() SKULBASE USER GUIDE

Class teacher guide

For teachers who are responsible for a class

How to enter and correct marks, keep your class’s register, look after your class list, produce
report cards, set homework, upload exam papers, keep schemes of work, assess CBC strands,
and use the calendar, timetable, leave and store requests.
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CHAPTER 1
Getting started

Your school administrator creates your account and gives you an invite code. You activate it
once, then sign in with your username or email.

1.1 Activate your account with an invite code

Teachers, staff and learners do not sign up on their own. Your school adds you, and you get a
personal invite code (or a link that has the code in it) to set up your login.

G
g')f—i

Activate your account

Enter the invite code from your school to get started.

Invite code

[ A7X3K?9 }

6 letters and numbers from your school. You can also paste the
link you were sent.

No code yet? Ask your school administrator. They can send it to
you as a link.

ted? Sign in

l¢ Create an account

help? Read the user guides

Activating an account: type the invite code from your school, or open the link they sent you.

° Get your code

Your school administrator gives you a six-character invite code, for example A7X3K9, by SMS,
WhatsApp, on paper, or as a link. The code only works for your account.

a Open the activation page
Tap the link you were sent, or go to skulbase.com, choose Sign in and then “Activate your
account”. If you opened a link, the code is already filled in.

e Check it is you
Press Continue. Skulbase shows the name the school registered. If it is not you, choose “Not

you?” and ask the school for the right code.
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Choose how you will sign in
Pick a username (one is suggested for you) and a password of at least 8 characters, or continue
with Google. Adding an email address lets you reset your password yourself later.

You are in

You are signed in straight away and land on the home page for your role.

/N Good to know: Each code can be used once. If yours says it has expired or was already used, ask

your administrator to reset your account; they get a fresh code in seconds.

1.2 Signin

Once your account is active, sign in with your email address or username and your password, or
with Google if you activated with Google.

The sign-in page. “Forgot password?” sends you a code by email.

Go to the sign-in page

o)

a0
Welcome back

Sign in to your Skulbase account to continue

Email or Username

Password Forgot password?

Sign in with Google

an account? Create one

Activate your account

elp? Read the user guides

Open skulbase.com and choose Sign in.

a Enter your details

Type your email address or username, then your password, and press Sign In. Or press “Sign in

with Google”.
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e Forgot your password?
Choose “Forgot password?”, enter your email address, and type the six-digit code we email you

along with a new password. This also works if you have only ever used Google, and afterwards
both ways work.

I|o

Tip: Save skulbase.com to your phone’s home screen. It opens like an app and remembers you
are signed in.

1.3 Finding your way around

The menu only shows the pages your role can use. On a computer it runs down the left-hand
side; on a phone the main pages sit in a bar along the bottom.

e Ona computer, the arrow at the top of the menu makes it narrower (icons only) or wider (icons and
names). Skulbase remembers your choice.
¢ Press the [ key, or tap “Search menu”, to jump to any page by typing part of its name.

e Your name at the bottom of the menu opens your account menu: switch between light and dark
appearance, or sign out.

« If you hold more than one role (for example an administrator who is also a class teacher), use “View
as” in the account menu to switch views.

¢ On aphone, the bottom bar shows your four most-used pages. Everything else is under More.
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CHAPTER 2
Your dashboard

Your dashboard leads with the job that matters most in a term: getting marks in.

2.1 Reading your dashboard

The top shows where the school is in the term and how many marks you still have to enter. The
big button takes you straight to the next mark sheet to finish.

Demo Academy

ACROSS THE SCHOOL

IN SICK BAY LEARNERS OUT ON VOUCHERS TO BUSES ON THE PAPERS AWAITING
1 EXEAT APPROVE ROAD MODERATION
Dashboard 1sent home today 1 Ksh 28’300 1 1
1waiting for approval 2 vouchers Route A — Westlands
LEAVE REQUESTS

Attendance
Sunday 27 September 2026
Calendar Good morning, Peter

Gl e Term3-2026  Week 5 of 10- 34 days left # Continue: Mathematics - Grade 7 East B Report cards
3 1etab

You have 53 marks left to enter this term.

AT A GLANCE

© < L
13 %) 61.8%
Exams fully marked Learners in Grade 7 East Class average
My marking Midterm Quick actions

Term 3- Tap an exam to enter or correct its marks

PN PgFerN]nI ?

2 Enter or correct ma...

Endterm overall 31/ 84 marks-37% Type, fix or remove mar...

