D20 L2 @En & H Sarah Chen v

) Demo Academy

Owner =
B8 Credits Prepaid lessons for each student. # Adjust balance + Issue credits

D.

88 Today
a Owed to the school Credits in circulation Low balance Expinng soon
Schedule .. . .
1 credit 471 credits 74 students 44 credits
© Attendance 1 student owing net balance held across all accounts at or under their own alert level left in batches that expire within 30 days.
2 Homework
Balances 120 Transactions Expiring
Requests D
Search student name e Balance: all v 120 results () Columns
People >
Academics > Student Credits  Status Alert rule Last movement Created Updated
Finance v oy Ong XinYi 2 el . 1 Warn at < 5 o 2020.09:02 3 Nov 2026, 02:52 3 Nov 2026, 03:02 ! 2 Alert
il s n arrears - owes am at < s lov 2026, 02: ov 2026, 03: @lssue 13 Alerts
1l Owerview
Chan Zi Han 3 Nov 2026 03:02
< : : 0 o
B inveices D & aie 9 e Healthy Warn at < § fee 3 Nov 2026, 02:62 3 Nov2026,03:02  (lssue 1 Alerts
Payments Ng Jun Hao :
¥ Pey oo 9 o Healthy Warn at < 5 2o 2R 0302 3Nov2026,02:52 3 MNov2026,0302  ®lssus T Alerts
$ Receipts
Priyanka Raj 3 Nov 2026 03:02 v
C Refunds PR loa 7 e Healthy Wamn at < 5 it 3 Nov 2026, 02:52 3 Nov 2026, 03:02 ~ @lssue '3 Alerts
&3 Account balances
ine Li
9L ‘:;TQ"E e 9 e Healthy Warn at < 5 £ Hov 2025 03.0¢ 3 Nov 2026, 02:52 3 Nov 2026, 03:02  @lssue 13 Alerts
B Credits
Jayden Ong 2 3 Nov 2026 03:02
® Discounts O s 1M e Healthy Warn at <5 Deducted -1 3 Nov 2026, 02:52 3 Nov 2026, 03:02 @lssue L3 Alerts
Shop & events > Haziq bin Rahman :
HR sfuq(: 9 e Healthy Warnat € 5 ge%i’l::g"f 852 3 Nov 2026,02:52 3 Nov 2026, 03:02  @lssue 1 Alerts
Payroll >
cati Chloe T
Communication > cr 5‘1“; L 7 e Healthy Warnat €6 ge’(‘jﬁ:jgzj 03:02 3 Nov 2026,02:52 3 Nov 2026, 03:02  @lssue ‘I Alerts
System 5
Dev Kumai -
oK 57:7.1“ r 9 e Healthy Wamat <5 2.Now 2020 03,02 3 Nov 2026, 02:52 3 Nov 2026, 03:02  (@lssue I Alerts
1-20 of 120 | 20/ page ~ < °2 3 4 86 6 (»

[@ Collapse menu

Powered by Communex
Finance — Credits

« Low balance: students about to run out. A good list to send a renewal reminder to.
» Expiring soon: credits that will expire if not used.
« Adjust balance: correct a balance by hand. You'll be asked for a reason, and it's recorded.

1.14 - MESSAGES AND REPORTS
Send announcements

Tell parents and teachers about events, closures and changes. They get it in the app.
» Video: Write and publish an announcement — communex.net/help/admin#announcements

1 Open Communication — Announcements and click New announcement.

2 Type a Title and the Message. Add images if you like.

3 Choose the Audience: Everyone, or a Course, Lesson, Role or chosen People.

4 Click Next. Turn on Push notification so phones get an alert. (The in-app inbox is always on.)

5  Click Publish now..., check the summary and click Publish now. You can also schedule it for later.

Communex Guidebook
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New announcement
Step 10f 2 - Message and who gets it

Title *

Extra revision classes before exams

Message *

B I H =

Dear parents, we are adding two revision classes for Year 6 on Sat 21
and Sat 28 Nov, 10 am to 12 pm. Please book a seat in the app.

