(0J SKULBASE USER GUIDE

School nurse guide

For school nurses and sick bay staff

Clinic visits and the sick bay, learners’ medical profiles, medicine given, medicine stock, and
early warning of outbreaks.
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CHAPTER 1
Getting started

Nurses sign in with their own account like everyone else. The administrator then assigns the
duty under Settings - Roles & duties, and its pages appear in the menu the next time you open
Skulbase. 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.

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.
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Activate your account

Enter the invite code from your school to get started.

Invite code

[ A7X3K9 ]

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 alink.

ted? Sign in

1/ Create an account

! 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.

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.
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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.

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.

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.
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Welcome back

Sign in to your Skulbase account to continue

Email or Username

Password Forgot password?

Sign in with Google

an account? Create one

ctivate your account

elp? Read the user guides

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

Go to the sign-in page
Open skulbase.com and choose Sign in.
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e Enter your details
Type your email address or username, then your password, and press Sign In. Or press “Sign in

with Google”.

° 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.

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

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

e 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 a phone, the bottom bar shows your four most-used pages. Everything else is under More.
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CHAPTER 2
Health & sick bay

Clinical details are only visible to the nurse and the principal. Matrons and class teachers see
only what they need, such as who is in the sick bay.

2.1 Today

The Today tab shows who is in the sick bay now, who was sent home or referred today, and the
most common complaints in the last 48 hours.

Demo Academy WELFARE

Health & sick bay

Clinic visits, sick bay, medical profiles, medication and medicine stock. Clinical detail is visible only
to the nurse and principal.

A Today (@ Clinic visits £) Medical profiles & Medication given ® Medicine stock
Calendar B INSICKBAY A+ SENT HOME / REFERRED T...

&\ Possible outbreak: “Fever” (6 visits in 48h). Inform the principal.

Library

Sick bay now
Inventory Kevin Ouma 2402 27 Sept, 07:50 ~ Sick bay
Staff Leave Sent home or referred today
Grace Achieng 2406 27 Sept, 0526  Sent home

ements 5
ements Common complaints (48 hours)

Fever 6- Headache 3 - Stomach ache 2

) Tom Mboya
Staff

f

Health - Today. A red banner warns when one complaint is suddenly common.

/N Good to know: When several learners come in with the same complaint in 48 hours, a
“Possible outbreak” banner appears. Inform the principal.

2.2 Record a clinic visit
Every visit to the clinic is recorded on Clinic visits.
Add the visit

Choose the learner and the time, and record the temperature, complaint, your assessment and
the treatment given.
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e Record the outcome
Returned to class, admitted to the sick bay, sent home, or referred (and where to).

e Tell the parent
“Tell parent” texts the guardian. “Discharge” returns a learner from the sick bay to class.

2.3 Medical profiles

Each learner’s blood group, SHA number, allergies, chronic conditions, regular medication,
family doctor and emergency contact, and whether a treatment consent form is on file.

Demo Academy WELFARE

Health & sick bay

Clinic visits, sick bay, medical profiles, medication and medicine stock. Clinical detail is visible only
to the nurse and principal.

Ar Today (3 Clinic visits £ Medical profiles & Medication given ® Medicine stock

Q Search medical profiles + Add medical profile

LEARNER ALLERGIES CONDITIONS BLOOD CONSENT
Amani Otieno — — O+ Yes 7 W
Wanjiku Kamau Penicillin — A+ Yes 7 W
Kevin Ouma — - B+ No g W
Bl bear Faith Chebet — Asthma 0- Yes £ W

[\ Announcements

™

Tom Mboya

f

Health -, Medical profiles.

2.4 Medication given and medicine stock

Record each dose given (from stock, so the count goes down), and keep the medicine stock with
batch numbers, expiry dates and reorder levels.
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Demo Academy

WELFARE

Health & sick bay

Clinic visits, sick bay, medical profiles, medication and medicine stock. Clinical detail is visible only
to the nurse and principal.

A Today (3 Clinic visits £Y Medical profiles & Medication given & Medicine stock

© TOREORDER £ EXPIRING IN 60 DAYS

1 1

Q Search medicine stock + Add medicine

MEDICINE IN STOCK EXPIRY BATCH
Paracetamol 500mg 240 tablets 24Jul 2027 PC2291 V|
ORS sachets 18sachets  11Nov2026 OR118 e
Anhotincements Ibuprofen 200mg 90 tablets 1Nov 2027 IB771 7 W

v Tom Mboya

Staff

Health - Medicine stock: items to reorder and those expiring within 60 days are highlighted.

Skulbase user guide - skulbase.com/help



CHAPTER 3
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.

3.1 Where to get help

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

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

e 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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