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Chapter 1

Introduction and Quick Start

Welcome to the official training manual for the School Management System used across the the school group. This

chapter is the starting point for every new staff member. Read it in full before moving on to the other chapters.

What will you learn in this chapter?

e What the system is, who uses it, and which devices it runs on.

e How to sign in for the first time and how to change your temporary password.

e How to read the sidebar and understand why a colleague sees screens you do not.

e A quick tour of the dashboards by role.

e The patterns repeated across every screen of the system: search, filters, tables, export and print buttons.

¢ A ready-made checklist for your first day.

1.1 What Is the System?

The system is an all-in-one school management platform: students and families, attendance, grades, timetables,

fees and finance, school transport, staff affairs, and parent communication — all in one place.

The system consists of two parts working on the same data:

Part Who mostly uses it How you reach it

The web portal Management, teachers, the registrar, the From an internet browser at
accountant, and all school staff your school's address

The "Horizon International Parents and students first and foremost, plus From the app store on your

School" mobile app teachers and staff for daily tasks phone

Important: Every school has its own independent system. Your data, your accounts, and your portal address
belong to your school alone and are never mixed with any other school in the group. In the mobile app you pick
your school once from the school picker screen, and from then on the app connects only to your school's

system.

1.2 Who Uses the System?

Every user has one account with a specific role. The role determines which screens they see and which actions they

are allowed. The roles in the system:
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Category Roles

Leadership (sees everything) School Owner, School Principal, System Administrator (Admin)
Academic management Stage Head, Department Head, Homeroom Teacher

Teaching Teacher

Office and administration Registrar, Accountant, Receptionist, IT Officer

Specialists Nurse, Doctor, Safeguarding Officer, Librarian

Services Bus Driver, Facilities Worker, General Staff

Families Parent, Student

System-provider only SuperAdmin — never granted to any school employee

Tip: Do not memorize this list. The only rule you need: you see only what your role allows. If you need a screen
that does not appear for you, ask school management to grant you the permission — never borrow a colleague's

account.

The details of each role and its permissions are in the "Accounts, Roles, and Permissions" chapter.

1.3 Devices and Browsers

¢ The web portal works from any modern browser: Chrome, Edge, Firefox, or Safari. We recommend the latest

version of Chrome or Edge on a desktop or laptop — especially for data-entry and printing screens.
e The portal also works from a phone browser, but the the school app is easier and faster for daily use on mobile.

e Your device needs no special installation for the portal — just your school's internet address and a stable

connection.
Important — device security: The system recognizes every device you sign in from. When the school enables

device approval, your first browser is approved automatically, and any additional device stays "awaiting school

approval" until an IT officer approves it. This is protection for student data, not a malfunction.

1.4 The Six Interface Languages

The system — portal and app alike — works in six languages:

1. Arabic (the default in the app, with a right-to-left interface)
2. English
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3. Kurdish (Badini)
4. Turkish
5. German

6. Swedish
Where do you change the language?

e On the sign-in page: a small row of flags above the sign-in card — click the flag of the language you want.

¢ Inside the portal after signing in: the same flag row sits in the top bar, and you can switch at any time without

signing out.

e In the app: from the sign-in screen, or later from the "My Account” (;slLw=) screen.

[ Tip: Changing the language affects only your account and your device — it does not affect any other user.

1.5 Signing In to the Portal

Purpose Accessing your account on the web portal, for the first time or any time after.
Who can Everyone with an account: all staff, plus parents and students (if the school has enabled their portal).

Before you start

e Get from the administration office or the IT officer: your school's portal address, your username or email, and

your temporary password.

¢ The temporary password is shown to the administration staff member only once, when your account is created —
keep it somewhere safe until your first sign-in.

Steps

1. Open the browser and type your school's portal address. The sign-in page appears at the path /login .

2. Pick your language from the flag row above the card if you wish.

3. In the "Email / Username” (ool gl / G9xSIVI 1) field, type your email or username — either is accepted.
4. In the "Password" (j9,0J1 dols) field, type your password (the temporary one if this is your first sign-in).

5. Tick the "Remember me" (93,3.'\3) box only if the device is your personal device — never tick it on a shared device.

6. Click the "Sign In" (Jg3JI Juseaws) button.
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Expected result

o |f your credentials are correct and no extra verification applies: you go straight to the dashboard for your role (see

Your landing_page by role).
e |f your account has two-step verification enabled: you go to the code-entry page (next section).

o |f your password is temporary: the system forces you to set a new password before anything else (see The

temporary password).

Common errors
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Message on screen

"The email or password is incorrect."

"The account is temporarily locked after
repeated failed attempts. Try again in 15

minutes."

"The parent portal is currently closed by
the school."

"This device is awaiting school approval.

"This device has been blocked."

Troubleshooting

Meaning

A typing mistake or
outdated credentials

5 consecutive wrong

attempts

The school has temporarily

suspended family sign-in

A new device not yet

approved

The device is blocked by

management

Complete User & Training Manual

What to do

Check your keyboard language and Caps
Lock, then calmly try again

Wait the full 15 minutes, then try. If you have
forgotten the password, ask administration to

reset it

Applies to parents and students only —

contact the school office

Ask the IT officer to approve the device, then

try again

Contact school management

e The page does not open at all? Verify the address letter by letter and check your internet connection. If the

problem persists, tell the IT officer — it may be a temporary server outage.

e Forgot your password? There is no self-service "forgot password" link; resets are done by administration from the

users screen, and you will receive a new temporary password that must be replaced at your first sign-in.

e A parent with no email address? Families sign in through the app with the family code printed by the school —

see the "Families and Access Codes" chapter.

Related topics Two-step verification « The temporary password ¢ Signing_out * the "Accounts, Roles, and

Permissions" chapter

1.6 Two-Step Verification at Sign-In

Purpose An extra layer of protection: after your password, the system asks for a changing code from an

authenticator app on your phone.

Who can Every account that has enabled two-factor authentication (2FA) in its settings. We strongly recommend it

for everyone with access to sensitive data: management, the accountant, the IT officer, the safeguarding officer.

Before you start An authenticator app (such as Google Authenticator or Microsoft Authenticator) must already be

installed on your phone and linked to your account (see Enabling two-factor authentication).

Steps

1. Sign in with your email and password as usual.
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2. The "Two-Step Verification" (;,uighsu gaxill) page appears at the path /login/2fa and asks: "Enter the 6-digit

code from your authenticator app.”
3. Open the authenticator app on your phone and copy the current 6-digit code.

4. Type the code and click "Verify and Sign In" (J5>slg Gé=).

Expected result You go straight to your dashboard. If your password is temporary, the system takes you after the

code to the set-password page.

Common errors

¢ ‘"Incorrect code. Try again." — the code changes every few seconds; wait for the new code in the app and type it

quickly.

e Entering an old code after leaving the page open too long — the verification step is valid for 5 minutes only; if you

exceed it, go back with the "Back to sign-in" button and start over.
Troubleshooting

e |ost your phone or deleted the authenticator app? Contact school management or the IT officer to reset your

account.

e A wrongly set phone clock produces rejected codes — turn on automatic time setting on your phone.

Related topics Enabling two-factor authentication * Signing_in

1.7 The Temporary Password and the Forced Change

Purpose Every new account (or an account whose password was reset) starts with a temporary password. The

system does not let you work with it: at your first successful sign-in it forces you to choose a password of your own.
Who can Every account holder flagged with "temporary password" — which is the state of every new account.
Before you start Prepare a new password that meets the system policy:

Important — password policy: at least 10 characters, and it must include: an uppercase letter (A-Z), a

lowercase letter (a-z), a digit (0-9), and a symbol (such as ! or # or @). An example of the correct pattern:

Kitab#2026x — do not use this exact example.

Steps

1. Sign in with the temporary password (and complete the two-step verification step if you have one).

2. The system automatically takes you to the "Set Your Password" (9,0l dolS ,ic) page at the path
/account/change-password with the message: "Your account uses a temporary password. Choose a new

password to continue."

3. In the "Temporary password" (di84eJl )9,0Jl dals) field, type the password you received from administration.
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4. In the "New password" (83u32dl )9,0J1 dals) field, type your new password per the policy above.
5. Click "Set and Continue" (dssbiallg ¢yausi).

Expected result The system accepts the new password and then opens your session and you reach your dashboard.
Before this step succeeds there is no session at all — the screen cannot be "skipped" and no other page can be

opened.

Common errors

e A message that the current password is incorrect: retype the temporary password carefully — watch out for look-

alike characters (O and zero, | and one).

e A message that the new password does not meet the policy: the policy itself is shown on screen; usually what is

missing is the symbol, or the length is under 10.

¢ Typing the new password in the temporary-password field and vice versa — read the field labels before typing.
Troubleshooting

e |ost the temporary password before your first sign-in? Ask administration for a "password reset" from the users

screen — it issues a new temporary password and cancels the old one.

¢ Finished setting your password and then forgot the new one the same day? Same solution: a reset by

administration.

Warning: Your password is personal. Do not write it on a note stuck to the screen, and do not share it with a
colleague for any reason. Every action in the system is recorded under the account holder's name in the audit

log.

Related topics Changing_your password yourself « the "Accounts, Roles, and Permissions” chapter

1.8 Changing Your Password Yourself

Purpose Changing your password at any time while signed in to the portal — without going back to administration.

Who can Every signed-in staff member. (The settings page opens for all staff for this purpose, even if the "Settings"

link does not appear in your sidebar.)

Before you start You need your current password, plus a new one that meets the policy (10 characters; uppercase +

lowercase + digit + symbol).

Steps

1. Open the settings page at the path /settings (management finds it in the sidebar under the "Administration &

System" section; other staff type the path in the address bar).
2. From the side tabs, choose the "Security" (yWVI) tab.

3. Scroll down to the "Change Password" (;9,aJl dolS ,uusi) section.
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4. Fill in the three fields: "Current password" (dJl=dl ;g ,0ll dolS), "New password" (833> 5950 dalS), "Confirm new
password" (833321 5g0ll dalS 3uST).
5. Click "Update Password" ()g,0Jl dalS cuaxs).

Expected result You return to the settings page with a success message: "Password updated successfully”. Use the

new password from your next sign-in.

Common errors

e "The current password is incorrect” — retype your current password carefully.

e The new password is rejected even though it looks right — make sure it contains a symbol and that the length is

at least 10 characters.

Important: On some screens you may come across an old hint mentioning "8 characters". The rule actually
enforced on the server is 10 characters with an uppercase letter, a lowercase letter, a digit, and a symbol —

always go by that.

Related topics Enabling two-factor authentication * The temporary password

1.9 Enabling Two-Factor Authentication (2FA)

Purpose Linking your account to an authenticator app on your phone so that an extra code is required at every sign-

in.
Who can Every staff member, from the settings page, "Security" tab.

Before you start Install an authenticator app on your phone (Google Authenticator, Microsoft Authenticator, or an

equivalent).
Steps
1.0pen /settings « the "Security”" (V1) tab — the "Two-Factor Authentication (2FA)" (4.5LiJl d85Laall) section.

2. Click "Enable 2FA" (2 Ju=43FA). A QR code and a backup text key appear.

3. In the authenticator app choose "Add account” and scan the QR code with the camera (or enter the text key

manually).
4. Type the "6-digit code” (,olé,i 6 (0 joy) shown in the app into the designated field.
5. Click "Verify and Enable" (=g gé=x).

Expected result A badge appears showing the feature is enabled. From now on, every sign-in needs the password +

the app code.

Common errors

e Typing the code after it has expired — the codes refresh continuously; type the code currently shown.

© 2026 SMS Kurdish — Sami M. Saleem Page 14 of 249



SchoolERP — School Management Platform Complete User & Training Manual
e Scanning the QR code with the regular camera app instead of the authenticator app — the account is added from
inside the authenticator app itself.
Troubleshooting

e Want to turn the feature off? Same place, the "Disable 2FA" (2 la|FA) button.

e Changed your phone? Disable the feature from the old device before handing it over, or ask IT to reset your

account.

Related topics Two-step verification at sign-in

1.10 Signing Out
Purpose Closing your session on this device to protect your account and student data.
Steps

1. Click your name at the far end of the top bar — the user menu drops down.

2. Click "Sign Out" (zg,2Jl Ja=usi) (the red option at the end of the menu).

Alternative route: /settings « the "Security" tab « the "Sessions" section « the "Sign Out" (zg,3JI Jazuui) button.

Expected result You return to the sign-in page, and no one can open your screens from this browser without your

password.

Warning: On any shared device (the computer lab, the reception desk machine, the teachers' room computer)

always sign out before leaving the seat. Closing the browser window alone is not always enough.

1.11 Understanding the Sidebar

The sidebar is the map of the system. Everything you can do, you reach from here.

The Eleven Sections

The sidebar items are arranged into eleven fixed sections (in this order):
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# Section What it contains (examples)

1 Home Dashboard, Action Center

2 Social Media School posts, announcements, content moderation

3 Students & Families Students, families, ID cards

4 Academics Classes, timetable, homework, exams, grades, library

5 Attendance & Behavior Attendance, behavior, calendar

6 Communication Messages and chats, letters, appointments, Telegram linking

7 Requests Absence requests, payment requests, my leave, account-closure requests
8 Finance Finance bridge, fee structure, accounting, the school shop

9 Transport & Facilities Transport, health, cleaning, maintenance, duty roster, assembly call
10 Staff Affairs Staff, staff attendance, circulars

11 Administration & System Users, roles and permissions, audit log, reports, settings

An extra section named "Other" (g,51) may appear at the end of the sidebar if your school has customized the menu

order.

