() SKULBASE USER GUIDE

Academic leadership guide

For principals, deputy principals, directors of studies, heads of department, timetablers and exams

officers

Running the academic side of the school: the calendar, the timetable and lesson cover, the exam
paper bank from moderation to release, professional records and syllabus coverage, CBC

assessment, and approvals.
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CHAPTER 1
Getting started

Leaders 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 Who this guide is for
The duties this guide covers, and what each one can do.

e Principal / Head teacher: every module page and approval. Setting up classes, users and settings
stays with Admin accounts.

o Deputy Principal: calendar, papers, timetable, professional records, CBC and discipline; sees
boarding and health; approves leave and expenses.

 Director of Studies (DOS): exams, the paper bank, the timetable, professional records and the
academic calendar.

e Head of Department (HOD): moderates exam papers and reviews schemes of work and coverage.
e Timetabler: builds and publishes the timetable and arranges lesson cover.

e Exams Officer: runs the paper bank: printing, packing and release.

1.2 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

[ A7X3K?9 j

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

school? Create an account

elp? Read the user guides

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

G 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.

e 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.

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.

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.

®
° Choose how you will sign in
®

>

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.
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1.3 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.

&1

E iy
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

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.

a Enter your details
Type your email address or username, then your password, and press Sign In. Or press “Sign in
with Google”.

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.

|IO

Tip: Save skulbase.com to your phone’s home screen. It opens like an app and remembers you
are signed in.
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1.4 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.

¢ 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.

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
The school at a glance

The principal and deputy see live figures from every module the school runs at the top of the
dashboard.

2.1 Across the school

“Across the school” shows one tile per thing that needs a leader’s eye: learners in the sick bay,
learners out on exeat, vouchers waiting for approval, buses on the road, papers awaiting
moderation and leave requests. Tap a tile to open its page.

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 A
1waiting for approval 2 vouchers Route A — Westlands

LEAVE REQUESTS

1

Sunday 27 September 2026
Good morning, Mary

Term3-2026 Week 5 of 10- 34 days left

Q Find a learner by name or admissior

NEEDS YOUR ATTENTION

< 2 exams ready to release 3 papers still need marks = 4 fee records overdue
Marks are in, but report cards and Most behind: Grade 8 East (2), Past the due date with a balance
parents can't see them until Grade 9 (1). still owing.
released.
Release results > Enter marks > Review fees >

MW Mallty_Wambui

The dashboard with “Across the school” tiles above the usual academic figures.
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CHAPTER 3
The academic calendar

Put every exam window, marks deadline and report release on the calendar, so teachers,
learners and parents all work to the same dates.

3.1 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.

£l Upcoming 7= Manage events
OCTOBER 2026

End of Term 3 exams Marks deadline Report cards released

i 30ct 2026 — 9 Oct 2026-All mon  120ct2026- Staff I 16 Oct 2026 All

3 Exam 12 Deadline 16 Report release
All classes sit their Endterm papers. All Endterm marks entered.
Grade 9 parents meeting Closing day
6 0ct 2026 - Parents 310ct2026-All

Calendar U8 Sox
6 Meeting 31 Holiday
(© Timetable School hall, 10am.

J Exam Papers

Mary Wambui

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

G Open Manage events
On Calendar, open the “Manage events” tab and press Add.

e Describe the event
Give it a title, choose its type (exam, deadline, report release, meeting, holiday or other), the start
date and, for several days, the end date.

o Choose who sees it
Everyone, staff only, learners or parents. Parents see events meant for everyone or for parents in
their portal.
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Link an exam (optional)
Link the event to an exam so the dates stay together.

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

e 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.
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CHAPTER 4
Building the timetable

Skulbase generates a clash-free timetable from teaching loads, lets you adjust it, publishes it to
everyone, and helps arrange cover when a teacher is away.

4.1 Set up the school day

On the “Day & rooms” tab, list the school days and the periods and breaks with their times, and
the most lessons in a row one teacher may have. Add special rooms (labs, computer room, hall)
so lessons that need them are placed there.

/N Good to know: If you change the periods after publishing, generate the timetable again so
lessons line up with the new day.

4.2 Teaching loads

On “Teaching loads”, each row is one subject in one class with its teacher, lessons a week, how
many of those are doubles, and any room type it needs.

Q  Tip: “Start from subject assignments” creates a load for every subject each teacher is assigned
to a class this year. Then adjust the lessons a week.

4.3 Generate and publish

On “Generate & publish” name a new draft and press “Generate timetable”. Skulbase places
every lesson without clashes for teachers, classes or rooms.
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Demo Academy

Calendar

Timetable

ACADEMICS

Timetable

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

f8 Timetable £ Generate & publish &£ Teaching loads [0 Day & rooms 2 Lesson cover
New draft name

e.g. Term 3 timetable

<* Generate timetable

Pinned lessons in the selected draft keep their slots when you generate again.