A class teacher’s dashboard.

e “Continue: Mathematics - Grade 7 East” opens the exam you were part-way through, or the next one
to start.

e Ata glance: marks still to enter, exams fully marked, learners in your class, and your class average.

e My marking lists every exam you enter marks for this term, with how many learners are marked.
Tap one to open its mark sheet.

e Quick actions open marks, class results, report cards, attendance and your class list. “Coming up”
shows exams in the next three weeks.

« If report cards are still to be generated for your class, a reminder appears on the right.
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CHAPTER 3
Exams and marks

Entering marks is the main job in Skulbase. You only see the classes and subjects your
administrator has assigned to you; if one is missing, ask them to add it on the Subjects page.

3.1 Enter or correct marks

Marks go in on Exams & Marks, on the “Enter & Correct Marks” tab. You pick the term, the
exam, the class and the subject, and a mark sheet opens with every learner in the class.

Demo Academy ACADEMICS

Exams & Marks

Enter or correct marks, review results, and release them to learners.
® Enter & Correct Marks 9? Results & Reports < Release Results

° Term 2 Exam 3  Class
Exams & Marks

. Choose an exam first.
Term 1 Term 2 [] Midterm ] Endterm

+ More N

Calendar
(© Timetable

7 Exam Papers

Mw Mary Wambui
Admin

Choose the term (the current one is marked NOW), then the exam, then the class and subject.

G Open Exams & Marks
Choose Exams & Marks in the menu. The “Enter & Correct Marks” tab is open.

a Choose the term
The current term is selected for you and marked NOW. Pick another term to correct older marks.

o Choose the exam
Tap the exam, for example Midterm or Endterm. Only exams your school has set up for that term
are shown.

° Choose the class and subject
Pick the class, then the subject. Teachers only see the classes and subjects they teach.
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Open the mark sheet
Press “Open mark sheet”. Saved marks are already filled in.

3.2 Using the mark sheet

The mark sheet lists every learner with a box for their score. The grade fills itself in from your
school’s grading system.

Demo Academy ACADEMICS

Exams & Marks

Enter or correct marks, review results, and release them to learners.

® Enter & Correct Marks % Results & Reports < Release Results

ENTERING MARKS FOR

Mathematics - Grade 7 € Split into papers 3 Change exam, class or subject
Term 3- ;] Endterm -Out of 100

Attendance & Type marks Upload file ® Scan sheet

- Analytics

Mark sheet 9of 12 entered 75% - Qut of 100 ST

@ Saved marks are already filled in. To correct a mistake, search for the learner, type the right score over the old one and press Save changes. Use Undo to put a
mark back, or the bin to remove a mark for a learner who did not sit the exam.

Q Find a learner by name or adn All streams v Not entered 3 Entered 9 Unsaved 0
# LEARNER SCORE /100 GRADE REMARKS STATUS
1 Amar Otieric 33 AE —App v Optional remark v Saved @y

R e 2400 - Grade 7 East
& Help

All changes saved - 3 learners still without a mark

Mary Wambui
At n

3 @ Fs}hef NYaE"}b“fa 65 ME —Me: v  Optional remark v Saved

The mark sheet: type a score, press Enter to move to the next learner, then Save changes.

c Type the scores
Click the first score box, type the mark and press Enter to jump to the next learner. The grade

appears as you type. Remarks are optional.

° Save

Press “Save changes” at the bottom. The bar tells you how many learners still have no mark.

° Correct a mistake
Find the learner with the search box, type the right score over the old one, and save. Undo puts a
mark back as it was; the bin removes a mark for a learner who did not sit the exam.

° Filter the list

Use the tabs (All, Not entered, Entered, Unsaved) and the stream filter to find who is left.
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e “Online” at the top right shows the sheet is connected. If the network drops, your typing is kept on

this device and saved when you are back online.
e Scores are out of the exam’s maximum (shown at the top, for example “Out of 100”).

e A subject with several papers can be split with “Split into papers”; each paper then gets its own
column and the final mark is worked out for you.

3.3 Upload marks from a spreadsheet or a photo

Instead of typing, you can upload an Excel or CSV file, or take a photo of a handwritten mark
sheet.

Demo Academy ACADEMICS

Exams & Marks

Enter or correct marks, review results, and release them to learners.

