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MODULE 1 : INTRODUCTION 

1.1 About Fecomas School Management System 

The Fecomas School Management System is a comprehensive, all-in-one 

software solution designed to simplify and enhance the management of school 

operations. Suitable for nursery, primary, secondary, and tertiary institutions, it 

provides a seamless platform for managing all key academic and administrative 

functions. 

1.2 Key Features of the System: 

1. Student Registration & Enrollment – Easily register and manage student 

records. 

2. Examination & Results Management – automatic processing and 

Generating of examination results. 

3. Parent & Student Portals – Secure access to school reports, performance 

records, and fee invoices. 

4. Invoices and Fee Collection Management – Automated invoicing, fees 

collection tracking, digital receipts issuing and financial reporting. 

5. Attendance Tracking – Monitor student attendance with barcode-based 

scanning. 

6. Library Management – Keep track of books inventory,  borrowings and 

returns. 

7. Asset management – To track every institution asset inventory, asset 

movements, Verification and disposal. 

8. Timetable Scheduling – Automatically generate a balanced teaching 

schedule. 

9. School Budgeting & Finance – Manage budgeting, income, Requisitions 

and expenses. 

10. Secure Access & Data Protection – Multi-user authentication with 

password recovery options. 
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The system is web-based, meaning it can be accessed from any device 

with an internet connection, including computers, tablets, and 

smartphones. With its user-friendly interface, Fecomas School 

Management System ensures efficiency, accuracy, and convenience in 

managing school activities. 

This comprehensive user guide will provide step-by-step instructions on 

how to: 

   Access the system through a web browser 

   Log in securely using your credentials 

   Recover login details if forgotten 

   Navigate different features within the system 

   Utilize essential modules for academic, administrative, and financial 

management 

By following this guide, users will be able to maximize the full potential of 

the Fecomas School Management System for a smoother and more 

effective school operation. 
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1.3 How to access the system 

1.   Use the link below on either smart phone or on the computer 

https://fecomas.com/Views/Admin/UserLogin.aspx  and you will be 

redirected to login page of the system 

 

 

 

- Enter UserName and Password provided  

- Make sure that you change password after the first login using the change 

Password button located in the menu bar  

 

 

 

https://fecomas.com/Views/Admin/UserLogin.aspx
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2. SYSTEM SETUP  

Before starting to make any transaction in the system there is need to set up the 

system accordingly. 

You are required to configure the following based on the nature of institution 

you are running 

- Academic Year 

- Term or semester  

- Classes 

- Grading System 

- Fees Structure 

- Subjects management 

- Subjects Allocation 

NB: Use System Settings Module located in the navigation bar to configure 

various parameters of your school 
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2.1 Academic Year Configuration 

To Add a new Academic Year  

i) Click on Academic Years Menu under Settings. 

 

 

  

ii) Click on the Add New Academic Year button and provide necessary 

details and click on Add button 

 

To update an academic Year, click the Edit icon  against the Academic 

Year record, make changes, and click Update. 
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2.2 Terms Configuration 

To Add a new Term  

i) Click on Terms Menu under Settings. 

 

 

  

ii) Click on the Add New Academic Year button and provide necessary 

details and click on Add button 

 

To update a term, click the Edit icon  against the Term  record, make 

changes, and click Update. 
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2.3  Classes Configuration 

To Add a new Class  

i) Click on Classes Menu under Settings.  

 

 

 

 

 

 

ii) Click on the Add New Class button and provide necessary details and 

click on Add button 

 

 

To update an existing Class, click the Edit icon  against the Class record, 

make necessary changes, and click Update. 
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2.4 Grading System Configuration 

To configure grading system for your school, you need to set up grading scales 

(Ranges) according to the school requirement.  

i).  Click on Grading system  Menu under Settings.  

 

 

 

 

 

 

 

ii). Click on the Add New Grading Scale button and provide necessary details 

and click on Add button 

To 

update an existing grading scale, click the Edit icon  against the grading 

scale record, make necessary changes, and click Update. 
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2.5 Fees Structure Configuration 

To Add a new Fees Structure  

i) Click on Fees Structure Menu under Settings.  