How the Sidebar Behaves

¢ Sections collapse and expand: click a section title to collapse or expand it.

¢ Auto-expand: the section containing the currently open page expands by itself — if you get lost, look at which
section is open to know where you are.

o The sidebar is filtered by your permissions: leadership (School Owner, School Principal, System Administrator)
sees every item. Other staff see an item only if they hold its permission. That is why your sidebar differs from a
colleague's — and that is completely normal.

¢ Fixed menus for families: the student sees a short menu (their dashboard, My Attendance, My Child's Bus,
homework, calendar, library, my reports) and the parent likewise (their dashboard, My Child's Bus, messages,
calendar, my reports).

e Some items open as a "hub" with top navigation strips: such as "Students", "Attendance’, "Timetable", and
"Grades" — inside the page you find a row of pill buttons for moving between the group's screens.

e The order is customizable: school management can reorder the menu or hide items via "Menu Design" in settings
— so if your sidebar's order differs from this manual's pictures, don't worry; the names and paths are the same.

e The "Help Center" card: at the bottom of the sidebar is a card that opens the help page /help , with guided tours

and a way to reopen the welcome screen to switch language.
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Tip: An item you need for your work does not appear? Do not try to enter by typing the path directly — the page
itself will refuse you too. The correct solution: ask administration to grant you the permission from the "Roles

and Permissions" screen; the change takes effect at your next sign-in.

1.12 Your Landing Page by Role

At sign-in (or when opening the site root / ) the system automatically routes you to your role's dashboard:

Your role Your first page Path

Teacher Teacher Dashboard /teacher
Student My Dashboard /student
Parent My Children /parent
Department Head / Stage Head My Department /my-department
Any other role (management and office) Home /dashboard

The "Home" button in the sidebar always leads to your own dashboard, whatever your role.

1.13 A Tour of the Dashboards

The Management Dashboard /dashboard

The first page for the school principal and office staff: today's indicators, plus quick-action buttons that shortcut the
most repeated tasks — record attendance, add a student, record a payment, new announcement, exit log. The

"Customize Dashboard" (d>glll yawasi) button lets you choose which cards appear for you.
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88 Dashboard

Saturday 12/09  Holiday

Not here today

Recent Activities

New admission enquiry

New admission enquiry

Liam Foste

Payment received

(@ Help Center

Payment received

The Action Center /action-center

1.» Management home

/  Nothing is waiting for your decision

2024 - 2025

= —_—
No school today - no registe

The management dashboard

Action Center

Attendance
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S en 9

O ° System Administrator
(;{r Schoal Pulse j [ﬁ Classic dashboard ]

Management tools

¥ MOST USED
> All tools
Staff away today Staff Attendance
0 one has clocked in yet
Students by Year Group
EYFS 2

Key Stage 1

- @
Key Stage 2

L

One queue for everything awaiting a decision: result-publication approvals; absence, payment, and leave requests;

devices awaiting approval. Every card has a button that opens the relevant screen directly. Usually the first page the

principal opens in the morning.

© 2026 SMS Kurdish — Sami M. Saleem

Page 18 of 249



SchoolERP — School Management Platform Complete User & Training Manual

sarch for students staff classes sy System Administrator
Search for students, staff, classes. 2024 - 2025 == en 9 Q °

@ Action Center

A

All clear

(@ Help Center

The Action Center
The Teacher Dashboard /teacher

Today's periods with direct shortcuts: record the period's attendance, homework, grades.
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n Horizon IS cearch for students, staff classes. Lo £ en o o ° Sarah Johnson
Teacher Dashboard -’

|88 Dashboard
8 0 10 g 6 o 3

Today's Schedule Full Timetable Students Needing Attention

Nao lessons scheduled today. Thomas Young

f' Amelia Green
@ Henry Walker
A, Mia Clark

(@ Help Center

The teacher dashboard

The Parent Dashboard /parent and the Student Dashboard /student

The parent sees a card for each child with links: medical documents, leave request, attendance, report card. The

student sees their summary and a report-card button. (Families mostly use the app — see The mobile app at a

glance.)
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“ Horizon IS Search for students, staff, classes 2026 - 2025 = en Q o Robert Anderson
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My Children ;
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88 Dashboard
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My Dashboard & B ReportCard

GA Grace Allen
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) 0 0,
& 8m% W46 0 T 73.43%
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Upcoming Homework Homework Announcements Announcements
No homework due — you're all caught up. a Sports Day 2025
Year 10 Mock Exams
=
Uniform Reminder
=
Half Term Break
=

@ Help Center l

ol e Uil i)
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1.14 Patterns Repeated on Every Screen

Learn these patterns once, and you will know how to use any new screen in the system.

Search Boxes

At the top of every list (students, staff, families, chats) is a search box. Type part of the name — in Arabic or English

— and the list shrinks instantly as you type. No "Search" button needed.

i fi fF. System Ad trat
n Horizon IS Search for students, staff, classes. 2024 - 2005 S en =] Q ° ystem Administrator
& Admissions i Class placement % Student Files B Leavers

i * (o o) [ - — B
Students Archived pupils ¥ Export \\ ;xc[./\ I\n CLASS ROSTERS PDF/\ (. Import Excel j + Add Student
12, Students
S, 20 &~ 19 O 1 10 10
‘Year Group Class Gender Status P y .
All Year Groups All classes All Genders All Status \ A Allergy ) (& Attendance <30
Student Year / Class Gender Date of Birth Status Actions

Grace Allen £1.200  #7%
Year 4 - A Female 30 Mar 2015 @ @
James Anderson  £1,200 87%
Year7-A Male 12 May 2012 @ [
G Bak £2,575
corge Saker Year&- A Male 14 Jan 2012 @ @
@ William Eroum & RIS Year7-A Male 08 Nov 2012 @ @
Mia Clark £1.200
‘ ia Clark 4 Yearg-A Female 15 Jul 2013 @ @
& Olivia Davis £1,200  &7%
Years - A Female 30Jun2015 @ @
@ Help Center
Lucas Evans  87% . .
Year7-A Male 03 Sep 2012 @ (]

The students list with search and filters

Filters and Chips

¢ Dropdown lists to narrow results: class, section, status, date.

¢ Chips with live counters: as in Admissions & Enrollment — each stage is a chip showing its number of

applications, and clicking it filters the table.

e The "Clear Filters" (;iMlaJl zuw0) button restores the full list.

Tables

Lists are shown as tables: each row is one record, with action icons at its end (view = edit T delete). Clicking a

student's or family's name opens their full profile.
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Add, Edit, and Delete Dialogs

e Add buttons carry the item's name: "Add Student” (cJW d3Ls]), "Add Class” (wuo dsLs)), "New User” (paiuo

M3>) — and open a dialog (or page) with the required fields, the mandatory ones marked.
¢ Editing opens the same form pre-filled with the current data.

e Deleting always asks for confirmation — and some dangerous operations demand a stronger confirmation (typing

a confirmation word or pressing the button twice). Read the confirmation text before agreeing.

Export and Print

¢ Excel/CSV export: most lists have an "Export" button that downloads a spreadsheet file for working outside the

system.

e PDF printing: official reports (class rosters, today's absences, the monthly register, report cards) come out as a

ready PDF with the school letterhead — you preview it, then print from the browser.

Confirmation Messages (Toasts)

After every successful save, a short message appears at the edge of the screen and then disappears — such as:
"Attendance saved successfully.". The golden rule: no message = no save. If you do not see the confirmation, stay on

the page and check for red error messages next to the fields.

Example: You recorded Grade 7's attendance and then closed the page quickly without noticing a red error
message on a student with a missing status — the result is an unsaved record. Make it a habit to wait for the

confirmation message before leaving any screen.

1.15 The Mobile App at a Glance

The Horizon International School app is the primary interface for families, and it serves staff too for daily tasks:

1. School selection: on first launch, you pick your school from the list of the group's schools.

2. Signing in: with email/username and password (plus the authenticator-code field if enabled) — or, for a parent:
"Sign in with school code" (duwaall jop Jg>2J1) by typing the family code from the school's slip or scanning the

QR with the camera.

3. Device approval: every new phone is registered and shown to the school for approval; the message "awaiting

school approval' means the IT officer has not approved the phone yet.
4. Quick sign-in with biometrics: after the first sign-in, the app offers to enable unlocking with fingerprint or face.

5. Interface by role: the parent sees their children, messages, and notifications; the teacher sees their classes and

attendance recording; and so on for each role.

The full app details are in the "Mobile App" chapter.
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1.16 The New Staff Member's First-Day Checklist

Print this page and tick each item as you complete it:

e []1. I received from administration/IT: the portal address + username + temporary password.

e [] 2.1 opened the portal in a modern browser (Chrome or Edge preferred) and the sign-in page appeared.
e [] 3. | picked my language from the flag row.

e []4.1signed in with the temporary password.

e []5.1setanew password (at least 10 characters: uppercase + lowercase + digit + symbol) and stored it

somewhere safe.
e []6. | confirmed my first page matches my role (teacher — Teacher Dashboard, administrative staff — Home...).
e [] 7.1 opened the sidebar sections one by one and got to know the screens available to me.
e []8.1opened the Help Center from the bottom of the sidebar and tried a guided tour.

e []9.1opened /settings « the "Security" tab and enabled two-factor authentication (practically mandatory for

anyone with access to financial, health, or administrative data).

e []10. I read the circulars in the "Staff Affairs" section — official instructions arrive here and your reading of them

is recorded.

e []11.1f I will use my phone: | installed the the school app, picked the school, signed in, and waited for device

approval if requested.
e []12.1tried signing out and then signing in again with my new password.

e []13.Ilearned the name of my school's IT officer and how to reach them for any sign-in problem.

Tip for the trainer: Dedicate one short session with every new staff member on their first day for items 1-6, and

leave the rest as self-study to be reviewed at the end of the week.

1.17 The Demo Environment Note

For training, a separate demo environment with fictional data is available (the demo student, Demo Parent...). Only in

this environment is the shared password School@2025 used for the demo accounts.

Warning: The demo environment is for training only. Never enter any real student or family data into it, and

never use the demo password in the live system.

1.18 Related Topics

e The "Accounts, Roles, and Permissions" chapter — creating accounts, granting permissions, the users screen.

e The "Families and Access Codes" chapter — how families sign in with the app and the family code.

© 2026 SMS Kurdish — Sami M. Saleem Page 24 of 249



SchoolERP — School Management Platform Complete User & Training Manual

e The "Mobile App" chapter — the app guide, screen by screen.

e The "Attendance’, "Grades", and "Finance" chapters — the first daily tasks after mastering this chapter.

© 2026 SMS Kurdish — Sami M. Saleem Page 25 of 249



SchoolERP — School Management Platform

Chapter 2

Complete User & Training Manual

Role Guides: Leadership and Administration

This chapter is dedicated to the holders of leadership and administration roles in the system: SuperAdmin, School

Owner (SchoolOwner), Principal, System Administrator (Admin), Registrar, and IT Staff (IT). For each role you will

find: a responsibility summary, what appears in their sidebar, what they can and cannot do, the daily, weekly, and

monthly work routine, common mistakes, best practices, and troubleshooting steps.

2.1 Quick Overview of the Six Roles

Role

SuperAdmin

School Owner

Principal

System

Administrator

Registrar

IT Staff

Who can grant whom?

Name in the

System

SuperAdmin

SchoolOwner

Principal

Admin

Registrar

© 2026 SMS Kurdish — Sami M. Saleem

Visibility Scope

All schools (crosses single-

school boundaries)

Their school only — all screens

Their school only — all screens

Their school only — all screens

Student records, admissions, and

families

Accounts, devices, and security

only

Important: Access in the system is built on Permissions granted to roles from the Roles & Permissions page at
/admin/permissions . The four leadership roles (SuperAdmin, SchoolOwner, Principal, Admin) automatically see

all menu items. All other staff see only the items whose permission they hold.

Tip: Any change to a role's permissions takes effect for a user only at their next sign-in. If you changed a
permission and the staff member does not notice the difference, ask them to sign out and sign back in.

Example: In the demo environment only, the trainer may use the demo account with the password School@2025

to walk trainees through the screens. Never use this account in a real school environment.

Typical Use

Emergency account reserved for the

system provider only

Top-level oversight and approval of

major decisions

Daily educational and operational

leadership

Day-to-day system operation and

settings

Admissions and registration office

Managing accounts, devices, and family

codes
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Grantor Can Grant

SuperAdmin All roles including SuperAdmin and SchoolOwner

SchoolOwner SchoolOwner, Principal, Admin, and all regular roles

Principal / Admin Principal, Admin, and all regular roles (not SuperAdmin nor SchoolOwner)
IT Regular roles only (not Principal, Admin, SuperAdmin, nor SchoolOwner)

Warning: No one but the SuperAdmin can modify the permissions of the SuperAdmin role itself. The message

shown is: "Only a SuperAdmin can change the SuperAdmin role's permissions".

2.2 1) SuperAdmin

Responsibility Summary

The platform-wide "break-glass" emergency account. It crosses single-school boundaries and sees the data of all
schools in the group. This account is reserved for the system provider (platform technical support), not for any staff

member inside the school.

What They See

e All eleven sidebar sections and every item in them, in any school.

e Passes through every gate in the system: administration pages, user management, financial screens, and

everything else.

Can / Cannot

Can: - Grant the SuperAdmin or SchoolOwner role to any account (the only one who can grant SuperAdmin). - Modify
the permissions of the SuperAdmin role itself (the only one who can do so). - Everything the other leadership roles

can do.