® Enter & Correct Marks ¥ Results & Reports < Release Results

ENTERING MARKS FOR

Mathematics - Grade 7 € Split into papers  Change exam, class or subject
Term 3- ;] Endterm -Out of 100

Exams & Marks

@ Type marks [ Upload file @ Scan sheet

(0 Timetable /I\

—J

) Exam Papers

Upload Marks File

Upload a CSV or Excel (xlsx) file with columns for student name,
admission number, and score. Columns will be auto-detected.

Choose File

“Upload file” reads marks from Excel or CSV; “Scan sheet” reads a photo of a paper mark sheet.

° Upload a file

On the mark sheet choose “Upload file”, pick your Excel or CSV file, and check the columns
Skulbase detected (learner, admission number, score). Press “Validate & Preview”, check the
rows, then save.

a Scan a paper sheet
Choose “Scan sheet” and take or upload a clear photo. Skulbase reads the names and scores;

check every row, fix anything misread, and confirm. Nothing is saved until you confirm.
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Q  Tip: Admission numbers are the most reliable way to match rows to learners. Keep them in
your spreadsheet.

3.4 Release results to learners

Marks stay private to staff until they are released. Releasing a subject lets learners see its marks
in their portal and on the report card’s QR check.

Demo Academy ACADEMICS

Exams & Marks

Enter or correct marks, review results, and release them to learners.

® Enter & Correct Marks 9? Results & Reports </ Release Results

(® Releasing a subject lets learners see its marks in their student portal and on the report-card QR check. Staff always see every mark. You
Exams & Marks can still correct marks after releasing, and you can withdraw a subject at any time.

Repor

A Class —
Attendance
Grade 7 East - Term 3 .

Exam

Cale r

(© Timetable
Papers

Subjects

7 of 7 released to learners

i @ Learners can see
® geanve Ani 8:1 Sports # Correct marks Withdraw
earners marke

i ® Learners can see
6E;1ghsh o # Correct marks Withdraw
earners marke

Mary Wambui A Integrated Science © Learners can see

Admin ¢ Correct marks Withdraw
AR 6 learners marked

Release Results: each subject shows how many learners are marked and whether learners can see it.

Open the Release Results tab
On Exams & Marks choose “Release Results”.

Choose the class, term and exam
The list shows every subject for that exam and how many learners have marks.

@
®
e Check the ranking preview
®

Scroll down to see the class ranking the release would produce, and any learners with missing
papers (a missing paper counts as 0).

Release
Release a single subject, or all of them at once. Released subjects show “Learners can see”.
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¢ You can still correct marks after releasing; learners see the corrected mark.

e “Withdraw” hides a subject from learners again at any time.

3.5 See a class’s results

The “Results & Reports” tab on Exams & Marks shows how a class did: every subject side by
side, one exam at a time, the analysis, and individual report cards.

Demo Academy - ACADEMICS
Exams & Marks

Enter or correct marks, review results, and release them to learners.

W Enter & Correct Marks %I Results & Reports < Release Results

Class | Stream Exam

Exams & Marks

Grade 7 East - English Midterm — English (MIDTERM) -

Attendance

English - English Midterm

Analytics Out of 100
Calendar
o~ - . Results status: = Released Withdraw
Y Timetable
Japers
88 All subjects [@ Single exam i Analysis /Z Quick entry Reports
1al Records
@ Users 11 students - Tap the pencil to edit a result Export CSV Export PDF
3 Settings
Spotted a wrong mark? Tap the pencil on the learner's row to fix it, or open the mark sheet to correct several at once. # Correct marks
Mary Wambui 3 POSITION STUDENT ADM NO SCORE v GRADE TOTAL PTS OVERALL REMARKS EDIT
Admin .
1 Amani Otieno 2400 88% FE 0 - = Vi

Results & Reports: choose a class, then an exam, to see its results.

e Choose a class, then an exam, to see the broadsheet and rankings.

e C(Click alearner to download their PDF report card, or generate the whole class at once.
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CHAPTER 4
Your class

As class teacher you keep the register and the class list, and produce your class’s report cards.

4.1 Take the daily register

Attendance holds one register per class per day. Mark each learner Present, Absent, Late or
Excused, add a reason if you like, and let guardians of absent learners know by SMS.

Demo Academy ACADEMICS

= Attendance

Take the daily register, add reasons for absence and let guardians know.