132 characters
Category Importance
General Normal  Important  Urgent
Audience *

Lesson People

About 128 people in this audience now, including people who turned
notifications off.

Images optional

B
Add image (0/5)

Preview - Family app

( e )

< Announcement

Extra revision classes before exams
3 Now 2026

Dear parents, we are adding twe revision
classes for Year 6 on Sat 21 and Sat 28 Nov, 10
am to 12 pm. Please book a seat in the app.

J/

Coneel

The preview shows what families see

28



1.15 - MESSAGES AND REPORTS
Reports and the activity log

Export the numbers, and see who changed what.

&% communex  School Q Search students, invoices, pages.. #K

) Demo Academy

B ouner M
ul  Reports The detail behind each number. Every report exports ta CSV.

Today
B Schedule Net revenue - last 12 months RM 220,220.20
@ Attendance
& Homework
Requests Q>
People >
Academics > Jan 2026 Mar 2026 May 2026 Jul 2026 Sep2026  Nov 2026
Finance >
Shop:a.everts > B Financial 4 reports
Payroll >

Outstanding & aging © Live
Communication > >
Chasing payment: who still owes, how long overdue, who to call

Systam N Payments received £ Date range .
Month-end reconciliation: where each payment came from and which account it landed in

ul Reports

O Roles Revenue by course @ Date range

Quarterly review: which courses eamn, which ones to cut
® Activity log
Invoice register & Date range

1 Payment methods Audit and tax: every invoice issued, cancelled ones included

% Tax rates

A Students 3 reports
% Settings

Enrolment & churn & Date range

Monthly review: how many came in, how many left, net change

Credit balance & expiry ©Live
Renewals: who is running out of credits, whose credits expire soon

Student roster O Live

Parent nights and mailshots: one exportable contact list
[@ Collapse menu

Powered by Communex

System — Reports

@ Academy time (GMT+8) (D20 L2 @EN

<]

H Sarah Chen

Q Search reports...

By month
Payments received minus refunds, sehool time.

is month is so far.

Nov 2026
Oct 2026
Sep 2026
Aug 2026

Wi om0

12-month total

& Attendance 3 reports

At-risk attendance £ Date range

Retention: students stop showing up long before they withdraw

Class fill rate & Date range
Timetabling: which classes to merge, which cnes to duplicate

Attendance register 5 Date range

Proof: the session-by-session record when a parent disputes it

R Staff 2reports

Teaching hours & Date range

Payroll: how many sessions and hours each teacher actually taught

Teacher session detail & Date range

Payroll disputes: the session-by-session breakdown behind the hours

RM 4,849.40
RM 40,428.40
RM 36,336.80
RM 34,195.60

BM A7 nE2 BN

RM 220,220.20

Reports are grouped into Financial, Attendance, Students and Staff. Each one downloads as a CSV file you can open

in Excel or Google Sheets.

Communex Guidebook
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& communex  School

) Demo Academy
Owner

D.

Today
B Schedule
@ Attendance

2 Homework

Requests [14]

People
Academics
Finance

Shop & events
Payroll

Communication

System

Il Reports
O Roles

© Activity log

fil Payment methods
% Tax rates

¥ Settings

[@ Collapse menu

Powered by Communex

Q Search students, invoices, pages.. #K

® Activity log who changed what, and when.

Search person, object oi

24 results Newest first - read-only record

When

3 Nov 2026
03:15

3 Nov 2026
03:14

3 Nov 2026
03:14

3 Nov 2026
0313

3 Nov 2026
03:12

3 Nov 2026
0312

3 Nov 2026
03:n

3 Nov 2026
03:.07

3 Nov 2026
03:05

3 Nov 2026
03:04

3 Nov 2026

1-20 of 24 | 20 / page -~

Who

Mei Ling Tan

I~

% Teacher

Sarah Chen

Owner

Mei Ling Tan

X

43 Teacher

H Sarah Chen
Owner

H Sarah Chen
Owner

ﬁ Sarah Chen
Owner
Mei Ling Tan

¥ g

43 Teacher

H Sarah Chen
Owner

ﬁ Sarah Chen
Owner

ﬁ Sarah Chen
Owner

.. System

Action

® Leave approved

o Leave approved

o Leave approved

® Account payment

© Invoice issued

® Enrolled

® Attendance marked

® Student create with accounts

® Attendance marked

® Attendance marked

Who: all ~

® Academy time (GMT+8)