Cannot (by policy, not by technology): - Must never be used for daily work. Every operation made with this account is

recorded in the Audit Log ( /audit ) and must be justifiable.

Routine

¢ No daily routine. Used only when technical support is needed: restoring access, fixing a platform-level setting, or

an emergency intervention.
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Common Mistakes

e Handing this account's credentials to a staff member inside the school. Do not — use SchoolOwner or Admin

instead.

e Using it for daily data entry, which renders the audit log worthless.

Best Practices

¢ Always enable two-factor authentication (2FA) on this account.

e Review the audit log periodically for any unexpected use of it.

Troubleshooting

¢ |f you need a SuperAdmin intervention (such as modifying the SuperAdmin role's permissions or granting a new

SchoolOwner), contact the platform's technical support — there is no substitute inside the school.

Related Topics

e School Owner — the correct alternative for top-level oversight inside the school.

e Roles & Permissions.

2.3 2) School Owner — SchoolOwner

Responsibility Summary

The account of the school's owner. Holds the complete permission bundle (all sixty permissions) and is treated as a
"management” role on every screen, but is confined to their own school only. Its purpose: general oversight, approval

of major decisions, and granting leadership roles.

What They See

e All sidebar sections: Home, Social Media, Students & Families, Academics, Attendance & Behavior,

Communication, Requests, Finance, Transport & Facilities, Staff Affairs, Administration & System.

e The administration dashboard at /dashboard with the quick actions (record attendance, add student, record

payment, new announcement).
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m Horizon IS Search for students, staff, classes o s SIE en o O ° System Administrator

q/.\ Management home (,{r Schoal Pulse j [ﬁ Classic dashboard j Y= Action Center

188 Dashboard

Saturday 12/09  Holiday

« 19 5 — W —1/8
+ 0 T 0 ® 18
v Nothing is waiting for your decision Action Center

Management tools
¥ MOST USED
Not here today Attendance

> All tools
No school today - no registe

Staff away today Staff Attendance
Recent Activities

. New admission enquiry

Liam Foste

Students by Year Group

o Pt i

. e 21days ago EYFS 2
(@ Help Center - e
. Key Stage 1
JS— o ®
£1,200 from Grace Allen Key Stage 2
L

Administration dashboard

Can / Cannot

Can: - All system operations: students, finance, payroll, settings, publication, year rollover... etc. - Grant the
SchoolOwner, Principal, and Admin roles (from the /users page). - Approve the publication of report cards (as the

second manager in the dual-approval gate).

Cannot: - Grant the SuperAdmin role. - See the data of other schools in the group.

Routine

Weekly: 1. Open /dashboard and review the school's indicators. 2. Open the Finance Bridge /finance-bridge and
Fee Collection /finance/fees/collection to track revenue. 3. Review the Action Center /action-center to make

sure no pending decisions are piling up.

Monthly: 1. Download the Monthly Report from /monthly-report (a PDF for each month — management only). 2.
Review the Financial Statements /finance/reports and Family Balances /family-balances . 3. Review the Audit

Log /audit , at least as a sample.

Yearly: - Approve the year-end rollover plan ( /year-rollover or from Settings) after archiving the year's results

from /settings .
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Common Mistakes

¢ Using the owner account for daily work (entering attendance, recording payments). This muddies the audit log

and increases the account's risk.
¢ Leaving the owner account without two-factor authentication.

e Granting the Principal or Admin role "temporarily" and forgetting to revoke it.

Best Practices

¢ Enable two-factor authentication from /settings (Your Account section).
e Dedicate a separate account to each person — never share the owner account.

e Make the official publication channel Social Media ( /social ) with an "All classes" audience, not individual

messages.

Troubleshooting

e Forgot the password: it is reset by a SuperAdmin or another SchoolOwner from /users (the "Reset Password"
button issues a temporary password shown only once).

e Account locked: after 5 failed attempts it locks for 15 minutes. Wait, then try again.

Related Topics

e Principal and System Administrator — the daily operations.

e The "Finance" chapter of this manual — the Finance Bridge, fees, and installments.

2.4 3) Principal

Responsibility Summary

The school's educational and operational leader. Holds the complete permission bundle inside their school: all
student, academic, attendance, finance, staff, and administration screens. They are the decision-maker on approvals:

publishing results, attendance review, absence requests, and role management.

What They See

All sidebar items; the most important for their daily work:
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Item Path Purpose
Home /dashboard Indicators dashboard and quick actions
Action Center /action-center Everything awaiting a decision: publication approvals,

absence/payment/leave requests, pending devices

Attendance /attendance The daily record + the "Management Review" button to approve the day
Absence /attendance- The early-warning dashboard (high/medium/low risk)
Insights insights
Grades /grades and its Gradebook, grading systems, report designs and publication
tabs
Absence /absence- Approve or reject parents' requests
Requests requests
Staff /staff and its tabs Profiles, attendance, leave, payroll
Monthly Report /monthly-report A monthly PDF for management

u Horizon IS Search for students, staff classes. 2026 - 2025 S e 9 Q ° System Administrator
@ Action Center

v

All clear

@ Help Center I

Action Center
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Can / Cannot

Can: - All operations for students, families, academics, attendance, behavior, finance, and staff. - Lock and unlock
term grades (Term Lock), and approve report-card publication. - Grant the Principal and Admin roles and all regular

roles from /users . - Edit the permissions matrix from /admin/permissions .

Cannot: - Grant the SuperAdmin or SchoolOwner role. - Modify the SuperAdmin role's permissions. - See other

schools.

Important: Report-card publication passes through a dual-approval gate: one manager requests approval, and
a different second manager approves it, then the publication is executed. The system prevents anyone from
approving their own request: "Your request needs another manager's approval." — and each approval is valid for
exactly one publication run. Students on hold due to a payment hold are automatically excluded from

publication.

Routine

Daily: 1. Open /action-center first thing — approve or reject every pending item. 2. From /attendance , use the
Management Review button to approve the day's records. 3. Review /absence-requests (approve/reject absence

requests). 4. Check Messages /communication — management has a Send Alert button for urgent broadcasts.

Weekly: 1. /attendance-insights — handle high-risk cases (the "Warn Guardian" button, then "Review"). 2.
/behavior and /recognition — follow up on behavior and recognition. 3. /staff/attendance and /staff/leave

— staff discipline and leave requests. 4. /finance/fees/collection — the collection rate.

Monthly: 1. Download /monthly-report . 2. Review the payroll draft in /staff/payroll before approval. 3. A sample

from /audit .

Termly/Yearly: - Exam scheduling and printing the room pack from /exams . - The publication gate in /report-
templates (request approval — another manager approves — publish to families). - Archive the year's results, then

roll over from /settings or /year-rollover (type RENEW to confirm).

Common Mistakes

e Approving the publication and publishing with the same account — the system will block you; arrange with a
second manager in advance.

e Forgetting to archive the year's results before the rollover — archiving always comes first.

e Editing a role's permission and expecting it to take effect immediately — it takes effect at the staff member's next
sign-in.

e Unchecking a "core" permission of a role (part of its default bundle) — it will come back automatically when the

system restarts; the core bundles are a "floor" that cannot be stripped.
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Best Practices

e Make /action-center your daily starting point — all pending items in one place with an "Open" button on each

card.

e Use the dual-approval gate with discipline: whoever requests does not approve.

e Customize your dashboard from the "Customize Dashboard" button in /dashboard .

Troubleshooting

¢ A menu item missing for a staff member: check /admin/permissions (does the role hold the permission?), then
Feature Flags /feature-flags (example: turning off the finance module hides all fee screens), then Menu

Designer /settings/menu (the item may be hidden in the school's layout).

¢ Publish button rejected: there is no unconsumed approval for the same design and the same stage — request a

new approval.

o A staff member cannot record a payment: recording payments is restricted to management and the Accountant

role only, whatever their other permissions.

Related Topics

e System Administrator — your partner in daily technical operations.

e The "Grades & Results" chapter — the publication gate and the payment hold in detail.

e The "Attendance" chapter — the daily review and approval.

2.5 4) System Administrator — Admin

Responsibility Summary

The person responsible for the daily operation of the system inside the school. Holds the complete permission
bundle just like the Principal, but their focus is: accounts, permissions, settings, import and export, storage, backup,
and the print and menu designers. The bootstrap account in every school is named admin and is forced to change
its password at first sign-in.

What They See

All menu items; their main tools are in the Administration & System section:
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Item Path Purpose

Users /users Creating accounts, resetting passwords, disabling

Roles & Permissions /admin/permissions The permission matrix that actually controls the menu
Departments /admin/departments Academic departments and their heads

Audit Log /audit Who did what and when (read-only)

Storage /storage Media budget, heaviest uploaders, and migration buttons
Reports /reports The cross-module report generator

Documents /documents The school's document repository

Settings /settings School profile, academic years, backup, your account

Plus the Settings tabs: Media Settings /settings/media , Print Designer /settings/print , Menu Designer
/settings/menu , Data Center /admin/data , Import Center /import ,in addition to Feature Flags /feature-flags

and Year-End Rollover /year-rollover .

g . . System Administrator
a Horizon IS Search for students, staff, classes 2024 - 2025 SE e 2] Q e v

Settings

& Print Design Menu Designer # Data Center # Import Center

{5} Brand & identity

2 &
aa
o School name Short name
Horizen International School Horizon IS
S|
School code Tagline
HIS Learning Without Limits
Q
o]

R, Contact details

] Departments
Email Phone Website

info@horizon-demo.example +31 20 000 0000 www.horizon-demo.example

Address ity
12 Demo Avenue Demo City

1483 settings

@ Help Center @ Localization & currency

Default language

School settings

Can / Cannot

Can: - Everything the Principal can (the same complete bundle). - Grant Principal, Admin, and all regular roles.
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Cannot: - Grant SuperAdmin or SchoolOwner. - Modify the SuperAdmin role's permissions. - Change the School

Code in Settings — the code is a fixed, read-only publishing identity.

Workflow: Creating a New User Account

Purpose: Create a sign-in account for a staff member, student, or family and link it to the correct record.
Who can: Management (SuperAdmin, SchoolOwner, Principal, Admin) and IT staff.

Before you start: - Make sure the personal record exists first (the staff member in /staff , the student in

/students , the family in /families ). - Have the user's correct email address ready.

Steps: 1. Open Users from the sidebar ( /users ). 2. Click New User — the "Create Account" dialog opens. 3. Enter
the Full Name and Email. 4. Choose the Role — only the roles you are entitled to grant are shown (the server verifies
again; no school manager can mint a SuperAdmin account). 5. In the Represents field choose the link type: Staff /
Student / Family, then choose the matching record. 6. Click Save. The temporary password appears in a green panel
once only, with the text: "Share it with the user — they will be asked to change it at first sign-in". 7. Deliver the

temporary password to the user securely (a hand-delivered slip or a trusted channel).

g . . System Administrator
u Horizon IS Search for students, staff, classes Sori - 2095 S e =] 9 ° Y

.
User Accounts £ e
7 staff members have no login yet. &¥ Create logins

Grace Allen .g,m Grace Allen ® Active [ -3

Robert Anderson @ FAM-2019-0001 ® Active 2R ] =

Sarah Johnson Sarah Johnson ® Active @ -3

System Administrate

ystem Administrator @ o Active

@ Help Center I

Users screen

Expected result: A new active account whose holder is forced at first sign-in to set a new password (at least 10

characters, with an uppercase letter, a lowercase letter, a digit, and a symbol) via the /account/change-password

page.
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Common mistakes: - Closing the dialog before copying the temporary password — it will never appear again; use
Reset Password to issue a new one. - Creating the account before the personal record, leaving it unlinked — create

the record first. - Choosing a role higher than needed "just in case" — grant the lowest role sufficient for the job.

Troubleshooting: - The user cannot sign in: check the error message on the sign-in screen — wrong credentials, a
locked account (5 attempts — 15 minutes), a device awaiting approval, or a blocked device. - Disabling a departing
staff member's account: disabling from the same /users page terminates all their sessions immediately (app and

web) because it revokes refresh tokens and rotates the security stamp.

Related topics: The permissions workflow, the IT section for their ceiling on the same screen.

Workflow: Editing the Permissions Matrix

Purpose: Define what each role in the school sees and does.
Who can: Whoever holds the role-management permission — by default: management and IT staff.

Before you start: Know precisely which screen you want to open or close for which role; every menu item is tied to a

specific permission.

Steps: 1. Open Roles & Permissions ( /admin/permissions ). 2. Choose the role from the left panel. 3. Check or
uncheck permissions (grouped by module: Students, Attendance, Finance...). There are Grant All and Clear All

buttons. 4. Click Save Changes (or Discard to undo).

m Horizon IS Search for students, staff, classes 2024 - 2025 S e m L2 0 ° System Administrator

Not Found
Sorry, the content you are logking for does not exist.

@ Help Center l

Permissions matrix
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Expected result: The changes take effect for every holder of the role at their next sign-in, and their sidebar updates

automatically.

Common mistakes: - Trying to strip a "core" permission from the role's default bundle — it comes back automatically
when the system restarts (the default floor is always restored so a role never suddenly loses its essential screens).
Additions on top of the floor are preserved. - Expecting the matrix to control class scope — the "my classes / my bus

/ my children" visibility is managed automatically through assignments, not through the matrix.