 

 

 

 

 

 

ii) Click on the Add New Fees Structure  button and provide necessary 

details and click on Add button 

 

To update an existing Fees Structure click the Edit icon  against the Fees 

Structure record, make necessary changes, and click Update. 
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MODULE 3 : SYSTEM SECURITY 

This module is used to setup the levels of system access to various users. The 

module can also used to reset the passwords for users accounts as well as 

students accounts 

The Permission Role based authentication method is used to ensure that the 

system maintains segregation of duties. 

The security module can be accessed in the navigation bar  

 

 

One Default Role (System Administrator) and One Admin User Shall be generate 

during creation of New School. 

The school will use this account to  

- Create other roles  

- Assign permissions to roles created  

- Create new users and assign relevant roles 
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3.1 Roles Management 

To Add a system Role  

i) Click on Roles Menu under Security.  

 

 

 

 

 

 

ii) Click on the Add New Role  button and provide necessary details and 

click on Add button 

 

 

 

To update an existing Role click the Edit icon  against the Role record, 

make necessary changes, and click Update. 
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3.2 Granting Access to a Role  

After creating a new role, ensure that necessary permission have been assigned 

to a role so that all user that will be created under this role are bale to access 

required aspects of the system 

To assign permissions to a role  Click on Permissions menu under Security table  

i) Select a role you want to assign some permission.  

 

 

 

 

 

 

 

ii) Tick the check boxes for all items you want users under this role to be 

accessing and click on Save permissions button to confirm the 

assignment of the permissions to this role. 
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To remove the permissions from the user by selecting the role then untick within 

the check boxes for the associated permissions you want to remove from the 

selected role  
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3.3 System Users Management 

To Add a new system User  

i) Click on Users Menu under Security.  

 

 

 

 

 

 

 

ii) Click on the Add New User  button and provide necessary details  

including Username, password and do not forget to select the relevant 

role for this user then click on Add button 
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Please note that your username must be a combination of characters from the 

first letter of your first name and last name. For example, "ekalenga" for Eliot 

Kalenga.. 

If your desired username already exists, you may add additional letters from your 

first name to create a unique username. Examples include "elkalenga", 

"elikalenga", or "elikalenga". Continue modifying the username until you find a 

unique one. 

To update an existing user click the Edit icon  against the user record, make 

necessary changes, and click Update. 

 

3.4 Reset User Password 

When user has forgotten his/her password, they may request for password reset. 

To reset user account password  

i) Click on Password Reset Menu under Security.  

 

 

 

 

 

 

ii) Search the user using the search text box and click 

on Reset Password  button against the user you want 

to reset its password 
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iii) Type the new password and confirm, then click on Update 

3.5 Reset Student Password 

When a student/parent has forgotten his/her password, they may request for 

password reset from the school. 

To reset student account password  

i) Click on Student Password Reset Menu under Security.  

 

 

 

 

 

 

 

ii) Search the student using the search text box and 

click on Reset Password  button against the student  

account you want to reset its password 
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iii) Type the new password and confirm, then click on Update 

3.6 Student Login Details Recover feature 

If a student/Parent/Guardian has forgotten login details, they can recover the 

login details by themselves by following the following steps. 

1. Click on recover login Details Link on login page 
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The system will display a pop up asking you to provide the following  

- First Letter of a student 

- First Letter of Last name 

- The phone number which was used during student registration 

If all above information are correct then the system will provide the username 

and a password for the student. 

3.7 Change Password 

After login In whether a student or any other user ensure that you change the 

default password to your own by clicking on Change password  

For Student/parent/guardian Portal 

 

 

For Users portal 



School Information Management System     User Guide 2025 

21 

Fecomas Tech Solutions Area 25 C, Lilongwe Malawi  +265 993 189 671  www.fecomas.com 

 

 

You will be requested to provide you current password, New password and 

Confirm the new password 

 

 

 

 

 

 

 

 

 

 

MODULE 4 : STUDENT REGISTRATION AND ENROLLMENT 

The Fecomas School Management System provides an efficient way to 

register and enroll students into the school database. This module guides 
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administrators through the process of adding new students, enrolling them in 

their respective classes within specific term. 

i. Students registration involves capturing students data into the system 

and its done once for every student 

ii. Student enrollment involves assigning a Class/Program and  

Term/Semester to a registered student 

4.1 Student Registration 

Student registration is the first step in adding a new student to the Fecomas 

School Management System and it is only done once. It involves capturing the 

student’s personal details as well guardian information into the system. 

placement. 