Action: all ~ Object: all ~
Object

LEV-0003

Leave request

LEV-0001

Leave request
LEV-0002
Leave request
Student
DA2-INV-20261103-00002
Invoice

ENR-0173

Enrolment

Mandarin * Tue 3 Nov 2026
Session

Aina Rahman
Student

Coding for Kids - Tue 3 Nov 2026 ...

Session

- 02:55

English Language - Tue 3 Nov 202.

Session

DA2-INV-20261103-00001

System — Activity log

®20 L @ &

[ Celumns

Detail

Approved leave LEV-0003 (2026-11-10)
Approved leave LEV-0001 (2026-11-10)

Approved leave LEV-0002 (2026-11-10)

Received RM 461.00 by bank transfer (counter); paid DA2-
INV-20261103-00002 RM 461.00

Created invoice DA2-INV-20261103-00002 (461.00)
Enrolled in Piano Grade 3 with Monthly Basic

Marked attendance for 10 students

Created student Aina Rahman. Opened parent account
Rahman Ismail (rahman.ismail@example.com)

Marked attendance for 9 students

Marked attendance for 11 students

Created invoice DA2-INV-20261103-00001 (35.00) for the

N ERE

The activity log records every important change: who approved a leave, who recorded a payment, who changed
attendance. Filter it by person, action or record when you need to check what happened.

Your routine

Every day

e Open Today and check To

mark

o Clear Requests: approvals,

leave and payment proofs

* Make sure every class has

attendance before you leave

Communex Guidebook

Every week

Look at next week's

Schedule for teacher leave

and gaps

Schedule make-up classes
Check Credits — Low
balance and remind those

parents

Every month

Check the month's invoices
on the 1st

Use Remind overdue for
unpaid invoices

Export the reports you share

with the owner or accountant

H Sarah Chen
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PART 2

Communex for teachers

Your timetable, attendance, homework, feedback and leave, all in the Communex app on your phone.

As a teacher you'll use the Communex app on your phone. It shows the lessons you teach, lets you mark attendance
in a few taps, set homework and write feedback that parents see straight away.

This guide follows a normal teaching day. The screens show a fictional teacher, Mei Ling Tan, at a fictional school
called Demo Academy. What you see may be a little different if your school has given you more or fewer permissions.
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2.1 - GET STARTED
Install the app and sign in
Get the Communex app, choose Teacher and sign in with the account your school gave you.

1 Install the Communex app from the App Store (iPhone) or Google Play (Android). No phone to hand? Open
app.communex.my in a browser.

2 Open the app and choose Teacher at the top.
3 Enter the email and password your school gave you and tap Sign in.

4 The first time, you'll be asked to choose your own password.

e Tick Remember me so you stay signed in on your own phone.
» Forgot your password? Tap Forgot password? on the sign-in screen.

TIP
Teach at more than one school? Use the same account. You can switch between schools in the app.

&% communex 5 &N

-
- & ['2

Welcomeback

Signin to your school on Communex.
Teacher Student or parent

Email Use mobile number

teacher3@showcase.communex.test

Password

O Remember me Forgot password?

Choose Teacher, then sign in

2.2 - GET STARTED

Your Home screen
Home shows the lesson that's on now, the rest of today and shortcuts to the things you do most.

e The card at the top is the lesson that's on now, or your next one. Tap Take attendance to mark it.
« Under Today you'll find the rest of today's lessons. Tap Full schedule to see more.
» The shortcuts take you straight to Mark (attendance), Students, Homework and Feedback.
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« The bell at the top right shows your notifications. A number means something is new.
Along the bottom are five tabs:

+ Home: today.