Class Day

Grade 7 East - < 09/27/2026 0O

Grade 7 East - Sunday 27 September 2026

8- PRESENT 2% ABSENT @© LATE [® EXCUSED A ATTENDANCE
Attendance 7 ]_ 1 0 890/0
3 unmarked
Q Search name or admission no. v Mark 3 unmarked present (3 Notify guardians &, PDF
(0 Timetable
‘ All 12 {7} Unmarked 3 Present 7 Absent 1 Late 1 Excused 0

Exam Papers

1 ?:;lgam Otierio Present  Absent Late Excused [E

2 ‘zgz'lljlk“ Kanan Present  Absent Late Excused [

Kevin Ouma

2402 - Unwell Present  Absent Late Excused [E

3 students not marked yet

MW Mall:y_Wambul
Admin

The register: totals at the top, one row per learner, and a Save bar at the bottom.

G Open Attendance
Choose Attendance in the menu. A class teacher’s own class opens straight away; otherwise pick
the class.

e Check the day
Today is selected. Use the arrows or the date box to fill in an earlier day.

° Mark each learner
Tap Present, Absent, Late or Excused on each row. To save time, press “Mark N unmarked
present” and then change only the exceptions.

° Add a reason (optional)
The note icon at the end of a row adds a reason, such as “Unwell”. It shows under the learner’s
name.
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e Save

Press Save at the bottom. Unsaved changes are kept if you switch class or day by mistake: you are
asked first.

o Tell guardians
Press “Notify guardians” to text the guardian of every learner marked absent. You see who will

be texted before anything is sent.

|IO

Tip: PDF downloads the day’s register for printing or filing.

4.2 My Students

My Students is your class list: every learner in your class, with their admission number,
guardian and contact details. Search by name, admission number or guardian.

Demo Academy MY CLASS

My students

The learners in your class, with their guardians. Open anyone for their full profile.

o Students 5 Active o Left % No phone
v X
™ 24 &y 23 gy 1 %
on the roll currently enrolled transferred, graduated o.. guardian can't get SMS
Q Search name, admission no. or guardian 1, Import 2+ Add student
Attendance All my classes - Any status -
Calendar
24 students
(O Timetable
STUDENT CLASS GUARDIAN STATUS
f Amani Otieno Grade 7 East ¥V.[r‘(‘)\t1eno o Active Z
L 2488 No phone
L f % Wanjiku Kamau Mrs Kamau :
essment \
i 2201 Grade 7 West B ® Active fZan)
Q; W) KevinOuma Grade 8 East Mr Ouma ® Active A
My Students 2402 0722101 402
") Faith Chebet Mrs Chebet )
( S Grade 9 A ® Active A
Peter Njoroge f % Esther Nyambura Mr Nyambura :
‘g: EN Jsyry Grade 7 East st e Bt * Active Z W

My Students: your own class only.

|IO

Tip: If a learner is missing or in the wrong class, or a guardian’s phone number has changed,
ask your administrator to update their record. Correct phone numbers make sure SMS results
and absence notices arrive.
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4.3 Report cards for your class

On Report Cards, choose your class, the term and the exam, then download every card, one
learner’s card or the mark sheet.

Demo Academy ACADEMICS

=N Report cards

Download report cards and mark sheets, text results to parents and compare terms.

° Report scope © Ready — pick an action below
Class* Term * Title on the card Card design
Report Cards Grade 7 East v Term 3 - 2026 - e.g. Mid Term 1 Report Heritage -
5 Optional. Replaces the exam name. Formal navy & gold with a grade seal,
Attendance class comparison and grading scale
Which exam should the reports show? * Report cards, the mark sheet and the SMS all use this exam.
Calendar
Midterm ¥ Most recent Endterm
7 of 7 subjects entered 5 of 7 subjects entered

(© Timetable

2 Generate & share

e B B [ Lt
Whole class One learner Mark sheet SMS to parents Compare terms
Every report card for the A single learner’s report Ranked subject scores for Text each guardian their How the class moved
class in one download. card. the whole class. child’s results. across terms.

Generate & Download mark
Choose learner Send SMS Compare
download sheet

Report cards: choose the class, term and exam, then an action.

Choose the scope
Pick your class and the term, and optionally a title and card design.

Each exam shows how many subjects have marks. Make sure all subjects are in before printing.

Add your comments

a Choose the exam

Under “Comments on the cards”, write a class teacher remark for each learner (for example
“Excellent progress this term”). They print on the cards.

Download

“Generate & download” produces every card in one PDF; “Choose learner” produces one;
“Download mark sheet” gives the ranked class list.