Draft Class
Term 3 timetable - published - 7 Sept, 10:17 - Grade 7 East -
published () 280 of 280 lessons placed
PERIOD MON TUE WED THU FRI
P1 ISC CAS KIS PTS ENG
08:00—08:40 Joseph Kiprono-Lab 1 Faith Chebet - Room 7E Faith Chebet - Room 7E Tom Mboya-Room 7E Grace AchiengRoom 7E
S . P2 SST MAT ISC CAS KIS
) Discipline 08:40—09:20 Mary Wambui - Room 7E Peter Njoroge - Room 7E Joseph Kiprono-Lab 1 Faith Chebet - Room 7E Faith Chebet - Roorn 7E
Short break - 09:20-09:30
P3 PTS ENG SST MAT IsC
09:30-10:10 Tom Mboya - Room 7E Grace Achieng - Room 7E Mary Wambui - Room 7E Peter Njoroge - Room 7E Joseph Kiprono-Lab 1
grace Achiens. P cas KIS PTS ENG SST
i : 10:10-10:50 Eaith Chebet - Room 7E Faith Chebet - Room 7E ‘Tom Mboya - Room 7E Grace Achieng- Room 7E Mary Wambui - Room 7E

Generate & publish: the draft, how many lessons were placed, and the grid for one class.

Check what was placed
The draft shows how many lessons were placed. Anything not placed is listed: lighten those
loads, free the teacher, or add rooms, then generate again.

e Adjust by hand
Tap a lesson, then the slot to move or swap it into. “Pin here” keeps a lesson in its slot when you
generate again.

Publish

Press Publish. Teachers and learners see it straight away under Timetable, and learners under
My timetable.

4.4 Arrange lesson cover

When a teacher is away, open “Lesson cover”, choose the date and the absent teacher. Their

lessons that day are listed with the colleagues who are free in each period; pick one to cover
each lesson.

Q  Tip: Leave requests list the lessons and duties that need cover, so check approved leave first.
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CHAPTER 5
The exam paper bank

Papers move through moderation, printing and release in one place, with every download
stamped and logged.

5.1 Moderate papers (HOD, DOS)

The Moderation tab lists papers teachers have submitted. Open one to read the paper and
marking scheme.

Demo Academy ACADEMICS
@ Exam paper bank
Upload papers securely, moderate them, print the right number of copies and release them after the
AT [ Upload paper
[> My papers Moderation 1 © Print & release 2 @ Pastpapers
[5] AWAITING MODERATION & TOPRINT &) LOCKED ¥ RELEASED
(© Timetable
Q Search papers
Exam Papers
PAPER SUBJECT CLASS STATUS SET BY UPDATED
Mathematics Endterm P1- P1 Mathematics Grade 7 Submitted Peter Njoroge 27 Sept, 10112
Social Studies Endterm - P1 Social Studies Grade 8 Returned Mary Wambui 23 Sept, 1012

‘) Discipline

Exam papers - Moderation: papers waiting for you, with totals for each stage.

G Open the paper
Tap it, then “Open paper” and “Marking scheme”. Files open stamped with your name and the
time.

e Approve or return
Approve it, or return it with a comment saying what to change (a comment is required when

returning). The teacher sees the comment in the paper’s History.

5.2 Print, pack and release (Exams Officer)
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The “Print & release” tab lists approved papers with the number of copies each class needs.
Approved papers are locked so nobody can change them.

Demo Academy ACADEMICS
@ Exam paper bank
Upload papers securely, moderate them, print the right number of copies and release them after the
) [ Upload paper
[ My papers Moderation 1 © Print & release 2 § Pastpapers
[E] AWAITING MODERATION & TOPRINT &) LOCKED & RELEASED
1 2 i 1

Q Search papers

PAPER SUBJECT CLASS STATUS COPIES PRINTING RELEASE UPDATED
English Endterm - P1 English (;rade Approved 61 ol ?0(:);;, fgﬂs}ept,
- Integrated Science Endterm - Integrated . . 25 Sept,
e e i ot b Pl Grade 7 Locked 44 Printed 70ct, 10:13 e '

qap Tom Mboya
Staff

f

Print & release: mark each paper Printed, then Packed, and release it after the exam.

e Mark a paper Printed when the copies are done and Packed when they are sealed for the exam
room.

o After the exam (at the release time set by the teacher) release it; it then appears under Past papers
for revision.