Schedule: your timetable by day, week or month.

« Manage: school tools. What you see here depends on what your school lets you do.
« Approvals: leave requests from your students, and your own leave.

» Me: your profile, availability, calendar and settings.

TIP
An orange Conflict label on a lesson means some of its students also have another class at the same time. Let

the office know.

4]

Demo Academy

TUESDAY 3 NOVEMBER

Hi, MeiLing Tan

@ Pt ] B

Mark Students Homework Feedback
IN PROGRESS
% Mandarin Year3 >

=Y 02:55-04:25-10students

Edit Attendance

TODAY - 5 Full schedule

02:55 MandarinYear3 £3 Conflict
1h30m & Adambinls.. +9more  Marked

11:00 MandarinYear5
1h30m 2 AdambinHassan +8 more

14:00 Art&Drawing —Juni...
1h30m 2 AidenTan +10 more

{2 Confiict

16:00 Art&Drawing — Seniors
Th30m & Adam binIsmail +7 more

A B R @ 2
Me

Home  Schedule  Manage Approvals

Home

2.3 - GET STARTED

Your timetable
See every lesson you teach, open one to see who's coming, and add your timetable to your phone's
calendar.

1 Tap Schedule at the bottom.

2 Switch between Day, Week, Month and List at the top.

3 Tap any lesson to open it.
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The Session screen shows the time, room and students, how many are expected, on leave or coming for a make-up,
and a short list of what still needs doing: attendance, a lesson note, feedback and homework.

Want your lessons in your phone's own calendar? Subscribe once and it keeps itself up to date.

1 Tap Me, then Calendar subscription.

2 Tap Add to Apple Calendar or Add to Google Calendar and follow the steps.

TIP

Lesson times always show in your school's time zone, even when you travel.

Schedule

Day Week Month

© Academy time (GMT+8)

List

Week of 2 - 8 Nov < >
MON (@IU WED  THU FRI SAT = SUN
2 3 4 5 [ 7 8
Tuesday 3 November 5sessions < >
02:55 .
3 Conflict
Mandarin Year 3 e
 Marked
02:55-04:25 - 10 students
11:00 )
Mandarin Year 5
11:00-12:30- 9 students
14:00 /
Art & Drawing — Juniors £ Confiict
14:00-15:30 11 students
16:00
Art & Drawing — Seniors
16:00-17:30- 8 students
18:30 | )
Mandarin Conversation
18:30-19:30- 7 students
@ B 8 @ 2
Home  Schedule Manage Approvals Me

Schedule

2.4 - IN CLASS

Mark attendance

Mark attendance at the start of every lesson. It takes a few seconds and parents see it straight away.

< Session
q. o of z
A\ 9y
A" ©
'. "al‘ %
Mandarin Year 3 & Conflict
Mandarin - Tue 3Nov * Ongoing
Time 02:55-04:25
Room -
Teacher H MeilingTan >
Students 10
10 10 0 0

Expected Marked Onleave Make-up

WHAT NEEDS DOING

Attendance done
©)

Edit >
10 students marked
& Lesgon néte ) Add >
Nothing written for this class
=] Write fgedback Continue >
Tof10 written
m Sethomework Addl >

Nothing set for this session

A lesson: everything to do in one place

< Calendar subscription

5

Your classes show up in your own calendar and update by

themselves.

My classes New link

£ Addto Apple Calendar

[ Add to Google Calendar

© Copylink
5  Apple Calendarsteps >
[/ Google Calendarsteps >

(@ Calendarsrefresh on their own. Google can take a few
hours. For last-minute changes, go by the app
notification.

Google Calendar's phone app can't add links. Open
this page ona computer, or share the link to yourself.

Anyone with this link can see the timetable.