¢ Sending results to parents by SMS is done by an administrator.
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CHAPTER 5

Homework and announcements

Set homework for your classes, mark what learners hand in, and post notices.

5.1 Set homework and mark it

Assignments is where homework is set for a class. Learners see it on their dashboard, hand it in

there (typed or as a file), and you grade it here.

@ Demo Academy COMMUNICATION

Assignments

Ea Uzpcom'mg ’ @

due today or later

Q Search title, subject or class

B Fractions worksheet 3
Mathematics - Grade 7 East

Complete questions 1-20 on page 45.

f@ Due tomorrow by Peter Njoroge

pn Peter Njoroge

Open an assignment’s hand-ins to read each learner’s work and grade it.

G Set an assignment

Press “New assignment”. Choose the class and subject, give it a title and a due date, add
instructions, and attach a file (up to 10 MB) if you like.

Q Follow progress

The tiles at the top filter to Upcoming, Past due, Set by me and All. Each card shows how many

learners have handed in.

e Mark the work

Open the hand-ins, read each learner’s answer or open their file, and give a grade from 0 to 100
with optional feedback. Learners see the grade and feedback on their dashboard.

Set homework for a class, attach files, and review and

Past due

1

deadline passed

& 14 submiss

Fractions worksheet 3

Mathematics - Grade 7 East - Due tomorrow - 2 of 6 graded

Kevin Ouma
2402 -Handed in 26 Sept, 20:16

My answers are attached below...

Grade

Faith Chebet
2403 -Handed in 26 Sept, 13:04

@ Open their file

Grade

Esther Nyambura
2404 -Handed in 26 Sept, 0552

My answers are attached below...

Grade

Brian Mwangi
2405 -Handed in 25 Sept, 22:40

@ Open their file

Grade

e Work is due at the end of the due date, not at midnight before it.

e Teachers can edit and grade only the assignments they set; administrators can manage all of them.
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¢ Once you have graded a hand-in, the learner can no longer replace it.

5.2 Post announcements

Announcements are notices for the whole school. They show on the Announcements page and

on learners’ dashboards.

@ Demo Academy COMMUNICATION
Announcements New announcement X
Post notices to the whole school, and text the importe
Title*
'FI 1;].1 & I]n:‘ [c.g. Half-term break dates

posted to the school flag 0/200

Message *
Q Search announcements B I = Select text, then click a button to format it

Write the announcement...

Half-term break A miporTaNT
Mary Wambui - 25 Sept 2026

Mw

School closes on Friday for the half-term break and |

Grade 9 parents meeting
Mary Wambui-22 Sept 2026

Grade 9 parents are invited to a meeting on Saturday

0/5000- **bold**, *italic* and lists are supported

jx  Science fair entries Mark as important

Joseph Kiprono-18 Sept 2026 Highlighted in red on the list and on dashboards.

Learners who want to take part in the county scienc

[3 Also text every guardian

Cancel

Mary Wambui

A new announcement: a title, the message, and whether it is important.

Start one
On Announcements press “New announcement”.

Write it
Give it a short title (for example “Half-term break dates”) and the message.

Mark it important (optional)

Important announcements are highlighted in red on the list and on dashboards.

Post
Press Post. You can edit or delete your own announcements later from the list.

e Search, or filter to Important or to the ones you posted.

¢ Only administrators can text an announcement to guardians. Ask your administrator if something

needs to go out by SMS.
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CHAPTER 6
Exam papers, schemes and CBC

Setting papers, keeping professional records and assessing CBC strands. You only see a page if
your school has switched its module on and your role or duty uses it. If something here is
missing from your menu, ask your administrator.

6.1 Upload an exam paper for moderation

The Exam paper bank keeps exam papers safe until the exam. You upload your paper, your head
of department moderates it, the exams office prints it, and it is released after the exam.

i) Demo Academy ACADEMICS
Exam paper bank
S Upload papers securely, moderate them, print the right number of copies and release them after the
AT [ Upload paper

[ My papers & Past papers

Q Search papers

PAPER SUBJECT CLASS STATUS UPDATED

Mathematics Endterm P1- P1 Mathematics Grade 7 Submitted 27 Sept, 10:17
Exam Papers

English Endterm - P1 English Grade 8 Approved 26 Sept, 10:17

) Discipline

Exam papers — My papers: every paper you set and where it is in moderation.