Troubleshooting: - Strange roles in the list (Dean, InstituteOwner...): they appear under "Unknown roles" with a
warning — leftovers from old data; they cannot be granted to anyone. - The SuperAdmin row is locked: normal — only
a SuperAdmin can edit it.

Related topics: Overview — the who-grants-whom table.

Routine

Daily: 1. /action-center — the technical items (pending devices, requests). 2. Password-reset requests from

/users . 3. Verify the backup succeeded (the Backup section in /settings ).

Weekly: 1. /storage — watch the media budget and the heaviest uploaders. 2. /audit — a sample of sensitive

events (sign-ins, financial changes). 3. /import and /admin/data — scheduled import jobs.

Monthly: 1. Review /admin/permissions with management: are the granted permissions still needed? 2. Disable
departed users' accounts from /users . 3. Review /feature-flags — never leave a feature flag off without a

documented reason.

Common Mistakes

e Sharing the admin account among several people — create a personal account for each individual and stop the
shared use.

¢ |ssuing a temporary password and sending it in a public group — deliver it to its owner only.

e |eaving departed staff members' accounts active.

Best Practices

o After the first sign-in to the bootstrap admin account and changing its password, create personal accounts for

management and keep admin for emergencies.
e Document every permission change in an internal log (who requested it and why).

e Use the Menu Designer /settings/menu to simplify staff menus instead of stripping permissions they need.

Troubleshooting

¢ A fee screen missing for everyone: the finance module flag is off in /feature-flags .

¢ A user whose permissions you changed does not see the new items: sign out and back in.
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¢ The edit/reset button hidden for a specific account in /users : the account outranks you (e.g. SchoolOwner) —

the server refuses even if you try.

Related Topics

e The IT section — the division of labor between the System Administrator and IT staff.

e The "Settings & System" chapter — backup, storage, and feature flags.

2.6 5) Registrar

Responsibility Summary

The admissions and registration office staff member. Manages student records from application through enrollment:
student profiles, families, admissions, class placement, required student documents, ID cards, and reports and

exports.

What They See

The default Registrar bundle opens these items for them (in addition to the common items: Home, Social Media,

Circulars, My Leave):

Item Path What They Do There
Students /students The full register: search, add, edit, Excel export, section PDF
file

Admissions /admissions (atab inside The application pipeline: new application, stage promotion,
Students) "Enroll as Student”

Class Placement /students/placement (tab) Balanced placement of the unplaced into sections

Student /student-documents (tab) Tracking required documents and reminding about missing

Documents ones

Families /families The family directory, adding a family, export, PDF file

ID Cards /id-cards Designing and printing student and staff cards

Classes /classes Viewing classes and sections (no creation)

Timetable /timetable Viewing the timetable (without the builder studio)

Calendar /calendar Viewing the school calendar

Reports /reports Generating and exporting reports

Documents /documents The document repository (view)
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=y System Administrator
2024 - 2025 == EN o Q e
m & Admissions i Class placement % Student Files Leavers

Students Archived pupils

m Horizon IS

xceL | # cLass RosTERs POF | ( Impart Excel j + Add Student
AN J

23\ Students

o, 20 & 19 O 1 10 10

Year Group Class Gender Status §
All Year Groups All classes All Genders. All Status (A Allergy ) (= At
Student Year / Class Gender Date of Birth Status Actions
Grace Allen £1,200 87%
Year4 - A Female 30 Mar 2015 @
James Anderson £1200  87%
Year7-A Male 12 May 2012 @
George Baker ©
& Year8- A Male 14 Jan 2012 @

@ William Eroum & (SIS Vear7- A Male 08 Nov 2012

) recens oo Year 6 - A Female 15 Jul 2013

Olivia Davis  £1.200  87%

J Year 4 - A Female 30 Jun 2015
Lucas Evans  87% .
Year7-A Male 03 Sep 2012

Student register

606006068006

2024 - 2025 =S

& Students [Ef Class placement # Student Files Leavers
Admissions AP LAl e

Horizon IS

O ° System Administrator

Applicant Year Stage Date Actions
o Zara Khan Reception Advance X
@) Liam Foster Year 7 Advance 3 X

Omar Saleh Yearg Advance 3 X
y 4 Mia Roberts Year & Application Aduance & B X
@™ vusutai Year 7 Application > B X
, Ella Murphy Year 10 > B X
e Hana Said Year & Advance 3> B X
@M sackwitson Year8 Offer sent X
° Sara Ahmed Year 5 Enrolled
F Noah Green Reception Enralied

Raws per page: 25 1-100f 10

Admissions pipeline
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Can / Cannot

Can: - Create, edit, import, and export student records. - Create and edit families and link siblings ("Existing family —
enroll a sibling"). - Manage admissions fully through "Enroll as Student". - Class placement, printing ID cards, and

exporting reports.

Cannot: - Delete a student — deletion is restricted to management. - Any financial screen (they get a 403: "Financial
data is restricted to the finance office"). - The gradebook, health records, safeguarding records. - Managing users or
permissions, or creating classes. - Generating family sign-in codes — the codes panel inside the Families page is

shown to management and IT staff only.

Routine

Daily: 1. /admissions — process new applications and move the stages ("Promote"), and enroll the accepted ("Enroll
as Student"). 2. /students/add — register new students with their families (one form; at minimum the father or

mother for a new family). 3. /student-documents — the "Missing" tab, then the "Remind Missing" button.

Weekly: 1. Excel export from /students to reconcile with the paper records. 2. Print the sections PDF whenever the

placement changes. 3. /id-cards — print cards for new students.

Seasonally (start of year): 1. /students/placement — "Place All", then manual handling, then "Approve & Lock" (the
final lock belongs to management). 2. Support management in preparing for the annual rollover (cleaning statuses,

completing missing data).

Common Mistakes

e Creating a new family for a student who has an enrolled sibling — use "Existing family (enroll a sibling)" so they

inherit the parents and receive the sibling discount automatically.

e Entering the name in one language only — the form requires the name in both Arabic and English (it appears on

reports and cards in both languages).

e Trying to delete a student enrolled by mistake — ask management; usually the right fix is changing the status, not

deleting.

e Sending parents to the Registrar for an app sign-in code — codes are generated by IT or management.

Best Practices

e Complete the phone details for the father (mandatory) and the mother at enroliment — they are the foundation of

the school's communication.
e Review the "Missing" tab in student documents weekly so documents do not pile up.

e When enrolling a student from an admission application, enroll them from inside the application itself so the

application status advances to "Enrolled" automatically.
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Troubleshooting

o The message "Financial data is restricted to the finance office": normal — fees are the domain of the Accountant

and management.

¢ | cannot see the Class Placement tab: it requires the edit-students permission — which is part of your default

bundle; if it disappeared, ask the System Administrator about a change in the matrix.

¢ No Add Class button in /classes : correct — creating classes is for management only; you only see the list.

Related Topics

e The "Students & Families" chapter — the full enroliment workflow step by step.

e The IT section — family sign-in codes (to direct parents to the right party).

2.7 6) IT Staff — IT

Responsibility Summary

The person responsible for accounts, devices, and security — with no financial or academic access. Their four major
duties: managing user accounts, approving devices, generating family sign-in codes, and processing account-
closure requests. The bootstrap account is named it and its first sign-in must be on the web portal, where it is

forced to change its password.

What They See

The default IT bundle: user management, role management, audit-log viewing, security-screen viewing, and family

viewing (their only gateway to sign-in codes). So the following appears in their menu:

Item Path What They Do There

Home /dashboard A general dashboard

Action Center /action-center Pending items, including devices

Families /families The family directory + the Family Sign-in Codes panel
Account Closure Requests /departure-requests Approving/rejecting parents' account-closure requests
Users /users Creating accounts, resetting, disabling

Departments /admin/departments Viewing/managing the department structure

Roles & Permissions /admin/permissions The permission matrix

Audit Log /audit Reviewing events
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In addition to the common items (Social Media, Circulars, My Leave). They do not see: Settings, Storage, Reports, or

any financial or academic screen.

Tip: The staff devices page /staff/devices lives in the "Staff" group, which may not appear in your sidebar (it
requires the staff-affairs permission). Open it directly by typing the path into the browser — your role is

authorized to approve devices from there.

And in the mobile app, IT staff have a dedicated shell (ItShell) with four tabs: 1. IT Dashboard — system health:
database size, stored media, last backup, active sessions, failed sign-in attempts in the last 24 hours, bulk
lock/unlock by role, recent security events, and the audit log. 2. Accounts — searching and creating accounts. 3.

Device Approvals — the "Awaiting approval" list with approve/block. 4. My Account.

Can / Cannot

Can: - Create and manage user accounts, reset passwords, and disable accounts. - Edit the permissions matrix for
regular roles. - Approve and block devices (web and app). - Generate and print family sign-in codes. - Approve/reject

account-closure requests. - Review the audit log and security events.

Cannot — hard ceilings enforced by the server: - Grant the SuperAdmin or SchoolOwner role — the message: "This
role cannot be granted from the IT console" (they can never be granted from the IT console). - Grant the Principal or
Admin role — the message: "Only school management can grant management roles". - Manage or reset the
password of any account that already holds one of those roles — the message: "This account can only be managed

by school management". - Any financial screen (403), academic screen, or system settings.

Important: These ceilings are a protection for the system, not a deficiency in your account. Route any request to

grant a management role to the Principal or the System Administrator.

Workflow: Family Sign-in Codes

Purpose: Enable parents to sign in to the mobile app with a one-time code, with no email and no password.
Who can: Management and IT staff (the codes panel inside the Families page is shown to them only).

Before you start: - Make sure the family is registered in the system (created by the Registrar or management). -

Have the printer ready — the code is printed at the moment of generation and its text never appears again.

Steps: 1. Open Families ( /families ) and switch the toggle at the top from "Families" to Family Sign-in Codes. 2.
Choose the generation method: - Generate for a class — codes for all families of a specific class. - Generate for all
families — codes for everyone (start of year, for example). - The New Code button next to a single family — generates
a code for it and immediately invalidates its old code. 3. Click Print Vouchers (PDF) immediately after generation —
the voucher file opens directly (and regenerating for a single family prints an A6 card containing a QR code). 4.
Deliver each voucher to its family (by hand or via the student in an envelope). 5. On the parent's side: on the app
sign-in screen they tap "Sign in with school code" and type the 8-character code, or tap "Scan barcode with camera"
to scan the QR.
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u Horizon IS Search for students, staff, classes 2024 - 2025 S en =] o ° System Administratar

Families ( B8 Family data confirmations ) [ * Export ] =+ Add Family
|@ Families =1 =
(B3 IDCards
I'e ™ _ - Y
( & EXCEL ) [ ® FAMILIES DIRECTORY PDF )
. A 7
Family Number Primary Contact Phone Home address City Children Actions
FAM-2018-0006 Parent Brown +44 7700 900000 London o
FAM-2018-0012 Parent Walker +44 7700 500000 London ‘
FAM-2018-0018 Parent Young +44 7700 500000 London °
FAM-2019-0001 Parent Anderson +44 7700 900000 London o
FAM-2019-0007 Parent Wilson +44 7700 900000 London o
FAM-2019-0013 Parent King +44 7700 900000 London °
FAM-2013-0019 Parent Hill +44 7700 900000 London °
@ Help Center
FAM-2020-0002 Parent Johnsan +44 7700 500000 London ‘

Family codes panel inside the Families page

Expected result: The code works once only: it creates the family account (if it does not exist) and binds that phone to
it as a trusted device. Afterwards the panel shows only who holds an active code, its expiry date, and whether it was

used — it never shows the code text (stored hashed).

Common mistakes: - Closing the print window before printing — the text is gone; generate a new code for the family.
- Generating a new code for a family "as a spare" — the new one invalidates the old one; if the old voucher was
already distributed, you have just voided it. - Sending the code in a public WhatsApp group — the code opens the

family's account; deliver it to its owner only.

Troubleshooting: - "The code is invalid or already used — request a new code from the school": the code was
consumed or invalidated — generate a new code for that family alone. - The family changed phones: the old code
does not work on a new phone — generate a new code (the "New Code" button next to the family). - A family account

exists in /users : a code for the linked family can also be regenerated from the Users page itself.

Related topics: Device approval, the "Parent App" chapter.

Workflow: Device Approval

Purpose: Control which phones and browsers are allowed to sign in to the system.
Who can: IT staff and management.

Before you start: Know the system's rule: every sign-in records the device's identity and name. When the school

enables device approval, the first device/browser is approved automatically and any subsequent one is held awaiting
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approval. On the web, the browser is identified by a cookie that lasts two years.

Steps (from the web): 1. Open the devices page directly at /staff/devices . 2. Review the list of pending devices:
user name, device name, request date. 3. Verify the identity of the device's owner (a call or in person) before

approving. 4. Approve or block the device, then save.

Steps (from the mobile app — IT dashboard): 1. Open the Device Approvals tab. 2. The list shows "Awaiting approval"

— approve or block each device.

3 . . System Administrator
u Horizon IS Search for students, staff, classes 024 - 2025 SE e =] ] ° Y

2 Staff [@ Staff Attendance @ Time Clock T Leave # PunchC i oa Payroll Staff Conduct HR Settings m

Devices

E
‘ @ Point your fingerprint terminal to post punches to POST http://localhost:5614/api/devices/punch ‘
\

Registered devices

No devices registered yet.

Staff device mapping

Enter each staff member's id on the fingerprint device so its punches match the right person.

Name Position Device id

Amy Green Assistant Teacher a

David Lee Teacher a
Emma Clark Teacher a
James Wright Coordinator a
Lisa Brown Teacher -}

Maria Lopez Nurse a

Robert Hal Accountant a

Sarah Johnson Teacher B.