Me — Calendar subscription

» Video: Mark attendance for the lesson that's on now — communex.net/help/teacher#attendance

1 On Home, tap Take attendance on the lesson that's on now. (Or tap Mark, or open the lesson from Schedule.)

2 Everyone starts as Present.

3 For a student who isn't there, tap Absent and type a reason if you know it, for example Sick.

4  For a student who arrives late, tap Late. The minutes late are filled in for you.

5 Tap Save.

When you save, parents see the record in their app and students on a lesson package use one credit. Made a

mistake? Open the lesson again and tap Edit Attendance.

Communex Guidebook
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TIP

Attendance opens shortly before the lesson starts

Take

Mandarin Year 3 - 02:55 - 04:25

8 1

Present Late

Adam bin Ismail

4] S-041

Present Late

EthanWong

3 S-080

Present Late

Sick

FernandezJun Hao

Iz S$-051

Present Late

Late 16 min

GracelLee

& $-056

Present Late

LimJiaYi
$-092

Present Late

Absent

Absent

Absent

Absent

Absent

Absent

Leave

Leave

Leave

Leave

Leave

0

Leave

Reset Save - 10 marked

Present, Late, Absent or Leave for

each student

2.5 - IN CLASS

Set homework

. If you can't mark a lesson, check the time, or ask the office.

Set homework for a lesson. Students and parents are told and can hand it in from the app.

» Video: Set homework for a class — communex.net/help/teacher#homework

1 On Home, tap Homework, then tap + at the top right.

2 Leave Assign to on A session and tap Session to choose the lesson.

3 Type a Title and, if you like, a Description with the instructions. You can attach files too.

4 Tap Due date and pick the day.

5 Tap Publish, then Confirm. The students get it and families are notified.

» Not ready yet? Tap Save draft instead of Publish.

o The Homework list shows what's been handed in. Needs grading and Overdue show what's waiting.

» Open a homework to see each student's work and give a score.

Communex Guidebook
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< New homework
Draft until you publish
Assignto
Asession Chosen students
Session *

% Mandarin - Tue 3 Nov, 18:30-19:30
Last7 days to next 30 days
Title*

Lesson 6 dialogue - record yourself reading it

Description (optional)

Read the dialogue on page 32 with a family

member and send a 1-minute voice recording.

Due date *

£ Mon9Nov2026

Due 23:59 school time. Later hand-ins are marked Late.

Max score
100
Attachments Optional - photos, videos or PDF
Add photos or videos Add PDF
Students * 7 of 7 selected

Save draft v Publish

New homework

2.6 - IN CLASS

< Homework Select <. °

Q' Searchhomework title

Alllessons v Student v
Draft Published 1 Closed
Newest first v Needs grading 0 Overdue 0

o Chapter 4 - write 10 sentences using &
(© Due Mon 9 Nov - Mandarin Year 5

Submitted 0/9 Graded 0/9

No moreitems

Your homework list

Write feedback after the lesson

A line or two per student after class. Students and parents see it right away.

» Video: Write feedback for students after a lesson — communex.net/help/teacher#feedback

1 On Home, tap Feedback. The Session reviews screen opens.

2 Tap Write reviews and choose the lesson you just taught.

3 For each student, type how they did in the box. Tap the stars to add a rating if you like.

4 Tap Publish all, then Confirm.

You can also open a lesson from Schedule and tap Write feedback, or Add a lesson note for what the class covered.

TIP

Be specific: "Great progress on tones today, keep practising the 3rd tone" helps a parent far more than "Good

job".

Communex Guidebook
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< Sessionreviews °

Q' Searchreview text
Alllessons v Allstudents v Alltime
Written by me Allteachers

Tue 3Nov - Mandarin 1of 10 reviewed

Adam bin Ismail - S-041 *hkk kK55
Great progress on tones today, keep
practising the 3rd tone.

Al

03:12

Not written: Ethan Wong, Fernandez JunHao, Gra.. Write

No more items

See who you haven't written about yet

2.7 - IN CLASS
Your students and their growth
See the students in your lessons, how they're doing, and record milestones.

1 On Home, tap Students. You'll see the students in your lessons, grouped by lesson.
2 Tap a student to open their profile.

A student's profile shows their classes, attendance, homework and growth. Needs attention points out anything to

act on, such as credits running low.