G Upload

Press “Upload paper”. Give it a title (for example “End of Term 2 Mathematics”), choose the
subject, class level and term, the paper label (P1, P2), how many copies are needed, and when it
may be released after the exam. Attach the paper (PDF or Word) and, ideally, the marking
scheme.

Submit it
Open the paper and submit it for moderation. Its status changes from Draft to Submitted.

Act on comments

If it comes back Returned, read the moderator’s comment in its History, replace the files and
submit again. Once Approved it is locked for printing.
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e Papers open stamped with the viewer’s name and the time, and every download is logged, so leaks
can be traced.

 Past papers are available once released, for revision.

6.2 Schemes of work, lesson plans and records of work

Professional Records keeps your schemes of work, lesson plans and records of work together,
and works out how much of the syllabus each class has covered.

Demo Academy ACADEMICS

Professional records

Schemes of work, lesson plans and records of work in one chain, with syllabus coverage for HODs

and the DOS.
[E Schemes of work f4 Lesson plans Records of work (™ Syllabus coverage
Q Search schemes of work + Add scheme of work
SCHEME CLASS & SUBJECT STATUS
(O Timetable
Mathematics Grade 7 Term 3 Grade 7 East - Mathematics Approved
Exam Papers
Integrated Science Grade 7 Term 3 Grade 7 East - Integrated Science Submitted
Professional Records
English Grade 8 Term 3 Grade 8 East - English Draft

") Discipline

Grace Achieng
Subject Teac

Professional records - Schemes of work.

G Write a scheme of work
Press “Add scheme of work”, choose the class, subject and term, then fill in the weeks: each

lesson with its topic or sub-strand and details. Set the number of teaching weeks and lessons a
week.

Q Draft with AI (optional)
“Draft with AI” fills the rows with a suggested scheme from the topics you list. It replaces the
rows below, so check and edit every row before saving.

e Submit for review

Save, then press “Submit for review”. Your head of department or the DOS approves it or returns
it with a comment.
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Plan lessons
Under Lesson plans, add a plan for a lesson: the date, topic, specific objectives, introduction,
lesson development, conclusion, resources and your self-evaluation afterwards.

Record what you taught
Tick lessons as Taught inside the scheme, or add a record of work with the date, work covered
and remarks. Both count towards syllabus coverage.

6.3 CBC assessment

CBC Assessment records each learner’s level for a strand and sub-strand: Exceeding (EE),
Meeting (ME), Approaching (AE) or Below (BE) expectations.

Demo Academy ACADEMICS

CBC assessment

Rate each learner per strand and sub-strand: Exceeding, Meeting, Approaching or Below
expectations.

Class * Learning area * Term *
Grade 7 East ‘o] Mathematics & Term 3 2026 ]
Strand * Sub-strand
Numbers h 4 Fractions v Open class list
Attendance
Galend T @) Exceeding expectations- 1 @[i3) Meeting expectations- 2 I Approaching expectations- 1 () Below expectations- 0
(© Timetable
Amani Otieno 2400 a ME AE BE
2 Prc yrds Wanjiku Kamau 2401 EE a AE BE
CBC Assessment
Kevin Ouma 2402 EE @ AE BE
Faith Chebet 2403 EE ME p BE
Brian Mwangi 2405 EE ME AE BE

PN PgFerN]nI ?

CBC assessment: pick the class, learning area, term and strand, then rate each learner.

Choose what you are assessing
Pick the class, the learning area, the term, and the strand (for example Numbers) and sub-strand
(for example Fractions).

Open the class list
Press “Open class list”. Every learner in the class is listed.
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Rate each learner
Tap EE, ME, AE or BE on each row and add a comment if you like. The totals at the top update as
you go.

Save
Press Save. You can come back and change a rating later.

6.4 Report a discipline incident

Any teacher can report an incident on the Discipline page. You see the incidents you reported;
the discipline master decides the action and tells the parent.

Demo Academy WELFARE

ol Discipline

Teachers report incidents; the discipline master records the action taken and informs parents.

Q Search discipline incidents + Report incident

LEARNER INCIDENT SEVERITY ACTION DATE REPORTED BY STATUS

Wanjiku Kamau Lateness Minor Warning 26 Sept 2026 Peter Njoroge Resolved O Tellparent /&
Calendar

Brian Mwangi Fighting Major None 27 Sept 2026 Joseph Kiprono Open D Tellparent £

(© Timetable

Exam Papers

Discipline

Grace Achieng

Discipline: each incident with its category, severity, action and status.