Step 1 : Click on the "Students" menu in the sidebar 

 

Step 2 : Click on  "Registration" sub menu 

Step 3: Click on  "Add New Student" Button on the page that opens 

Step 4 : Fill the students details on the form that pops up and click on save to 

have the details saved into the system. 
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To update a student, click the Edit icon  against the student record, make 

changes, and click Update. 

4.2 Students Enrollment 

Once a student has been successfully registered in the Fecomas School 

Management System, the next step is to enroll them into their respective class 

and academic term. Enrollment ensures that a student is assigned to a class, 

and a school term, making them an active participants in the school system for 

that particular term. 

Step 1 : Click on the "Students" menu in the sidebar 

Step 2 : Click on  "Enrollment" sub menu 

Step 3 : Click on  "Add New Enrollment" Button on the page that opens 
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Step 4 : Fill the required details on the form that pops up and click on Add 

button to have the details saved into the system.  

NB: To update or delete an enrollment, click the Edit icon  against each 

enrolled student record, make changes, and click Update. 

You can also delete an enrollment by clicking Delete  Icon against each 

enrolled student record and a dialog  box will pop up asking you to confirm your 

decision to delete the enrollment, once confirmed, the enrollment record will be 

removed from the term 

 

 

4.3 Students Bulk Enrollment 

This is a special feature for mass enrollment of students.  

This feature is ideal for students’ class transfer 
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- From one term to another 

- From one class to another 

Follow below steps to perform bulk enrollment. 

Step 1 : Click on the "Students" menu in the sidebar 

Step 2 : Click on  "Bulk Enrollment" sub menu 

Step 3 : Click on  "Add New Enrollment" Button on the page that opens 

 

 

 

 

 

 

 

  

Select Required Information then click on Submit button  

To confirm the bulk enrolment transaction  
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4.4 Enrollment Reports 

Access the enrolment Report by following the following steps 

Step 1 : Click on the "Students" menu in the sidebar 

Step 2 : Click on  "Enrollment Reports" sub menu 

 

 

  

C 

Step 3 : Click on print button against the term you want to generate the report 

 

 

Click the button for the report you want to generate. 
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i) Enrollment Detailed report  

 

ii) Enrollment Summary report 
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iii) Subject Allocation Detailed  Report 
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MODULE 5. FEES COLLECTION MANAGEMENT 

This module has automated the entire process of fees collection including 

- Invoices generation 

- Fees collection 

- Receipt printing  

- Fees collection reports generation 

 

 

 

5.1 Generate Student Invoices (one by one) 

To generate invoices one by one follow the following steps 

Step 1 : Click on the "Fees" menu in the sidebar 

Step 2 : Click on  "Invoices" sub menu 

Step 3 : Click on  "Add New Invoice" Button on the page that opens 
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Step 4 : Fill the required details on the form that pops up and click on Add 

button to have the details saved the invoice into the system.  

 

NB: You can delete an invoice by clicking Delete  Icon against each invoice  

record and a dialog  box will pop up asking you to confirm your decision to 

delete an invoice, once confirmed, an invoice record will be removed from the 

system. 

5.2 Generate Student Invoices (Bulk Invoices) 

To generate bulk invoices (for the whole class at once) 

Step 1 : Click on the "Fees" menu in the sidebar 

Step 2 : Click on  "Bulk Invoices" sub menu 

Step 3 : Click on  "Create bulk Invoices" Button on the page that opens 
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Step 4 : Fill the required details on the form that pops up and click on Add 

button to have the details saved the invoice into the system.  

 

 

6.3 Print and Send invoices 

You can print generated invoices or send to respective parents on whatsap or 

as SMS text message  by following the below steps 

5.3.1 Print or send invoice via WhatsApp 

i) Step 1 : Click on the "Fees" menu in the sidebar 

ii) Step 2 : Click on  "Print Invoices" sub menu 

iii) Step 3 : Click on  "Send Invoice" Button against the student you want 

the invoice to be generated and sent 
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Click on generate student Invoice button  
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You can send as initial invoice or as Fees Payment reminder 

 

 

 

5.2.2 Send Fees Balance Reminder via SMS 

You can also send an fees balance reminders via SMS to all parents/guardians 

by following below steps: 

i) Step 1 : Click on the "Settings" menu in the Navigation bar 

ii) Step 2 : Click on  "Send General SMS" sub menu 

iii) Step 3 : Click on  "Send Fees balance Reminder to all students" Button if 

you want to send the  reminders to Parents 

iv) Step 3 : Click on  "Send Invoices to all students" Button if you want to 

send the initial invoices to Parents 
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Parents will get an SMS like one above 