Growth records are milestones parents can look back on: a first performance, a level passed, a big improvement.

1 On the student's profile, open the Growth tab and tap Add growth record.
2 Write a Title and What happened, pick the date and add photos or videos if you have them.

3 Tap Save record.

Communex Guidebook
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< My students
Studentsinyour lessons - 36

Q Name, student no. or course

< Student

Gracelee

$-056 - Beginner - Joined o
G L 8Sep2026 ')
o Active i") ‘
Te—

< New growthrecord
Student *

2% Choose student

Allgrades v
Title *
Mandarin Overview Classes Attendance Homework Growth Ma
Mandarin Year 3 - LSN-0001
94% 4 2
NurIman bintilsmail 5-099 Attendance Credits Classes
NI Intermediate Whathappened *
Ocredits Needs attention
LimJiaYi $-092 ;Iredtijts are ru.nning low Topup
LY Beginner credits remaining
Ocredits
PERSONAL
Gracelee S-056 Date it happened
GL Beginner
4credits Studentno. 57096 £ Tue 3Nov2026
AdambinlIsmail S-041 Gender Notset Photos & videos Optional
Al Beginner
Date of birth Notset
Leredit +
Add
Joi
EthanWong $-080 oin date 8Sep2026
EW  Beginner
Ocrads School Not set 2, The student and their parents will see this.
NgXinYi 5-063 Grade level Beginner
NY Intermediate
Ocredits
NOTES
FernandezJunHao S-051
Remark Not set

FH Intermediate

Ocredits

My students

A student's profile

2.8 - REQUESTS AND YOUR ACCOUNT

Approve your students' leave

Saverecord

New growth record

When a parent applies for leave for your lesson, you or the office can approve it.

» Video: Approve a student's leave request — communex.net/help/teacher#approvals

1 Tap Approvals at the bottom. Student leave shows requests for your lessons.

2 Tap arequest to see the dates, the reason, the lessons affected and when the family would like a make-up.
3 Tap Approve, then Approve leave. Or tap Reject and say why.

4 A Pick makeup time sheet opens. Choose a time and tap Confirm, or Cancel to arrange it later.

You or the school admin can approve it. Approved leave frees the student's seat and, where your school's rules
allow, gives their lesson credit back.
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Approvals +

Your students' leave and your own requests
Studentleave 3 My leave 1 My reschedule rec

@ Leave from studentsinyour classes. You or the
school admin can approve orrejectit.

3results - newest first

e Isabelle Goh * Pending
Tue10 Nov 2026 - 1session
Sick  Studentleave Tue 3Nov, 03:15
LEV-0004
DK Dev Kumar * Approved
Tue 10 Nov 2026 - 1session
Sick  Studentleave Tue 3Nov, 03:01
LEV-0003
Charlie Won: * Approved
cw o

Tue10 Nov 2026 - 1session
Family ~ Studentleave Tue 3Nov, 03:01

LEV-0002

No more items

6 B 8 0 2

Home  Schedule  Manage Approvals Me

Approvals — Student leave

2.9 - REQUESTS AND YOUR ACCOUNT
Apply for your own leave

Tell the school early. Pick the days and the lessons you'll miss, and the admin arranges cover.

» Video: Apply for leave — communex.net/help/teacher#my-leave

1 Tap Me, then My leave.

2 Tap + at the top right.

3 Choose the leave type, then the Start date. Change the End date for more than one day.
4 Type the Reason and a Contact during leave number.

5 Check Affected sessions: the lessons you'll miss are ticked.

6 Tap Submit request.

Your request shows as Pending under My leave until the school admin approves it. You'll get a notification either way,

and the school arranges cover for your lessons.

Communex Guidebook
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< Apply forleave
Teacher leave - needs admin approval

Leave type *
Sick Emergency Family
Vacation Other
Startdate * End date *
£ Tue24Nov £ Tue24Nov
1day

Reason*

Attending a teacher training workshop in KL.