Devices page

@ Help Center

Expected result: The owner of an approved device can sign in immediately on their next attempt. The owner of a

pending device sees an "Awaiting school approval" screen; a blocked one sees the blocked-device message.

Common mistakes: - Approving a device without verifying its owner — approval means permanent trust in that
device. - Confusing parent devices with staff devices: a parent's new phone is approved via a new family code or via

IT — there is no automatic approval for it.

Troubleshooting: - A staff member complains of "Awaiting school approval: their device is in the pending list —
approve it from /staff/devices or from the app. - A staff member reinstalled the app and their device got held
again: the device identity on Android changes with the signing key/reset — a fresh approval is normal. - A user

blocked by mistake: find their device and switch its status from blocked to approved.

Related topics: Family sign-in codes, user management.
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Workflow: User Management from the IT Console

Purpose: Creating accounts, resetting passwords, and disabling accounts, within the IT ceilings.
Who can: IT staff (and management, with no ceilings).

Before you start: Review the full workflow in the System Administrator section — the same steps from /users , with

the differences below.

Steps: 1. Open /users — New User and follow the usual account-creation steps (name, email, role, linking,
delivering the temporary password). 2. To reset a password: open the account — Reset Password — deliver the new
temporary password (shown once). 3. To disable an account: switch its status to disabled — its sessions are cut
immediately on app and web. 4. From the mobile app: the Accounts tab — search — Create Account; there is also a

bulk lock/unlock by role tool for emergencies.

Expected result: Accounts managed within your role's limits: the role lists the screen shows you simply do not

include the roles you are barred from.

Common mistakes: - Trying to reset the Principal's password — it will be refused: "This account can only be
managed by school management". - Using the bulk lock by role without coordinating with management — an

emergency measure that cuts off an entire segment's access.

Troubleshooting: - A needed role is missing from the list: if it is Principal/Admin/SchoolOwner/SuperAdmin, that is
your role's ceiling — route the request to management. - Many failed sign-in attempts in the IT dashboard (last 24
hours): review the audit log and security events; if you suspect an attack, notify management and consider a

temporary bulk lock.

Related topics: The System Administrator workflow, the permissions matrix.

Workflow: Account Closure Requests

Purpose: Processing parents' requests to close their own sign-in account (a mandatory feature for the app stores).
Who can: Whoever holds the user-management permission — IT staff and management.

Before you start: Understand the effect of approval: approval disables the account — no sign-in afterwards, sessions
are terminated, devices are blocked, notifications stop — and no data is deleted; the student's school records remain

intact.

Steps: 1. Open Account Closure Requests from the "Requests” section of the menu ( /departure-requests ). 2.
Review each request: the account holder, the request date, the optional reason. 3. Contact the family if the request
looks odd (for example, a child still enrolled at the school) — the request may be a mistake, or a new family code for

a new phone may be all that is needed. 4. Click Approve & Close or Reject.
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m Horizon IS Search for students, staff, classes oot yens SI en o O ° System Administrator

Account Closure Requests

-
® A guardian has asked to close their sign-in account. Approving stops them signing in, ends their sessions and stops notifications on their devices. It does NOT delete anything: the family record, the
guardian’s details and every pupil record stay with the school, and the pupil is not withdrawn.

Guardian Reason Status Decision Actions

Account Closure Requests No account closure requests.

(@ Help Center

Account closure requests

Expected result: On approval, the sign-in account is closed permanently and the status reaches the requester in the

app. On rejection, the account stays as it is. The requester can withdraw their request from the app as long as it is

pending.

Warning: Never approve a closure request coming from an app-store reviewer account during an app review
period (the demo review accounts for Google Play and the App Store). A store reviewer may try the "Request
Account Closure" button as part of their testing; approving it locks the review account in the middle of the
review and the published store update fails. Leave the request pending or reject it, and notify the System

Administrator immediately.

Common mistakes: - Assuming approval deletes the student's data — it deletes nothing; it closes the sign-in
account only. - Approving the request as a workaround for a technical problem (new phone, forgotten password) —

the correct fixes: a new family code or a password reset. - Confusing this page with the Departures Log page
/attendance/departures — that one is for students leaving early during the school day and has nothing to do with

accounts.

Troubleshooting: - The item's title in the sidebar appears as a strange technical string: a known labeling glitch in the
menu naming — the correct page is "Account Closure Requests" at /departure-requests . - A staff member
requests closing their account from the app: not possible — staff accounts are created by the school and closed by
the school; the app tells them to contact the administration. - A family whose closure was approved then returned to

the school: create the account again via a new family code.
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Related topics: Family sign-in codes, user management.

Routine

Daily: 1. Device approvals (app or /staff/devices ). 2. /departure-requests — new requests. 3. The IT dashboard

in the app: failed sign-in attempts in the last 24 hours, and the last backup. 4. Password-reset requests.

Weekly: 1. /audit — review a sample of sensitive events. 2. Family codes: generate codes for the new phones that

were reported. 3. Review the active sessions in the IT dashboard.

Monthly: 1. With management: review /admin/permissions and confirm the extra grants are still needed. 2. Disable

departed users' accounts and clean up blocked/dead devices.

Common Mistakes

e Making the it account's first sign-in from the app — it must be on the web to complete the mandatory
password change.

e Delivering the temporary password over an insecure channel.

e Approving devices without verifying their owners' identities.

e Approving a store reviewer's account-closure request during a review (see the warning above).

Best Practices

e Document every sensitive operation (disabling, blocking a device, approving a closure) with an internal note: who

requested it, when, and why.
e Use the audit log before any decision on a suspect account.
e Teach reception staff that family codes are issued only by you or by management, so they do not promise parents

otherwise.

Troubleshooting

The sign-in screen messages and their causes (shown on /login ):
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Message

The email or password is incorrect

The account is temporarily locked after

repeated failed attempts

The parent/student portal is closed

This device is awaiting school approval

The device is blocked

Meaning

Wrong credentials

5 failed attempts — 15-

minute lock

The school closed the

portal
A pending device

A previously blocked

device

Complete User & Training Manual

Action

Verify the name/email; reset the

password if needed

Wait 15 minutes, then retry

A management decision — refer to

management
Approve it from the devices page

Review the reason for the block before

any change

¢ An IT staff member tries to open a financial screen: a 403 "Financial data is restricted to the finance office"

appears — intended behavior.

¢ A permission you changed is not taking effect: the user has not signed in again yet.

¢ A permission you removed came back by itself: it was part of the role's default "floor" — restored on every restart,

by design.

Related Topics

e System Administrator — handles what is above your ceiling (settings, storage, management roles).

e The "Parent App" chapter — the family-code sign-in experience from the parent's side.

e The "Settings & System" chapter — backup and storage (for management).

2.8 Appendix: Signing In for Leadership Role Holders

1. Open the web portal and sign in at /login (email or username + password). The language switcher above the

card supports 6 languages.

2. If two-factor authentication is enabled on your account, you are taken to /login/2fa to enter the authenticator-

app code (the step is valid for 5 minutes).

3. If your password is temporary, the system routes you to /account/change-password to set a permanent one (at

least 10 characters: uppercase + lowercase + digit + symbol) before opening any screen.

4. After signing in, each role lands on its dashboard: the leadership roles on /dashboard .
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@ Horizon International School
Learning Without Limits

Welcome Back!

Empowering students, parents and teachers to
achieve excellence every day.

N
AR
H
@

1
=
u

Login to Your Account

: Enter your credentials to continue
J Email / Username
2, Enter your email or username
! | &

ey &  Enter your password @
— — Remember me Forgot Password?
L]
j' —. ogin —
e N
‘ B sign in from your phone (smart board) |
| . J
\ e’ ' = ’ Don't have an account?Contact your school
B Download the Android app
rogrammed & developed by Sami M.Saleem
@ = a * a@n w
Learn Connect Achieve Connect Achieve
New skills With others Your goals With others Your goals

Sign-in screen

Tip: Enable two-factor authentication for every leadership account from /settings (Your Account section).

Leadership accounts are the first target of any intrusion attempt.
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Chapter 3

Role Guides — Academic Staff

This chapter is a hands-on guide for every member of the academic staff: the teacher, the head of department, the
head of section, the form tutor, the librarian, the nurse and doctor, and the safeguarding officer. Read the section for

your role from start to finish once, then come back to it whenever you need it as a reference.

Important: What you see in the sidebar depends on the permissions granted to your role. If you cannot find a
screen mentioned here, you most likely do not have its permission — ask your school's system administrator.

Any change to permissions takes effect at your next sign-in.

Role Landing page after sign-in Key screens

Teacher /teacher — Teacher Dashboard Attendance, gradebook, homework, behavior,
messages

Head of Department / Head of /my-department — My Department My Department, department messages,

Section timetable

Form Tutor /dashboard (or /teacher ifalsoa Attendance, behavior, messages

teacher)
Librarian /dashboard Library /library
Nurse / Doctor /dashboard Health /health , Medical Documents

/child-medical

Safeguarding Officer /dashboard Student files, documents, messages

3.1 11.1 The Teacher

Role card

Name in the system: Teacher (roimo). Landing page: when signing in on the web you arrive directly at the Teacher

Dashboard (eleoll d>gJ) /teacher . In the mobile app the teacher template opens with its own tabs.

What the teacher can do by default:

e View students and classes (limited to the classes assigned to them).

e Record and edit daily attendance and lesson attendance ( attendance.view / attendance.manage ).
e Record behavior and behavior points ( behavior.view / behavior.manage ).

e View the gradebook and enter marks ( academics.gradebook.view / academics.gradebook.manage ).

e Create homework ( academics.homework.manage ) and schedule exams ( academics.exams.manage ).
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e Message parents and create groups ( communication.view / communication.send /

communication.groups.manage )

e View the library, reports, calendar, documents, and classroom tools.

What the teacher cannot do by default: see Teacher role limits at the end of this section.

Important: Teacher access is governed by assignment: you see the classes and subjects assigned to you in
"Teacher Allocation” (¢uel=all g5593), Not the whole school's data. This works automatically and has nothing to

do with the permission matrix.

The Teacher Dashboard

When you open /teacher you see:

* Four clickable stat cards: Today's Lessons (9. yaua>) (0pens the timetable), Pending Attendance (glszo jo:82)
(opens attendance), Homework to Review (ds>l,ol) wlbi>lg) (opens homework), Conversations (wUsl=ell) (Opens
messages).

¢ Today's Schedule (09! J93>): your lessons for today with time, subject, class, and room, the status of each
lesson, and a Full Timetable (JoSJI Jga=d1) link.

¢ Students Needing Follow-up (dslie ()9>liss wMb): a list of students flagged for attendance or behavior —
clicking opens the student's file.

¢ A Record Attendance (2=l Ja=us) button at the top of the page jumps straight to the attendance register.
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“ Horizon IS Search for students

Teacher Dashboard -

88 Dashboard

5 o

(@ Help Center

Recording daily attendance

Today's Schedule

Nao lessons scheduled today.

2024 - 2025

10 g

pol Joazg @)Vl Lgililay pleoll d>g)
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S en o 1] ° Sarah Johnson

Students Needing Attention

Thomas Young

, Amelia Green

@ Henry Walker

, Mia Clark

Purpose: documenting your class students' attendance every morning; this register is the source of absence reports,

parent alerts, and absence insights.

Who can: anyone holding attendance.manage — the teacher, the form tutor, the head of department, the head of

section, and administration.

Before you start: make sure your class is assigned to you in Teacher Allocation, and that the displayed date is the

correct day.

1. From the sidebar open Attendance (,g.aJ1) — the top button strip (pills) — Daily Attendance (09! jg:a2J1)

( /attendance ).

N o o g hhwWwDN

the same page.
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. Press Save Attendance (;ga=Jl bhas).

. Choose the Class and confirm the Date.

. Next to each student press the appropriate status: Present (Lsl>) / Absent (_sk) / Late (,5Uo) / Excused ()i=)).
. To add a detail about a particular student, open Note (édk=>\o) on their row and write it.

. If everyone is present, use the shortcut Mark All Present (,.5l> gaazll uusi) then adjust the exceptions.

. When you need to print: Today's Absences PDF (05.J!I <sLlLe PDF) or Month Register PDF (,g.J1 (J=w PDF) from
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Expected result: the message "Attendance saved successfully." («zlxy jaJl ha> @i.») appears and the register

updates immediately; the absence shows in the absences screen and in management reports, and the parent sees it

; . . System Administrator
m Horizon !5 Search for students, staff, classes. 2024 - 2025 EE EN Q o ° ¢
Mark Attendance
¥ Daily register @ Lesson Attendance T Monthly Register I Departures " Absences Lesson absences il Lesson Reports . Attendance Insights v Review
Class Date N )
Reception A 9/12/2026 # DAY'S ABSENCES PDF | ‘ % MONTH REGISTER FDF - o o
L DAAN J
# Student Status Note
e Noah Smith m
S e
@ Oliver Wright m o
2 Presen t 0Absent 0 Excuses d B save Attendance

@ Help Center l

ool ypazl Jow

Common mistakes:

e Marking the statuses then leaving the page without pressing "Save Attendance" — nothing is saved automatically.
e Recording attendance on the wrong date — check the date before saving.

e Marking a student "Absent" when they actually left during school hours — early departure has its own register

(see below).
Troubleshooting:

e The register is read-only: the day has been reviewed and approved by administration (the Admin Review (ds>ly0
8)1>YI) button in the strip). Contact administration for any change.

e The class does not appear in the list: you are not assigned to it — the timetable officer sets this in Teacher
Allocation (¢yrolsoll gujgs).

e A student left during the day: record their departure from the same page (early departure); it then appears in the
Departure Log (29,2l (J=w) /attendance/departures , where "Returned" (slc) is recorded when they come back.