 

5.3 Fees Collection Management 

Fees collection transactions are captured by following the steps below  

i) Step 1 : Click on the "Fees" menu in the sidebar 

ii) Step 2 : Click on  "Fees Collection" sub menu 
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iii) Step 3 : Click on  "Add New Fees Collection Transaction" 

 

 

iv) Select invoice details you want to collect fees from then choose 

payment method and amount then click on Add Button 

v) Click on print icon  against a transaction that has been created to 

print its receipt 
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5.4 Fees Collection Reports 

To generate School Fees reports  

i) Step 1 : Click on the "Fees" menu in the sidebar 

ii) Step 2 : Click on  "School Fees Reports" sub menu 

 

 

 

iii) Select the term you want to generate the reports by clicking on the 

print  Icon against each term record  
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iv) You can generate various reports base on the button that you will 

click. Beow are samples 

 

Fees Collection Per category 
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Fees Collection Summary 

 
 

 

Fees Collection Transactions 
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Invoice Status Report 
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MODULE 6. ACCOUNTING   

This module will assist the school to: 

• Create and manage budgets for each term, including items and contingency 

settings. 

• Track requisitions from creation to approval and reporting. 

• Record and verify expenses linked to approved requisitions. 

• Capture income transactions, including automatic fee updates. 

• Generate financial reports (budget, requisition, expense, income) exportable to 

PDF, Word, or Excel. 

7.1. Accessing Accounting Module 

This module can be accessed under accounting menu in the side bar of Fecomas 

School Management System 
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6.2. Budget Preparation  

This involves two main steps 

- Creating a budget  

- Prepare budget items for created budget 

Click on Budgeting Menu under Accounting 

 

 

 

 

 

 

Click on Add New budget  

Fill the necessary details and click Add button. 

Take not the system will handle the contingency based on the percentage 

value you will assign to your budget at this stage. And you can adjust this any 

time later. 

 



School Information Management System     User Guide 2025 

42 

Fecomas Tech Solutions Area 25 C, Lilongwe Malawi  +265 993 189 671  www.fecomas.com 

To update the budget details click on a pen  against each budget record 

and make necessary amendments then click on Update button. 

 

Once budget has been prepared, you can now prepare some budhet items 

attached to this budget by following below steps: 

Click on Prepare Budget Items  
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To update the budget items details click on a pen  against each budget 

item record and make necessary amendments then click on Update button. 

 

6.2.2 Budget Monitoring Report. 

Monitor the real time status for your budget as you  

Click on Print Icon  Button against the budget you want to monitor 

And generate Budget Monitoring reports as follows  
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You can export the report to Pdf, Word or excel

 

6.3. Manage Requisitions 

Before capturing any expense within the system, Ensure that there is associated 

Requisition . 

Below are steps on how you can create requisition 

i) Click on Requisitions  
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ii) Add New Requisition using Add New Requisition button  

 

 

 

 iii) Add Items to requestion Using Add Items Icon  
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 iii) Approve requisition Using Approve icon   

 

6.3.1.Requestion Reports 

To  generate Requisition report for the specific term you can click on the print 

icon  against an expense  which has term of your interest.

 



School Information Management System     User Guide 2025 

47 

Fecomas Tech Solutions Area 25 C, Lilongwe Malawi  +265 993 189 671  www.fecomas.com 
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6.4.Expense management 

Expense Transactions are created from all approved requisitions as follows  

i) Click on Expenses under accounting Module  

 

 

 

ii) Click on Add new Expense  and provide the necessary details 
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iii) Add items to an expense created using Add Item Icon  

 

iv) Approve/verify expense transaction  using approval icon  
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6.4.1.Expense Reports 

To  generate expense report for the specific term you can click on the 

print icon  against an expense  which has term of your interest. 

 

 

NB: All reports generated by the system can be exported to Pdf,Word or 

Excel. 
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6.5 Income management 

This screen is used for capturing Institution income (Money coming into) 

This can be in a form of School School fees, Donations, E.t.c. 

NB: System will automatically update fees collections as one of default 

income transaction , therefore no need to create this manually. 