Report it
Press “Report incident”. Choose the learner, the date, the category (for example lateness or
fighting), how serious it is (minor, major or critical) and describe what happened.

What happens next
The discipline master records the action taken (for example a warning, counselling or calling the
parent in), marks it resolved, and can text the parent with “Tell parent”.
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CHAPTER 7
Calendar, leave and requests

Tools every teacher has: the school calendar, your timetable, leave, and requests to the store and
the bursar. You only see a page if your school has switched its module on and your role or duty
uses it. If something here is missing from your menu, ask your administrator.

7.1 The school calendar

Calendar lists what is coming up across the school: exam windows, marks deadlines, report-
card release dates, meetings and holidays. Everyone can read it; the DOS, deputy and principal
add events.

Demo Academy ACADEMICS

School calendar

Exams, marks deadlines, report release, meetings and holidays in one place.

f Upcoming Y= Manage events
OCTOBER 2026
E] End of Term 3 exams Marks deadline Report cards released
30ct 2026 — 9 Oct 2026-All 12 Oct 2026 - Staff 16 Oct 2026 All
SAT MON FRI
E! 3 Exam 12 Deadline 16 Report release
e All classes sit their Endterm papers. All Endterm marks entered.
Grade 9 parents meeting Closing day
o qug  ©0ct2026-Parents AT 310ct 2026-All
alendar
6 Meeting 31 Holiday
(© Timetable School hall, 10am.

Mary Wambui

Calendar - Upcoming: each event shows its date, who it is for and its type.

» Events are marked by type (exam, deadline, report release, meeting, holiday) and by who they are
for: everyone, staff, learners or parents.

o Parents and learners only see events meant for them.

e Toadd an event (if you are allowed), open “Manage events”, press Add, and fill in the title, type,
dates, who sees it and any details. An event can be linked to an exam.

7.2 Your timetable

Skulbase user guide - skulbase.com/help 20/25



Timetable shows the published timetable for the week: periods down the side, days across the
top, each lesson with its class, teacher and room. On a phone it shows one day at a time.

Demo Academy ACADEMICS

Timetable

Generate a clash-free timetable from teaching loads, publish it to everyone, and arrange cover when

teachers are away.
Show
My timetable -

PERIOD MON TUE WED THU ERI

1 1sC CAS KIS PTS ENG

08:00—-08:40 Grade 7 East-Lab 1 Grade 7 East-Room 7E Grade 7 East: Room 7E Grade 7 East- Room 7E Grade 7 East - Room 7E
S P2 SST MAT ISC cas KIS

08:40-09:20 Grade 7 East- Room 7E Grade 7 East - Room 7E Grade 7 East-Lab 1 Grade 7 East - Room 7E Grade 7 East - Room 7E
Calendar

short break - 09:20-09:30

Timetable P3 PTS ENG SST MAT IsC

09:30-10:10 Grade 7 East- Room 7E Grade 7 East- Room 7E Grade 7 East- Room 7E Grade 7 East- Room 7E Grade 7 East-Lab1

apers
P4 CAS KIS PTS ENG SST
10:10-10:50 Grade 7 East- Room 7E Grade 7 East- Room 7E Grade 7 East- Room 7E Grade 7 East- Room 7E Grade 7 East- Room 7E
Tea break - 10:50-11:20

P5 MAT ISC CAS KIS PTS

11:20-12:00 Grade 7 East- Room 7E Grade 7 East-Lab 1 Grade 7 East* Room 7E Grade 7 East - Room 7E Grade 7 East - Room 7E

P6 ENG SST MAT IsC CAs

12:00-12:40 Grade 7 East- Room 7E Grade 7 East-Room 7E Grade 7 East* Room 7E Grade 7 East-Lab 1 Grade 7 East - Room 7E

Lunch-12:40-14:00
P7 KIS PTS ENG SST MAT
14:00-14:40 Grade 7 East* Room 7E Grade 7 East- Room 7E Grade 7 East* Room 7E Grade 7 East* Room 7E Grade 7 East* Room 7E
Peter Njoroge
. P8 ISC CAS KIS PTS ENG
14:40-15:20 Grade 7 East-Lab1 Grade 7 East- Room 7E Grade 7 East: Room 7E Grade 7 East- Room 7E Grade 7 East- Room 7E

Timetable - My timetable. Breaks and lunch are shown between periods.

o “Show” switches between your own timetable and any class, teacher or room.

e When a colleague is away and you are asked to cover a lesson, it is arranged under “Lesson cover”;
check the timetable at the start of each day.