The office is always notified when a student leaves during school hours.
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“ Horizon IS Search for students, staff, classes.
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[ Daily register © Lesson Attendance “ Absences

Date !

Class
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il Lesson Reports
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0 ° System Administrator

i Attendance Insights

-
(@ No departures recorded for this day,
.

(@ Help Center

zol Y=

Related topics: Lesson attendance - Recording_attendance from mobile - the "Workflow: Daily Attendance" chapter.

Lesson attendance

Purpose: recording attendance for each lesson separately (not once in the morning) — it exposes students slipping

away between lessons.

Who can: the same permissions as daily attendance.

1. Attendance — Lesson Attendance (a.a=J| jpa>) ( /attendance/lessons ).

2. Choose the lesson from your schedule for today.

3. Mark the students (Present/Absent/Late/Excused) — the action bar stays visible with live counters.

4. Press Save Attendance (;ga=Jl has).

Expected result: the lesson record is saved; lesson absences appear in Lesson Absences (a.azl wbl)

/attendance/daily-lessons and Lesson Attendance Reports (ool jgpa> ,o,la5) /attendance/lesson-reports .

Tip: a student who is present in the morning but absent from a specific lesson automatically shows as an

internal truancy case in management reports — your accuracy here protects students.

Related topics: Daily attendance.
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The gradebook (entering marks)

Purpose: entering your students' marks in your subjects according to the approved assessment components (for

example: coursework + final exam).

Who can: holders of academics.gradebook.view for viewing and academics.gradebook.manage for entry — the
teacher holds both by default.

Before you start:

e Make sure the subject and class are assigned to you.

e Be aware that entry may be disabled at your school: some schools in the group import results from an external

marking system, so the page appears read-only with a banner explaining this.

1. From the sidebar open Grades (wl>)3Jl) — Gradebook — Enter Marks (wloMsll 55| — wisyall Joew) ( /grades ).

2. Choose the Class, then the Subject, then the Term (semester/term).

3. Enter the mark in each component column (the system prevents exceeding the component's maximum mark).
The Total (g50x0Jl) and the letter grade (L",é,:>_l| paa3l) are calculated automatically from the approved grade
boundaries.

4. Press Save Marks (wlboMll ha>).

5. When needed: Import (5l,.5u0l) @ CSV or Excel (.xIsx) file containing the student number and the marks, or Export

(J22ua3) the current table.

Expected result: the message "Marks saved." («wloMell o> i.»). The marks are stored in the system but do not

reach parents yet — results are published to families only through the report-card publishing gate managed by

administration.
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Common mistakes:

e Entering a mark above the component's maximum — the field rejects it; review the term's components with

administration if they look wrong.

e Assuming the parent sees the mark the moment it is saved — they only see it after official publication.

e Trying to import a file without a student-number column — the message "Could not read the file..." («3<1,8 ojfw_’s

calall..») appears.

Troubleshooting:

e Banner "This term's grades are locked. See the principal for any change.” («cl,>V jioll g21) .dlédo Juadll lis iz

Jvas=i sl.») — locking the term is an administrative permission (head of section or administration). You cannot

edit until the lock is opened.

e The subject does not appear: review your assignment in Teacher Allocation, or make sure the subject is defined

for the student's grade level in Subjects (>lga)l) /grades/subjects (a read-only page for non-administrators).

e The whole page is read-only: grade entry is disabled at your school by administrative decision (a school-level

feature).

Related topics: the "Workflow: Exams, Grades, and Publishing" chapter - Grade lock — Head of Section.
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Homework

Purpose: creating homework and tracking submission and marking; what you create here reaches students and

parents in the app immediately.

Who can: holders of academics.homework.manage — the teacher, heads of departments and sections, and

administration.

1. From the sidebar open Homework (<b=>lgll) ( /homework ).

2. Note the top cards — each one filters the list when clicked: Awaiting Marking (z.uail )UaisL), Past Due with No
Submissions (3>1 pluw ey Wdacgo giil), Due This Week (g gawVl 13 ouluil).

3. Press Create Homework (w>lg sliw)).

4. Fill in the fields: Title (ylgiell), Class (Juasll) (you may select several sections — an independent homework is

created for each section, submitted and marked separately), Subject (85lJ1) (only the grade level's subjects for

this class appear), Instructions (wlau=ill) (seen by students and parents), Due Date (ool &,0).

5. When needed, attach files via Attach File («alo §9,]): images or PDF files only, with a maximum count and size
shown on screen — students and parents download these files in the app.
6. Save. The message: "Homework created successfully." («gl=iu wzlgll cLiw] ei.») (or "Homework created for N

classes." («J wzlgll sLiw] a3 N Mad.»)).

Expected result: the homework appears with status Active (lk.is), then changes to Late (,5Uio), Awaiting Marking
(pasuail jUaisk), or Marked (x%.a5) depending on submissions. The student submits from their app (the
"Submit"/"Resubmit" button).
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u Horizon IS Search for students, staff, classes 5024 - 2025 SE en o o ° System Administrator
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26 Aug 2026 _
Number Bonds Mathematics Year § A |8 0rs *0/2 @ Pl |
Map Skills Reception A 25Aug 2026 o @0/2 @ |

4 _
Algebra Worksheet & Mathematics Year 74 24 Aug 2026 o 20/3 m V|
Reading Comprehension Year & A 23Aug 2026 0 20/2 m |
Essay: My Hera @ Year8 A 21Aug 2026 o 20/3 @ |
Photosynthesis Lab @ Yearo A 19 Aug 2026 o @0/3 @ |

(@ Help Center

Rows per page: 10 1-60f 6 .

LYl jlo>g dutmaill wBlhy go wlizlgll dxiuwo
Common mistakes:

e Choosing a due date in the past — the system warns you "The date has already passed — this homework will be
late the moment it is created"” («aslis] j98 hislio wzlgll 1ae (oSumw — J=alb (o &o,lillv) and asks for explicit

confirmation.

¢ Attaching a Word file — only images and PDF are allowed: "..." is neither an image nor a PDF file." («"..." 8,900
élo Vg PDF.»).

e Forgetting to choose the subject or the class — both are mandatory.

Troubleshooting:

e Banner "Stored submission counts do not match the actual submissions"” («csladuwil Golbs V difseall puluwci] Slach
dusslly): the displayed numbers are computed from the submissions themselves and are the correct ones; inform
the IT department to run the reconciliation.

* 'No subjects are defined yet for this class's grade level” (« adll Iig whl csall a2 dSfeo Slgo 1>g5 Up): the

general list is shown temporarily — ask administration to set up the grade level's subjects.

Related topics: Posting_to the class feed - the Student Guide chapter (submitting homework).

Exams

Purpose: scheduling exams and printing the exam pack (schedules, room maps, door lists, seating cards).
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Who can: holders of academics.exams.manage — the teacher, heads of departments and sections, and

administration.

1. Open Exams (wblioVl) ( /exams ).
2. Press Schedule Exam (ol dJga>) and fill in: title, subject, class, date, time, room.
3. Edit or delete from the row buttons.

4. Exam Seating (wUlioVl Guad=5) generates a mixed seating plan for an exam day; then print: room maps, door

lists, seating cards.

5. Print the Master Schedule PDF (.5)Jl J9a=JI PDF) or the Class Schedule PDF (<ol Jg3> PDF).

Expected result: the exam appears in student timetables and the parents' app, and the exam-day papers are ready to

print.

fl System Adi trat
nts, staff, classes. o s S5 e o © ° ystem Administrator
Exams + Schedule Exam

n Horizon IS

8 0 0 s 5 @ 100%

Exam Subject Class Date Time Room Status Actions
End of Term Test English Reception A 24 Aug 2026 11:00 Room 204 Completed P |
Spelling Assessment Year3A 25 Aug 2026 10:00 Room 110 Completed Fam |
Mathematics Paper 1 Year 1A 27 Aug 2026 09:00 Hall A Completed P |
Science Practical Year 2 A 29 Aug 2026 13.00 Lab2 Completed Fan |
History Essay Exam Year & A 31 Aug 2026 14:00 Room 305 Completed Pl |
Geography Test Year5A 03 Sep 2026 09:00 Room 210 Completed P |
Raws per page: 10 1-60f 6

= Exam prints

(® Help center

wllxioll dxio
Related topics: The gradebook - the "Workflow: Exams, Grades, and Publishing" chapter.
Behavior, points, and recognition

Purpose: documenting behavior incidents (positive and negative) with points, managing your class board, and

recognizing outstanding students.

Who can: holders of behavior.view / behavior.manage — the teacher, the form tutor, heads of departments and

sections, and administration. The behavior categories themselves are configured by administration only.
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Recording a behavior incident:

1. Open Behavior (<glull) ( /behavior ).
2. Press Record ( Juswus).

3. Choose the Student, then the Category (example: outstanding participation / disrupting order); this sets the Type

(positive/negative) and the Points, and add a Note if needed.

4. Save — the message: "Behavior recorded successfully." («zlxus Sgludl Juzws @i.»).

Expected result: the student's points update (total positive, total negative, net points) and the record appears in

"Latest behavior records" and in the student's file.

u Horizon IS Search for students, staff, classes 2024 - 2025 S en o] Q ° System Administrator
- ( et | (T e T2 haviour catesories )
Behavior Management (BB Rendompicker | | @ Leaderboard | | do Behaviourcategories | (gl

O] il
A 111 9 ' +102 0
. Recent Behavior Records Top Positive Students
| Behavior
Student Type Category Points Date ° \sabella Reed
George Baker Excellent participation +2 22 hug o
Oliver Wright
© rorvoms utstanding project “ 2205 o
° Amelia Green Excellent participation " 22 hug o ° Saphie Hill
° Amelia Green Qutstanding project +5 22 hug o
e Emma Johnson
f Henry Walker Late to class -1 22 fug o
Ava Wilson
f Henry Walker Homework completed . 22 hug o
o Lucas Evans Helping classmates + 22 Aug o
‘ Mia Clark Helping classmates +1 22 hug [n)
By Category
@ Excellent participation 10
@ Helping classmates 10
@ Homework completed 10
@ Outstanding project 10
@ Help Center
@ Disruptive behaviour
@ Uniform violation

Companion behavior tools:

e Class Board (wwall d>gJ) /behavior/board : award points to several students at once (select all / clear).
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Reception A

Tap students, then choose a behaviour to award

&

Noah Smith Oliver Wright

+5 +7

@ Help Center

2024 - 2025

ciuall d>g)

=

:

e Leaderboard ()s,3uas0ll d>gJ) /behavior/leaderboard : students ranked by points.

° Horizon IS

Leaderboard

Y House standings

Yr Topstudents

@ Help Center

© 2026 SMS Kurdish — Sami M. Saleem

2024 - 2025

Oydaiiall d>gl

=

:

Complete User & Training Manual

© e System Administrator

+0

O ° System Administrator

This month

Page 61 of 249



SchoolERP — School Management Platform Complete User & Training Manual

e Random Picker (gilg,c;mu UMI) /behavior/picker : pick a student at random to participate (pick a student /

pick again / reset).

i . . System Administrator
° Horizon IS Search for students, staff, classes... 2024 - 2025 EiE en o 9 ° *

Random picker @& (45 cassboun )

Choase a class
Reception A . Fair mode (no repeats) Reset

Behavior - 2

Noazh Smith c Oliver Wright

Slodasll Lasiall

* Recognition Board (,,Sil d>g)) /recognition : press Give Recognition (,,S5 aie), choose the student, write the

reason (optional — example: "Outstanding effort in mathematics"), and enable Show on the whole-school board

(LJS duwyrell d>g) e o)lgb)) if deserved — the message: "Recognition granted & " («pu,S3l puo @i # »).
Common mistakes:

¢ "No behavior categories yet — ask the administrator to set them up." («Jgguall (yo bl — 32 Sglw w8 a>g5 Y

lo>lac).n) — categories are created by administration at /behavior/categories .

e Deleting a behavior record recalculates the points — the system asks you to confirm before removal.

Related topics: Classroom tools - the Parent Guide chapter (seeing behavior points).

Classroom tools

Purpose: a toolbox for managing daily classroom activity without paper.
Who can: holders of classroom.tools.use — the teacher, the form tutor, heads of departments and sections.

Open Classroom Tools (cauall wlgsl) ( /classroom-tools ) and you will find:

e The random student picker and spinning wheel.

e The group maker: split the class by number of groups or by members per group, with random shuffling.
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e Team score boards: add teams, record their points, and reset them.

¢ Dice, coin, and number generator for educational activities and games.

u Horizon IS Search for students, staff, classes 2026 - 2025 S en =] o ° System Administrator

Classroom Tools

N 0) H—
/5: @ — = ﬁ]]
Random picker Name wheel Group maker Line-up order Seating plan Scoreboard
Dice & coin Flash cards Mystery boxes Magic 8-Ball Question cube Rock Paper Scissors
oo —
88 T i ©
Memory match Word scramble Quick maths Hangman Traffic light Timer
Stopwatch Times tables Even or Odd Guess my number Capitals quiz Missing letter
@ Help Center @ E { ‘ A @
True or False Memory tones Reaction test Class poll Metronome 0dd One Out .
<
Gall wlgsl

Related topics: Behavior.

