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1 Introduction 

1.1 Purpose 
The purpose of this software Operating Manual is to describe the technical terms and the steps necessary to operate the 

software and make it operational.  

1.2 Intended audience and reading suggestions 
This I Operating Manual  is intended for use by technical stakeholders of the project, such as the Systems Administrator, 

Chief Information Officer (CIO), Analysts, Students and Developers.  

It is intended that stakeholders and software support personnel can read this document and coordinate their efforts in the 

Operation of the application.  
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2 Software Operation Manual. 

2.1.0 Operation Steps for Administrator. 
 

Ensure you have a browser installed on your computer such as Chrome, Opera, Internet Explorer, Mozila Firefox 

1. Double click on the browser and open it up. Type in the address bar  https://oes.com.ng 

2. Click on OES add: ADD: A SCHOOL. 
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3. Sign up as a School/User 

 

 
 

ensure you fill all the necessary information correctly in this page, check agree to the OES 

Policy and click submit. 
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2.1.1 Steps to Create Teachers 

Double click on the browser and open it up. Type in the address bar https://oes.com.ng 

1. Registration Complete, return to main menu and click on OES: LOGIN HERE 
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2. Sign in with your Username and Password. 
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3. Click Performance Management System on the left of main screen.  
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4. Click Create User under School Management menu 

 

 

 

 

 

 



    

 10 

5. Scroll down to fill all the required information and click Create Teacher/Student Details  
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2.1.2 Steps to Create Scheme of Work 

1. Click Performance Management System on the left of main screen.  
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2. Click Create Scheme/Subject under School Management menu 
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3. Click download a prototype. 
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4. Fill the downloaded prototype on your computer 
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From the spreadsheet above, below are the header’s requirement 
• SCHOOL NAME: Write the name of your school e.g. Crown Memorial College. 

• ADDRESS: Write the address of your school e.g. Plot 22, Adetokunbo Ademola Street, Wuse II, Abuja, Nigeria. 

• TERM: Write the term the Scheme of work is intended for e.g. Term 1. 

• SESSION/YEAR: Write the Session/year the Scheme of work is intended for e.g. 2019/2020. 

• MONTH: Write the Month the Scheme of work is intended for e.g. October. 

• WEEK: Write the Week the Scheme of work is intended for e.g. week 1. 

• SUBJECT NAME: Write the Name of the Subject e.g. Mathematics. 

• SUBJECT CODE: Write the Subject Code e.g. Mat112. 

• TOPIC: Write the topic intended to be treated on this Subject e.g. Numerical Analysis. 

• TEACHER: Mr Ajayi Emeka Tukur. 

• CLASS LEVEL: write the Class/Level this Scheme of Work is intended for e.g. SSS 2. 

• TOPIC INTRODUCTION: Write the topic intended to be treated on this Subject e.g. Numerical Analysis. 

• Subjectpic: add the picture of each subject to this column e.g. maths.jpg  
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5. Click Choose file, to choose the filled prototype. 
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6. Click Upload School Scheme to upload the scheme of work. 
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2.1.3 Steps to Create Students 

1. Click Performance Management System on the left of main screen. 
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2. Click Create User under School Management menu. 
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3. Click the link Please, download the Users' template here, to download the templet. 
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4. Fill the downloaded template. 
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From the spreadsheet above, below are the header’s requirement 
• FIRST NAME: Write the first name of the user e.g. Kola 

• LAST NAME: Write the last name of the user e.g. Frank 

• E-MAIL: Write the e-mail address of the user e.g. kolafrank@gmail.com 

• PHONE NUMBER: Write the phone number of the user e.g. 08030123456 

• School: Write the acronym of the school and the Roll of the user e.g. CMC Student 

• School Name: Crown Memorial College 

• Acronym: Write your school acronym e.g. CMC 

• State: Write the school your name is located e.g. Niger 

• COUNTRY: Write the country your school is located e.g. Nigeria 

• DATE OF BIRTH: Write the Date of Birth of the user e.g. 25/10/2004 

• SEX: Write the gender of the user e.g. Male 

• AGE: Write the age of the user e.g. 16 

• USERNAME: Write the username you want to create for this user to log in with e.g. kolafrank2004 

• PASSWORD: Write the password you want to create for this user to log in with e.g. kolafrank16 

• ROLE: write the role you want this user to perform e.g. Student. 
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5.  Click choose file 
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6. Choose the filled template from your computer. 
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7. Click Upload School Users for you to upload your students into OES 

database. 