 

To create new incomed transaction follow the following steps 

i) Click on income menu under Accounting module 

 

 

 

 

 

 

 

 

ii) Click on Add new Income Button  

Fill the form with necessary details then click Add button 
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You can Update or delete income transaction using Edit  and 

delete  

icons respectively  against each income transaction record. 

6.5.1.Income Statement Reports 

There are two important reports that you may view related to income 

transactions 

- Income Statement report 

- Balanced Sheet  

To view these reports for specific term click on the print icon  on any 

of record with the interested term attached 
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NB: All reports generated by the system can be exported to Pdf,Word or 

Excel. 
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MODULE 7: ASSET MANAGEMENT 

7.1. Module Objectives 

This module aims at helping school to 

• Register institutional assets and classify them into categories. 

• Allocate assets to staff, departments, or locations. 

• Track the return and condition of issued assets. 

• Dispose of damaged or obsolete assets. 

• Generate asset reports including current status, allocation history, and disposal logs. 

 

7.2 Accessing Asset Management Module 

This module can be accessed under the Assets menu in the sidebar of the FECOMAS 

School Management System. 

Click on the menu Assets to view all features under Asset Management. 
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7.3 Registering New Assets 

To register a new institutional asset: 

iii) Click on Assets Management under Assets. 

 

  

 

 

iv) Click on the Add New Asset button and provide necessary details and click 

on Add button 
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To update an asset, click the Edit icon  against the asset record, make changes, 

and click Update. 

 

7.4 Asset Categories 

This section allows you to group assets into meaningful categories (e.g., Electronics, 

Furniture, Vehicles, e.t.c). 

i) Click on Asset Categories under Asset Management. 

ii) Click Add New Category to define a new category. 

iii) Fill in category name and description, then click Add. 

 

To edit or delete a category, use the Edit  or Delete  icons beside the category 

record. 
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7.5 Asset Allocation 

To allocate an asset to a staff member or department 

i) Click on Asset Allocation from the Asset Management module. 

  

 

 

ii) Click on Asset Allocation 

iii) Click on Add New Asset Allocation button  

iv)  Select the Asset, Asset holder, and Location/Department  and click on Add 

to confirm the allocation. 

 

7.6 Asset Return 

Once an asset is returned, update its status as follows 

i) Under Asset Allocation, locate the asset with active allocation. 

- you  can easily find the asset by searching using AssetCode or any keyword. 

ii) Click on Return Asset Icon  against the record. 
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7.7. Assets Verification 

The system is capable to perform asset verification exercise that aims at 

comparing what is in the system vs what is on the ground. 

To conduct asset verification exercise follow this steps. 

1. Create asset verification Scope  

2. Verify the asset each asset on the ground against what is in the scope 

3. Extract the asset verification report  

i) Click on Asset Verification under Asset Management. 

ii) Click Create New Asset Verification Scope Button. 

 

 

During the process of asset verification no any asset movement will be allowed. 

7.7. Asset Disposal 

To dispose of assets that are obsolete or damaged: 

i) Click on Asset Disposal under Asset Management. 

ii) Click Dispose Asset Button. 

iii) Select the asset and specify the current condition of asset and reason for 

disposal. 

iv) Click Dispose to complete the process. 

Disposed assets will no longer appear in active inventory. 
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7.8. Asset Reports 

To generate asset-related reports: 

i) Click on Asset Reports under Assets. 

ii) Click the button associated with a report you want to generate 

  

• Asset Inventory Report 
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• Asset Allocation Report 

 

• Asset Movement History Report 

 



School Information Management System     User Guide 2025 

61 

Fecomas Tech Solutions Area 25 C, Lilongwe Malawi  +265 993 189 671  www.fecomas.com 

MODULE 8 : EXAMINATION MANAGEMENT  

The school will use this module for the management of all exams related 

operations such as  

Scores capturing and school reports generation. 

Before capturing scores into the system, administered exam has to be created 

within the system. 

Scores are capture by teachers who are part of system users. 

Each teacher must have specific subjects allocated for the purpose of scores 

capturing. 

 

8.1 Subject Allocation 

To Allocate subjects to teachers follow the following steps: 

i) Click on Subject Allocation Sub- menu under Settings. 
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ii) Click on the Add New Subject Allocation button and provide necessary 

details and click on Add button 

 

To update Subject Allocation, click the Edit icon  against the subject allocation 

record, make changes, and click Update. 