7.3 Apply for leave

Staff Leave is where you ask for time off. The principal, deputy or HR officer approves it, and
you can see the decision on the same page.
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Demo Academy OPERATIONS

Staff leave

Staff apply for leave; the principal, deputy or HR officer approves it.

Q Search leave requests + Apply for leave

STAFF TYPE DATES DECIDED BY STATUS
Joseph Kiprono Sick 28 Sept 2026 — 29 Sept 2026 (2 d) — Pending Decline
Tom Mboya Annual 13 Sept 2026 — 17 Sept 2026 (5 d) Mary Wambui Approved

Staff Leave

™ Tom‘l‘\flboya
otall

Staff leave: your requests and their status. Approvers see Approve and Decline buttons.

© ~vy

Press “Apply for leave”. Choose the type (annual, sick, maternity, compassionate and so on), the
first and last day, and the reason.

a Arrange cover

Under “Lessons and duties to cover”, say who will take your classes or duties, so the timetabler
can arrange cover.

o Wait for a decision

The request shows Pending until it is approved or declined. You can edit or cancel it while it is
pending.

7.4 Ask the store for supplies

Inventory & stores - Requisitions is how you ask for exercise books, chalk, chemicals or
equipment. The storekeeper approves the request and issues the items, and the stock count
goes down automatically.
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Demo Academy OPERATIONS

Inventory & stores

The asset register and store stock, with requisitions that are approved, issued and taken off stock.

® Stock & assets [ Requisitions
+ Request from store
ITEM QUANTITY  REQUESTED BY WHEN STATUS
Exercise books (96pg) 40books  Peter Njoroge 26 Sept, 22:15 Pending Reject
Inventory Chalk boxes 5 boxes Grace Achieng 24 Sept, 10115 Issued

{ Staff Leave

™ Tom‘l‘\flboya
otall

Requisitions: Pending until approved, then Issued when you collect them.

Request
Press “Request from store”, choose the item, the quantity and what it is for (for example “Grade 7
exam booklets”).

Collect
When the storekeeper approves and issues it, the status changes to Issued. Collect the items from
the store.

7.5 Ask for money to be spent

Expenses —» My requests lets any staff member raise a payment voucher, for example to buy lab
chemicals or pay for printing. The bursar or principal approves it before it is paid.

G Raise it
Press “Record expense”. Say what it is for, the amount, the date, the supplier and the vote head,
and attach the invoice reference.

Q Follow it

It shows Pending, then Approved (waiting for payment) or Rejected, then Paid with the payment
reference.
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CHAPTER 8

On your phone

You can enter marks and take the register from a phone.

8.1 Using Skulbase on a phone

Every page works on a phone. Tables turn into cards, and the menu moves to the bottom of the

screemn.

= Exams& Marks
21  Demo Academy
ACADEMICS

M Exams & Marks

Enter or correct marks, review results, and
release them to learners.

¥ Enter & Correct Marks % Results & Repc

ENTERING MARKS FOR
Mathematics - Grade 7
Term 3- ;;] Endterm - Out of 100

& Split into papers

& Change exam, class or subject

]
Type marks Upload file Scan sheet

Mark sheet 9 of 12 entered 75% -Out of 100

O Online

@ Saved marks are already filled in. To correct a
mistake, search for the learner, type the right score
over the old one and press Save changes. Use Undo
to put a mark back, or the bin to remove a mark for a
learner who did not sit the exam.

98 B a8

Dashboard Exams Attendance Reports More

Entering marks on a phone. The bottom bar
holds Dashboard, Exams, Attendance and

Reports.

e Use a current version of Chrome, Safari or Samsung Internet.

e Mark entry keeps your work on the phone if the network drops, and saves it when you are back

online.

e Downloads such as report cards open in your phone’s PDF viewer, ready to share on WhatsApp or

print.
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CHAPTER 9
Getting help

Most questions are answered on the page itself: many pages have a “How to” panel at the
bottom. For anything else, these are the places to go.

9.1 Where to get help

This guide is always available from Help in the menu, and as a PDF you can download and print.

e Your school administrator can add or reset accounts, fix classes and subjects, and change school
settings.

 For problems with Skulbase itself, use the contact page at skulbase.com/contact, or call 0740 129
L4,

e When you report a problem, say which page you were on, what you pressed and what you expected.
A screenshot helps.
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