5.3 How teachers submit papers

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.
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Demo Academy ACADEMICS

o Exam paper bank

Upload papers securely, moderate them, print the right number of copies and release them after the
o [ Upload paper

[ My papers & Past papers

EX s Q Search papers

Calendar

PAPER SUBJECT CLASS STATUS UPDATED
(© Timetable
Mathematics Endterm P1- P1 Mathematics Grade 7 Submitted 27 Sept, 1017
Exam Papers
English Endterm - P1 English Grade 8 Approved 26 Sept, 10:17

) Discipline

Grace Achieng

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

Q 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.

e Submit it

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

o 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.

e Papers open stamped with the viewer’s name and the time, and every download is logged, so leaks
can be traced.

o Past papers are available once released, for revision.
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CHAPTER 6
Professional records and coverage

Heads of department and the DOS review schemes of work and follow syllabus coverage class by
class.

6.1 Review schemes of work

Submitted schemes show “Submitted” on the Schemes of work tab. Open one, read it, and
approve it or return it with a review comment.

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
Mathematics Grade 7 Term 3 Grade 7 East - Mathematics Approved
Integrated Science Grade 7 Term 3 Grade 7 East - Integrated Science Submitted
Professional Records
English Grade 8 Term 3 Grade 8 East - English Draft

Expenses

") Discipline

Schemes of work: Draft, Submitted, Approved or Returned.

6.2 Syllabus coverage

The Syllabus coverage tab shows, for each scheme, how many planned lessons have been
taught, as a percentage, and when the class was last taught.
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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.
M Schemes of work {4 Lesson plans Records of work (% Syllabus coverage
SCHEME TEACHER COVERAGE
Mathematics - Grade 7 East Peter Njoroge 25/40-63%
Integrated Science - Grade 7 East Joseph Kiprono 16/40- 40%
Exam Papers English - Grade 8 East Grace Achieng - 6/40-15%

Professional Records

Grace Achieng
St

Syllabus coverage: spot classes falling behind early.

6.3 CBC assessment

LAST TAUGHT

26 Sept 2026

26 Sept 2026

26 Sept 2026

CBC Assessment records each learner’s level for a strand and sub-strand: Exceeding (EE),

Meeting (ME), Approaching (AE) or Below (BE) expectations.

Skulbase user guide - skulbase.com/help
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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 s Mathematics 3 Term 3 2026 )
Strand * Sub-strand
Numbers v Fractions v Open class list
Attendance
calendar €D Exceeding expectations- 1 @13 Meeting expectations- 2 Approaching expectations- 1 {3 Below expectations- 0
© Timetable
Amani Otieno 2400 a ME AE BE
Wanjiku Kamau 2401 EE a AE BE
CBC Assessment
Kevin Ouma 2402 EE m AE BE
Faith Chebet 2403 EE ME BE
Brian Mwangi 2405 EE ME AE BE

py Peter Njorog&.e

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.

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.
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CHAPTER 7
Approvals

The principal and deputy approve staff leave and spending.

7.1 Approve staff leave

Staff Leave lists every request with the dates and who will cover. Press Approve or Decline; the
teacher sees the decision straight away.

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

Announcements

Tom Mboya
Staff

f

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

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

Q Arrange cover

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

Wait for a decision
The request shows Pending until it is approved or declined. You can edit or cancel it while it is
pending.
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7.2 Approve expenses

Vouchers raised by staff wait under “Awaiting approval” on Expenses. Approve or reject each
one; the bursar then pays approved vouchers and records the payment.

Demo Academy FINANCE

. EXxpenses

Raise payment vouchers, approve them, and track spending by vote head and supplier.

= Expenses Ch  Suppliers

|: AWAITING APPROVAL +/ APPROVED, UNPAID = PAID X REJECTED

Ksh 28,300 Ksh 42,000 Ksh 27,600 0

Calendar

Fees

Q Search expenses + Record expense

Billing
VOTE

EXPENSE AMOUNT DATE STATUS RAISED BY
Expenses HEAD
Printing Endterm 26 Sept , Joseph * Reject
e Ksh 18,500 2026 Exams Pending Kiprono
Library pap P o)
Inventory : z s z
tventor Science lab chemicals Ksh 42,000 23 5ept Tuition Approved ]qseph = Paid
2026 Kiprono
$¢ Staff Leave
Bus service — KDA 18 Sept
Paid
1234 Ksh 27,600 2026 Transport ai Tom Mboya
25 Sept x Reject
Kitchen gas refill Ksh 9,800 2026 Boarding Pending Ruth Wanjiru
W

Tom Mboya

Staff

Expenses: approve or reject each voucher.

7.3 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.
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Demo Academy WELFARE

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 [ Tellparent & T
Calendar

Brian Mwangi Fighting Major None 27 Sept 2026 Joseph Kiprono Open O Tellparent /2 T

(© Timetable

Exam Papers

1 Records

ment

Expenses

Discipline

Grace Achieng
oub

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 8
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.

8.1 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.

» 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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