Communicating with parents

Purpose: direct and group messaging with your students' parents and with colleagues, from the web or mobile.

Who can: the teacher holds communication.view, communication.send ,and communication.groups.manage — that

is, they can read, send, and create groups and channels. Parents and students can never create groups.

Before you start: know that families are only offered official contacts: their children's teachers and the official roles
(administration, registrar, nurse...) — a parent whose child is not in your classes cannot message you except through

the school office.

1. Open Messages and Conversations (wGslxollg J5lwyll) ( /communication ).

2. Search for the family or open an existing conversation. Use the filter: All / Unread / Pinned (/ sg,8.0Jl ,u¢ / JSJI
diall).

3. Write your message and send. You can reply to a specific message, edit, unsend, and react with emoji.

4. To send a file: on the web only PDF, Word, Excel, CSV, and ZIP are allowed — the system verifies the file's real type

(its actual content), not its extension.
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5. To create a group: New Group (83u3> degozxo), choose the type (group / channel / announcement), and add the

members.
From the mobile app you get more:

¢ Voice messages: long-press the mic button (WhatsApp style) or tap once for a pinned recording bar — the limit is
5 minutes and 3 MB.

¢ Images up to 3 MB (larger ones are compressed automatically), video up to 10 MB, files up to 5 MB

(pdf/doc/docx/xlIs/xlsx/csv/zip). PDF files open inside the app.

Expected result: the message arrives instantly with a notification to the parent in their language, and typing,
presence, and last-seen indicators appear.

Common mistakes:

¢ Trying to send a file with a disguised extension (such as an executable named pdf) — it is rejected because the
check reads the file's real content.

e Sending a general circular in a one-to-one conversation — school-wide broadcast is for administration, and class

posts belong to the class feed.

Important: Your school conversations are subject to supervisory review: your head of department sees their
department teachers' conversations with families and students, read-only, and deleted messages remain stored

for oversight. Use school channels for professional communication only.

Related topics: Parent meetings - Department messages — Head of Department - the "Communication” chapter.

Parent meetings

Purpose: publishing available time slots that parents book from their app for one-to-one meetings (in person or

online).

Who can: every staff member holding communication.view sees the page;teachers publish their own slots.

1. Open Meetings (suclgall) ( /meetings ).

2. Press Publish Slots (suclgo yis).

3. Set: the date and time, the duration (minutes), the number of consecutive slots, the class (optional) to restrict
booking to the parents of one class, and the place: the room, or a meeting link, which marks the slot as Online
(CARITPYOR

4. Press publish — the message: "Slots published" («aaclgoll i p5»).

5. Watch the list: a slot is Available (zlio) or Booked (jox=o) with the booker's and student's names. To withdraw a

slot that no longer suits you press Withdraw (=) and confirm.

Expected result: the parent sees the slots in the "Available" tab of their app, books a slot and chooses the student,

and Booked by (dwlg jo==o) appears on your side the moment it is booked.
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m Horizon IS Search for students, staff classes 2024 - 2095 S en =] 1 ] ° System Administrator
Parent Meetings

When Duratian (min) Where Class Status Booked by Actions

No slots published yet.

(@ Help Center

Saclgall 4305 ,lg>g duclgoll dxduo
Common mistakes:

e Withdrawing a booked slot without telling the parent — message them first, then withdraw.

e Forgetting the meeting link for remote slots — without a link the slot counts as in person in the stated room.

Related topics: Communicating with parents - the Parent Guide chapter (booking a meeting).

Lesson plans and teaching resources

Purpose: writing lesson plans and sharing teaching resources with classes or with colleagues only.

Who can: holders of academics.gradebook.view (teacher and above).

1. Open Lesson Plans (ug)3Jl bhs) ( /lesson-plans ) — one screen with two wings: Lesson Plans and Teaching
Resources (dioudsill j5Laall) ( /resources ).

2. For a new plan: New Plan (1,05 dks) — fill in the plan — Save Plan (dlasJl khas).

3. For a new resource: Add Resource (,sua0 d8Ls|) — upload the file — Publish (,.5) and choose the scope: specific

classes or staff only (bhdd (uabgall).

Expected result: resources published to a class appear for students and parents in the app under "Learning

Resources".
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Purpose: publishing your class's news, photos, and activities in the social feed that families follow.

Who can: staff via the Social Media (Lo Jluivgw) screen; the "all classes” audience (school-wide broadcast) is

normally for administration.

1. Open Social Media (Lo Jlsivgw) ( /social ) and press New Post (3> jguiuino).

2. Choose the audience: specific classes (5530 ga.0) (tick your classes) or staff only (ks ()gabgoll) — leave "all

classes" for administrative announcements.

3. Write the text and attach a photo, a video, or an album, then publish.

4. From the mobile app you can also: add a poll or an RSVP invitation, tag students, schedule, save a draft, see who

viewed the post, and send a reminder.
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m Horizon IS Search for students, staff, classes o s SIE en o O ° System Administrator
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duclaisVl diolisll

Expected result: the post appears in the class feed for families with likes and comments, and they receive a

notification.

Warning: Do not publish a student's photos in a public post without checking the school's policy and the

families' media-consent permissions.
Related topics: the "Social and Announcements" chapter.

The teacher's mobile app

The teacher template's tabs in the app: Home (duuwsyl) (the Teacher Dashboard), Classes (Wga.all), Students (M),
Messages (J5Lw,Jl) (including groups), Notifications (wl,l=&Yl) (with an unread-count badge), My Account (bw=>).

Highlights of the home screen:

* The attendance clock card at the top of the screen: Clock In / Clock Out (zg,3J| Juzews / Jo>31 Jazws) by
fingerprint ("Confirm your fingerprint to record attendance" — «yga=Jl Juzwid cliosay 330») with location detection
— you must be inside the school zone v (duw,sll Gl J5I> V), and fake-GPS apps are detected and blocked.

e Counters: My Classes (,894.0), Students (LMbJI), Active Homework (dbsis wllg), Awaiting Marking (,Usssb
2usuaill).

* Quick actions: Record Attendance (;g.a=J| Juzus), New Post (33> jg.u0), Departure Log (29,2l (J=uw), My Leave
(Gilil>]), Attendance Review (jg.0)1 d2>150), Behavior Board (<olwll d>g)), Lesson Attendance (o=l jga2).
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Offline attendance: student lists are stored on the device; if you save attendance with no network it is stored locally
and "No connection — saved and will be sent automatically when the internet returns” («Jawyiwg ko> — Juail x>gs V
o)l 8xg¢e ie Blalin) appears, then "Pending registers sent v («délszoll wlpuasill ulwﬂ v'») when the network

returns. If a pending record is rejected (for example because the day was approved), the app tells you explicitly so it

can be re-recorded.

Early student departure from mobile: from the same attendance screen: Record Departure (z9,5> Jaxws) with the

departure time, the reason, a note, and a Notify Parent (.oVI ¢,Jg )lei) switch.

Related topics: the full "Mobile App" chapter.

Teacher role limits

By default the teacher cannot:

e Create, edit, or delete student records, nor see the Families page.

e Open any finance screen (fees, installments, balances) — a message appears saying financial data is restricted to

the finance office.
e |ock aterm's grades or publish report cards to families.
e Edit the timetable or Teacher Allocation.
e See health records or safeguarding records.

e Manage users, permissions, or devices.

Tip: If you need something from this list for a specific task, ask school administration to grant you the

permission from the Roles and Permissions (wlL>Wallg ,lgoVl) screen — it takes effect after your next sign-in.

3.2 11.2 Head of Department and Head of Section

Role card

Names in the system: Head of Department (ouud)l w5y — HeadOfDepartment) and Head of Section (dl=jyoll Gussy —
HeadOfSection). Landing page: both land on My Department (k'_?omé) /my-department . In the mobile app the head-

of-department template opens (a "My Department" tab + Messages + Notifications + My Account).

Both roles hold all teacher permissions, plus: timetable management ( academics.timetable.manage ), report-card
publishing permission ( academics.reportcards.publish ), announcements management

( communication.announcements.manage ), and the department screens.

The difference between the two roles:
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Capability Head of Head of Section
Department
Locking and unlocking a term's grades - v (the only non-administrative role
( academics.gradebook.lock ) that holds it)
Viewing families ( families.view ) - v
Managing classes ( classes.manage ) - v
Exporting reports ( reports.export ) - v

Important: A head's scope is governed by assignment: they see the teachers, classes, and timetables of their
department only. You are appointed as a head from the Departments (,ol,méiJl) screen /admin/departments by

administration.

The "My Department"” screen

Purpose: a single daily command board for the department: who is in, who is absent, what awaits your decision, and

who needs a nudge.
Who can: holders of academics.timetable.manage — heads of departments and sections (and administration).

Before you start: if the message "You are not appointed head of any department yet.." («ouud (531 Luun.u) Gdd Gl

A=s...») appears, ask administration to assign a department to you from the Departments screen.

The screen is divided into tabs:

1. Overview (dole 8)155): counters (classes, students, teachers, absent today, on leave, no lessons today, pending
requests), then Today's Attendance (9! )g:2) per class (with "Not recorded yet" («ass J3uwj ©J») and a direct
Attendance ()g.2=J1) button), the Absent Today (absence / leave) (35> / wl€) podl youilell) list, and the No
lessons today — available for cover (dazill (yg=>lio — pgul yasas W) list (useful when arranging urgent cover).

2. Department Teachers (ol golso): a table per teacher: weekly lessons, cover load over the last 90 days, today's
fingerprint clock-in/out, and buttons: Record Behavior (<glw Jusws) (recorded and the teacher is notified), Send
Alert (a5 Jw)l), View Timetable (Jgasdl oyc).

3. Classes and Students (wMhllg Wgaall): the department's classes and their students with Attendance (,g.a=Jl),
Behavior (<Jgluwll), and Timetable (Jga=J1) buttons.

4. Approvals (wladlgell): leave requests (851> wldb) for your department's teachers (approve / reject) and
fingerprint corrections (douadl wl=usuas). "No pending requests " («dslso wldb V # ») when everything is
done.

5. Send Alert (a5 Jlw)l): write the alert text and choose send to all department teachers (ouill joleo groz) Jlw)))
or choose teachers (;.olsoll i) — "It arrives as an instant notification in each teacher's language, signed with
your name." («elawl g8geg qalso JS dily 698 jleilS Juayn) then Send & (Juw)] £).
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At the top of the screen are Quick Links (ds,w bulg)): department messages, timetable allocation, timetable tools,

attendance analytics.

Expected result: the department's daily decisions (cover, leave, alerts, attendance follow-up) all happen from one

screen, and notifications reach their recipients instantly.

“ Horizon IS Search for students, staff, classes o s SIZ en ] © ° System Administrator

¢! Head of Section Cockpit

® You do not lead a department yet. Ask the administration to set you as a department head.

O Exam Invigilation

=

(® Help center I

Common mistakes:

e |Looking for a leave request from a teacher outside your department — it will not appear; your scope is your
department only.
e Expecting "Record Behavior" here to be about students — this is the staff behavior log (it feeds the administrative

staff-conduct screen).
Troubleshooting:

e "No behavior categories yet" («is olw lid 1>95 Un) when recording a teacher's behavior: the categories are
configured by administration on the staff-conduct screen.
e Today's attendance numbers are empty: the class teachers have not recorded attendance yet — use the

Attendance button next to the class to record it yourself, or remind the teacher.

Related topics: Department messages - Timetable oversight - the "Staff Affairs" chapter (leave and fingerprint).
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Department messages

Purpose: a supervisory, read-only view of your department teachers' conversations with parents and students, to

ensure communication quality and protect everyone.

Who can: holders of academics.timetable.manage (heads of departments and sections), each within their own

department only.

1. Open Department Messages (ol J5lw)) ( /department-messages ).

2. Read the banner at the top of the screen: "Supervisory view — these are your department teachers' conversations

with families and students, read-only. Teachers are expected to know their school conversations may be
reviewed." («i pgelzall pley of yoyia) aad dslyall «oWally Joll go clowd Lalzo Wlslxo o3 — Lalub] yoys
@515 38 duyroll pgilislo.n)

3. From the side panel choose a teacher (search by name when needed).

4. Choose a conversation to read it. Deleted messages appear with the label "Deleted for both parties — retained for
oversight" («a8,l) dbgam=o — 8yl (g3 ddgiso).

5. When you need to document a conversation, use Export (,uaua3).

Expected result: full visibility with zero interference: you cannot reply or delete from here, and your reading does not

change the teacher's "read" state — the oversight is completely silent.

Common mistakes:

e Trying to open a conversation of a teacher from another department — "You are not the head of any department,

or this conversation is outside your department.” («louwd g, dslall 03 of (ouud GV Loy Canasd )

Important: Tell your department's teachers that this review exists — transparency is part of the safeguarding

policy, not spying.

Related topics: Communication — the teacher - the Safeguarding_Officer section.

Timetable oversight

Purpose: building the department'’s timetable, allocating teachers, and arranging cover for absences.
Who can: holders of academics.timetable.manage or classes.manage ("timetable builders") and administration.

As a head you see all the pills in the Timetable (WI,.\JI Jga=dl) strip:

1. Timetable (wl)Jl Jga=Jl) /timetable : view and print any class's timetable.

2. Timetable Studio (Jga=l gu5giwl) /timetable-studio : advanced building — click a day/period cell to add a
subject, teacher, and room, watch the conflicts banner (.1, or v no conflicts), use auto-generation for a class or
the whole school, and set teacher-availability constraints.