Contact during leave *
B= 460 v 123456789

Attachment Optional

Add photo Add PDF or file
Notes

Anything a cover teacher should know

Affected sessions 5 of 5 picked

Selectall

Submit request

Apply for leave

2.10 - REQUESTS AND YOUR ACCOUNT
Set your availability
Tell the school when you can take extra lessons, such as 1-to-1s, flexi classes and make-ups.

1 Tap Me, then My availability.
2 Add the hours you're free each week, for example Monday 15:00 to 19:00.
3 Under Date exceptions, block any day you're away.

4  Tap Save weekly hours.

If your school offers flexi classes or make-up bookings, families can only book you inside these hours. Keep them up
to date.
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< My availability
Weekly hours and date exceptions

12h perweek

Leave aday empty if you don't work.
WEEKLY HOURS

Mon 15:00 - 19:00 * o
4h

Tue Notworking  +

Wed 15:00 - 19:00 X 5
4h

Thu Notworking ~ +

Fri Notworking  +

Sat 09:00 - 13:00 x +
4h

Sun Notworking  +

DATE EXCEPTIONS + Add
Sat21Nov 2026 o Blocked >
09:00-13:00

Save weekly hours
My availability

2.11 - REQUESTS AND YOUR ACCOUNT
Notifications and announcements

Leave, homework and lesson changes come to your notifications, and school news to

Announcements.

» Tap the bell on Home to open your notifications.

Use the filters to see only Lessons, Leave & makeup or Homework.
« The Announcements tab has news the school has sent to everyone.
« When the app asks, allow notifications so you hear about lesson changes and leave requests.
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< Notifications  varialiread Select
9unread

Notifications 9 Announcements

Lessons Leave & makeup Homework

Piano recital on Sat 21 Nov

® Dear parents, our piano students will performat 3
pminthe main hall. Families are welcome. Pleas...
03:16

Pick amake-up time for Dev Kumar

& Mandarin Conversation. The family has given their .
free times.
03:15

Isabelle Goh asked for leave

5 Tue 10 Nov 2026 - Tue 10 Nov 2026, 1 class(es).
Reason: Fever since the weekend, doctor ..
03:15

Pick amake-up time for Charlie Wong

& Mandarin Year 5. The family has given their free
times
03:14

Dev Kumar asked for leave

& Tue 10 Nov 2026 - Tue 10 Nov 2026, 1 class(es).
Reason: Dental appointmentin the evening.
03:01
Charlie Wong asked for leave

& Tue 10 Nov 2026 - Tue 10 Nov 2026, 1 class(es).
Reason: Family wedding in Ipoh that day.
03:01
New invoice

& Invoice DA2-INV-20260625-00001has been
issued
02:52
New announcement

& Term3timetableis out. .
02:52
Enrolment confirmed

A+ Yourenrolmentis confirmed. .
02:52

Notifications

2.12 - REQUESTS AND YOUR ACCOUNT
Your profile and settings

Me has your profile, your own tools and your settings.

« Tap your profile card to change your photo, contact details and subjects.
« My work has My availability, Calendar subscription, My leave, Growth records and Tools.
« Tap the gear for settings: language, password and notifications.
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Meiling Tan &

% Teacher J
T-003 0
« Ml
Demo Academy __ ="
G N

5 20 12h

Classes today This month Available / week

My work

©

&

&

<

2

My availability
12h/week

Calendar subscription >

My leave >

Growthrecords >

Tools
Calculator, scan, games, metronome and tuner

My payslips >

School

iR

-

&

ojo

School profile
Demo Academy

Switch school
Demo Academy - 1school

Join another school

® & 83 @ 2

Home  Schedule  Manage Approvals Me

Me

Your routine

Before class

Check Home for today's
lessons

Look for Conflict labels and
Needs attention

Have the app open when
class starts

Communex Guidebook

In and after class

Mark attendance at the start
Write a line of feedback for
each student

Set homework before you
leave

Every week

Clear Approvals — Student
leave

Apply for your own leave as
early as you can

Keep My availability up to
date
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