 

 
 

at this point, all the students you upload to OES database can log in with their 

username and password you created for each of them. 
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2.1.4 Steps to Host a Video Conferencing, Live Meetings with Teachers, Parents or Students. 
 

1. Click Video Conferencing, Live Meetings with Teachers, Parents or Students. 
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2. Click I am the host. 
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3. Enter your username and user password you received from OES admin and 

click ok.   
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4. Click on Invite more people to invite the people you want to have meeting with. 
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5. Click on the link to copy it. 
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6. Share the copied link to the people you want have meeting with 
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2.2.0 Operating Steps for Teacher   

2.1.1 Lecture Management   
Role: Teacher/Admin Perspective  

Ensure you have a browser installed on your computer such as Chrome, Opera, Internet Explorer, Mozila Firefox 

1. Double click on the browser. Type in the address bar https://oes.com.ng 

 

2. Click on OES: LOGIN HERE. 
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3. Sign in with your Username and Password. 
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4. Click Performance Management System on the left of main screen. 
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5. Click Create Subject under School Management menu. 
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6. Fill the SUBJECT MANAGEMENT page and CREATE SUBJECT/COURSE 
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7. Click Performance Management System on the left of main screen. 
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8. Click Create Topic under School Management menu. 
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9. Fill the TOPIC MANAGEMENT page and click CREATE SUBJECT 
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10. Click on the three dots standing on each other on the top right side 
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11. Click Teachers Teaching Management 
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12. Scroll down to fill all your lecture information and click CREATE LECTURE NOTES. 
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13. All the lecture notes added will be here on this page titled School Classroom Lectures. 
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2.2.2 Assignment Creation  

1. Click “Class Student Assignment” from the lecture creation interface. 
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2. Scroll down to fill the required information. 
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3. Click CREATE ASSIGNMENT QUESTION. 
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2.2.3 Host a Video Conferencing, Live Classes. 
  

1. Click Video Conferencing, Live Classes. 
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2. Click I am the host. 
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3. Enter your username and user password you received from your school admin 

and click ok. 
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4. Click on Invite more people to invite the people you want to have meeting with. 
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5. Click on the link to copy it. 
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6. Share the copied link you students 
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2.3.0 Operating Steps for Student  
2.3.1 Lecture Management   

Role: Student Perspective  

Ensure you have a browser installed on your computer such as Chrome, Opera, Internet Explorer, Mozila Firefox 

Double click on the browser and open it up. Type in the address bar https://oes.com.ng 
 

1. Click on OES: LOGIN HERE.  
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2. Sign in with your Username and Password. 
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3. Click MY CLASSROOM.  
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4. Click Button on the lecture topic given to you by your teacher from the Prepared Lesson Session.  
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5. Click play on the Interesting Video About Topic to the lecture video from youtube. 
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6. Click LECTURER VIDEO-CONFERENCING icon to join the live lecture. 
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7. Click DOWNLOADABLE POWERPOINT/WORD PREPARED icon to download the lecture note. 
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8. Click DOWNLOADABLE PDF/WORD PREPARED icon to download the lecture note in PDF or Word. 
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2.3.2 Assignment management  
1. From your dashboard, click School Curriculum on the left corner.  
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2. Click the Topic given to you by your teacher from the list of topics. 
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3. Click the Topic from the list of TOPIC CODE. 
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4. Click Download Assignment from this page. 
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2.3.3 Join a Video Conferencing, Live Classes. 
  

1. Click Video Conferencing, Live Classes. 
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2. On this page wait for your teacher to host the meeting 

 

 
 