You can also delete subject allocation by clicking Delete  Icon against each 

subject allocation record and a dialog  box will pop up asking you to confirm 

your decision to delete the subject allocation, once confirmed, the subject 

allocation record will be removed from the system. 

 

8.2 Manage Exams, Assessments and Scores 

Teachers will only manage to capture scores for learners if associated assessment has 

been created in the system. 

Every teacher will be able to create his/her own assessment on the subjects allocated. 

To create an assessments in the system, 
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- Click on Assessment Management menu under Exams Module  

 

 

 

 

 

 

Step 1 : Click on Add New Assessment  Button 

 

Step 2 : Fill the form with necessary information and click Add button to confirm 

the transaction. 

NB:  

- By setting assessment Status to Active means you will be able to capture 

scores on this subject. And only one assessment per teacher will be active 

at a time. 

- By setting Assessment Lock to Updating Scores means you will be able to 

update scores on this subject and students will not be able to access 

exam Result in their portal. 
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- By setting Assessment Lock to Released means you will NOT be able to 

update scores on this subject and students/Parents will be able to access 

exam Results in their portal. 

To update Assessment, click the Edit icon  against the Assessment  record, make 

changes, and click Update. 

You can also delete Assessment record by clicking Delete  Icon against each 

Assessment record and a dialog  box will pop up asking you to confirm your 

decision to delete the assessment, once confirmed, the assessment record will 

be removed from the system. 

8.3. Capture Scores 

To capture scores into the system  

Step 1 : Click on Manage Scores menu under exams 

  

Click on Add New Score  button and fill necessary details  

by searching a student and assign a score  

and click Add button 



School Information Management System     User Guide 2025 

65 

Fecomas Tech Solutions Area 25 C, Lilongwe Malawi  +265 993 189 671  www.fecomas.com 

 

 

8.4 Generate School Report  

To generate school reports click on School Reports menu under Exams 
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System will generate various reports such as  

 

Continuous Assessment Report  
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End of Term School Report 

 

You can export the generated report to Excel, pdf or word by clicking on the 

save icon    
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Exam Results Sheet  
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8.5 Releasing Exam Results 

Once everything has been verified on the exam being administered (Mid Term, 

Mock or End of term) you can release the results from the system so that are 

available on students/parents portal for access. 

Follow below steps to release exam results. 

➔ Click on School reports  under Exam Module 

 

 

 

 

 

➔ Then click on the Release Results button against the exam you want to 

release the results. Then select necessary parameters as below then 

confirm the release by clicking Release exam button 
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The system automatically will send an SMS to all parents notifying them about 

the release of the exam results as follows 

 

The parent has to use the details to loogin into the system and access the results 

that can be exported to pdf 
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MODULE 9 : HOSTELS MANAGEMENT  

The boarding schools will use this module for the management of all hostels 

related operations such as allocating hostel rooms to students. 

9.1 Manage Hostels 

To create a new Hostel in the system  

- Click on Hostels management under Hostels Module 

 

 

- Click on Add New Hostel  and fill the pop up form with 

relevant details then click Add to save the hostel. 

 

   

To update Hostel, click the Edit icon  against the Hostel record, make changes, 

and click Update. 

You can also delete Hostel by clicking Delete  Icon against each Hostel  

record and a dialog  box will pop up asking you to confirm your decision to 

delete the hostel, once confirmed, the hostel record will be removed from the 

system. 
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9.2 Manage Hostel Rooms 

To create a new room in a hostel  

- Click on Rooms management under Hostels Module 

 

 

- Click on Add New Room  and fill the pop up form with 

relevant details then click Add to save the room. 

 

   

To update a room, click the Edit icon  against the room record, make changes, 

and click Update. 

You can also delete room by clicking Delete  Icon against each room record 

and a dialog  box will pop up asking you to confirm your decision to delete the 

hostel, once confirmed, the room record will be removed from the system. 
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9.3 Hostel allocation 

You can allocate hostel rooms to students by following steps below 

- Click on Hostel Allocation under Hostels Module 

 

 

- Click on Add New Hostel Allocation  and fill 

the pop up form with relevant details then click Add to save the room. 

 

   

To update allocation record, click the Edit icon  against the allocation record, 

make changes, and click Update. 

You can also delete allocation by clicking Delete  Icon against each 

allocation record and a dialog  box will pop up asking you to confirm your 

decision to delete the allocation, once confirmed, the allocation record will be 

removed from the system. 