3. Teacher Allocation (;,.olzoll ®2j95) /timetable/allocation : for each class set the teacher of every subject and
its weekly lesson count, appoint the form tutor (aall 20) from the dedicated list, then Save (bka>).

© 2026 SMS Kurdish — Sami M. Saleem Page 71 of 249



SchoolERP — School Management Platform Complete User & Training Manual

4. Substitutions (wldasill) /substitutions : record a teacher's absence (Record — Ju=ws) and assign the

substitute for each lesson (Assign — s>Luw|) — the fairness counters show cover loads over the last 90 days.

5. Timetable Tools (Jga=JI wlg>i) /timetable-tools : the "Now" board — what every section is doing at this

moment.

Expected result: a conflict-free timetable, a substitute assigned to every exposed lesson, and every teacher sees

their schedule at /teacher-timetable and in their app.

i e e sz System Administrator
n H.mf.znn !S . Search for students, staff, classes. 2024 - 2025 e Q 9 °
T Timetable 28 Teacher Allocation [ Substitutions # Timetable Tools

% Timetable Studio By class (a ) (% ) \'(n PP‘ITDEf:\ .

CD Pick a class, teacher or room above to open its board.

@ Help Center l

,Jg,\ng 9,;391.w|

Related topics: the "Workflow: Timetable and Allocation" chapter - My Department.

Grade lock — Head of Section only

Purpose: closing a term's grades once they are complete so they cannot be edited except by decision.

Who can: holders of academics.gradebook.lock — the Head of Section and administration only. The head of

department and the teacher do not hold it.

1. Open Grades (wl>)aJl) ( /grades ) and choose the class, subject, and term.
2. Press Lock (J43).

3. Choose: lock immediately (,99 J<3), or set open until (deadline) ((ilg! acgoll) i> Zgido) SO it locks

automatically afterwards, or cancel the deadline (scgoll sl2l]).

4. Save — "Grade lock updated.” («eslsysJl Jad cyass @5.n).
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Expected result: teachers see the banner "This term's grades are locked. See the principal for any change." («wl>)>

Joassi 6l s>V paell g2l .dlase Juadll 13s.») and cannot save.

Related topics: The gradebook — the teacher.

Important — publishing results: Both heads hold the publishing permission, but publishing report cards to
families passes through a dual-approval gate: one manager requests approval and a different manager
approves it before publication, and students under a payment hold are skipped automatically. Details in the

"Workflow: Exams, Grades, and Publishing" chapter.

3.3 11.3 The Form Tutor

Role card

Name in the system: Form Tutor (wa.all 3,0) — the pastoral lead for a single section. How they are appointed: from
Teacher Allocation (;).olsall ®2j93) /timetable/allocation , where administration chooses the "form tutor" for each

section, in addition to granting the FormTutor role on the user account.

Default permissions: viewing students and classes, recording and managing attendance, recording and managing

behavior, messaging (read + send + create groups), the calendar, documents, viewing facilities, and classroom tools.

Important: The form tutor holds no grade permission by default — neither viewing nor entry. If they also teach a
subject, grant them the "Teacher" role alongside their own, and they combine both roles' permissions.
The form tutor's day

Purpose: following their section's attendance, behavior, and communication — they are the first line of pastoral care.

Who can: the form tutor for their assigned section.

1. In the morning: open Attendance — Daily Attendance and record your section's attendance (the same steps as

the teacher).
2. During the day: record behavior incidents from Behavior (<Jgluwll), award points from the Class Board (ol d>gl),
and record the departure of any student leaving early (the office is always notified).

3. For communication: create your section's parents group from Messages and Conversations (wUslallg Jilwyl) —

New Group (81515 dcgozxo), and follow up on individual messages.

4. For follow-up: watch the Calendar (0y5:J1) for school events, and read the Circulars (euol=:l) and sign as read (1
acknowledge — gub\Vy, )sl)
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“ Horizon IS Search for students, staff, classes 2024 - 2025 S en Ilnht o o ° System Administrator

Circulars

New circular

Department —_—
All staff Address the families (every family with a pupil) Ask for acknowledgement  [] Urgent (loud push, red banner until acknowledged) | ([ Attach file

Send to all staff

Issued circulars

No circulars vet.

(@ Help Center

ol

Expected result: a section with attendance recorded daily before first period, a live behavior record, and one

organized communication channel with parents.

Common mistakes:

e Waiting for a grade permission that will never come — request the additional "Teacher" role if you teach.

e Opening a parents group without ground rules — pin a group-rules message the moment you create it.

Related topics: The teacher — attendance - The teacher — behavior - The teacher — communication.

3.4 11.4 The Librarian

Role card

Name in the system: Librarian (4550 ¢y0f). Default permissions: library.view and library.manage , plus the

calendar and documents — no editing of student records and no academic, finance, or administration screens.

Two different screens you must tell apart:
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Screen Path For whom What it does

Library (duswJl) (the circulation /library Librarian and Catalog, loans, returns, book requests
desk) administration

Book Catalog (sl uyg9) /books Students and parents Browse titles and request a book
(browsing) ("Request” — dbl)

When a student opens "Library” from their menu they land on /books automatically — they never see the circulation
desk.

The circulation desk — reading the screen

At the top of /library are five counters, some of which are filter buttons:

* Total Copies (&will Jl=]) (with the number of titles) and Available Now (VI J9giall) ("on the shelf') — numbers
only.

* Copies on Loan (3)leé &uws) and Overdue (,>lio) — click them to filter the loans table (“click to filter").

¢ Pending Requests (;luisVL llb) — takes you to the book-requests table.

The Loans (wl)leYl) table shows by default what is on loan (longest overdue first), with filters: On Loan / Overdue /

Returned / All (JSUI / g5,4 / 8y5lio / 8)lel 348) and a search box "Search for a book or borrower..." («gl QLS (e cusul

JAano...0).
u th-)rizt_njl. IS e Search for students, staff. classes. 2024 - 2025 EE EN 2] Q e System Administrator
Library
O so L5 O s 0
Loans m
Book Borrower Issued Due Status Actions
a A Brief History of Time Emma Johnson 02 Aug ‘\thrugr . @
a The bt e ferson 07 e 270 Povwn
a Chariees s Sopi Taer 12 oesep Povere
a Natlida Daniel Martinez 14 Aug n;fﬂf' @
a Harry Potter and the Philosopher's Stone Williarn Brawn 17 Aug j\'I-:SE;p 7 @
Rows per page: 10 1-50f 5

@ Help Center

Book Catalogue .

danodl alslisy &)leYl CiSeo
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Adding a book to the catalog

Purpose: entering a new title with its copies into the school catalog.

Who can: the librarian and administration.

1.0n /library press Add Book (wUs dsLs)).

2. Fill in: Title and Author (both mandatory — "Title and author are required." («yLglho Calgolly ylgisll.n)), ISBN (8,1
JJ9Jl), Category (<aruaill), Copies (fuwdl), Shelf (Q,JI), Year (duull), Description (waogll), and the Cover (Wusl)
(an image of 3 MB or less).

3. Save — "Book added successfully." («z oy CUSII d8LS] cal.»).

Expected result: the title appears in the catalog and on the browsing screen /books for students, with its availability

status.

Issuing and returning a book

Purpose: recording a copy going out to a borrower and coming back.
Who can: the librarian and administration.
Issuing:

1. Press Issue Book (wUs &)lc)).

2. Choose the Book and the Borrower (if you do not choose both: "Please choose a book and a borrower." (« >

Jasiameg S HLis1.»)) and set the Due Date ((§laxiwVl &)0).

3. Save — "Book issued successfully." («z iy USII §)le] cuos.n).
Returning:

1. Find the loan in the table (by book or borrower).

2. Press Return (gl>))) on its row — "Book returned successfully." («g =i QUSII gloy] @i.n).

Expected result: the counters update instantly; an overdue loan shows in red with "N days overdue" («N ,u5U pgu»).

Common mistakes:

e [ssuing a last copy that is reserved for an approved request — check Book Requests before issuing the final copy.

e Forgetting to record the return when the book is handed back in person — the student unfairly stays "overdue”.

Book requests (from students)

Purpose: deciding on the borrowing requests students send from the browsing screen /books with the Request

(wdbl) button.

Who can: the librarian and administration only.

1. Open the Book Requests (.uSJI wllb) table (or click the Pending Requests counter).
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2. Review the row: the book, the borrower, the request date, and the number of copies Available Now (,)VI ).3910.”).
3. Press Approve (daslge) — approval creates the loan immediately (the default due date is 14 days later unless you

set another) and the student receives a notification; hand them the book when they come. Or press Reject (49,)

and the student receives an apology notification.
Expected result: "Request approved” («oddall e dsdlgall <) and the row moves to the loans, or "Request rejected”
(«edbl (A8, @in).

Common mistakes:

e The approve button is disabled — "Out of stock" («a43»): no copies are available right now; wait for a return or

reject with a note.
Troubleshooting:

e Banner "Some copy counts need correction” («pusuai J| d>low fuwill slaci yas): the stored availability counter
for some titles does not match the actual loans. This page's numbers are computed from the loans and are the
correct ones — "Ask the IT department to run the library reconciliation so the other screens match." («¢o bl
lslidl 8L @8lgi) duSell diylne Jueis wlogleall dubs puwd.»)

o A borrower named "former student” («g.,lw <Jb»): the student's record was closed after the loan; process the

return as usual.

Related topics: the Student Guide chapter (requesting a book from /books ).

3.5 11.5 The Nurse and the Doctor

Role card
Names in the system: Nurse (sj00) and Doctor (wuub).

e The nurse holds by default: health.view and health.edit (the sensitive medical permission pair), plus viewing
students, the calendar, and documents.
e The doctor is a job-title role with no default permissions — they cannot see health records until administration

grants them health.view and health.edit from the Roles and Permissions screen.

Both are official contacts: families can always open a conversation with the clinic from the app. In the mobile app the

nurse gets a dedicated template with a Clinic (65L<JI) tab and a Log Visit (8,b; Jusws) button.

Warning — medical confidentiality: Everything on these screens is marked "Confidential — nurse access" («gjw
dusyenll Jguog —n). Do not discuss a student's condition in public groups, and do not share screenshots. Health

and safeguarding are deliberately separate silos: the nurse does not see safeguarding records.
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The Health screen — reading the screen

Open Health (d=uaJl) ( /health ) to see:

Complete User & Training Manual

e Counters: Today's Visits (eg.JI wlb;j) (with "ongoing" («dy,l>») for whoever is still in the medical room), Health
Alerts (du=o wlgais) (flagged students), Medical Conditions (dub VL) (under follow-up), Special Needs

(duols wl>lusl) (supported students).

¢ Health Alerts (dio wlguss): the list of students with allergies (duwlw=Jl) or medical conditions (duall wVI=JI) by

severity (8,gl=Jl) — these are read from the medical notes in the student's file (entered by administration/the

registrar at enrollment and updated from student editing).

e Latest Nurse Visits (45,00l wl)bj wasi) with the outcome and the parent-notification status.

n Horizon IS Search for students, staff, classes.

Health Alerts

Student

' George Baker
f William Brown

G Mia Clark

e Olivia Davis
’ Lucas Evans
° Amelia Green
e Sophia Taylor
@ Henry Walker
'

Thomas Young

@ Help Center Incident reports (30 days)

Nao incident reports.

Logging a clinic visit

Health & Medical Records

Condition

Epilepsy (controlled)

Pallen Allergy

Asthma

Epilepsy {controlled)

Mild Eczema

Type 1 Dizbetes

Lactose Intolerance

Peanut Allergy

Pollen Allergy

2024 - 2025

Action

On file with nurse
On file with nurse
On file with nurse
On file with nurse
On file with nurse
On file with nurse
On file with nurse
On file with nurse

On file with nurse

Severity

D

B2 o

o o ° System Admi

inistrator

© o
Medical room Monthly report - this month
today last manth
# Doses:0/0

Recent Nurse Visits

Sophia Taylor — Feeling unwell
dom cdane

Purpose: documenting every student visit to the medical room: the reason, the action taken, the outcome, and

informing the parent when needed.

Who can: holders of health.view / health.edit — the nurse (and the doctor once granted the permission) and

administration.

Before you start: review the student's health alerts (allergy? chronic condition?) before giving any medication.

1.0n /health press Log Visit (8)L; Juswws).
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2. Choose the Student.
3. Record: the Reason (.uwll), the Temperature (°C) ((0°) &,l,=J1) if measured, the Treatment / Medication Given
(h=all slgall / 2Ms=ll), and a Note (da>Mo).

4. Set the Outcome (dx.uJ1): Returned to class (caall Jl slc) / Resting (i) / Sent home (wol ) d.\uﬁ) /
Referred to hospital (assumell JI J35) — or tick "The student is still in the medical room" («d8,<Jl % JIj Lo o)l

dublly) for an ongoing visit to be closed later.

5. Enable Notify Parent (oY o ylei)) if needed, then save.

Expected result: "Visit logged successfully." («z =i 8)L3)l Jazwi @i.») and the visit appears in "Latest Nurse Visits"
with the tag "Parent notified" («,.oV! 9 )a.;.‘h%») when enabled. A student leaving school from the medical room is

always reported to the office — a student leaving during school hours is a safeguarding matter.
Common mistakes:

e Forgetting to close an "ongoing" visit after the student returns to class — it stays pending in the day's counter.

e Settling for a verbal notice to the parent without enabling the notification — enable the option so the notification

is documented.
Troubleshooting:

e A student does not appear in the list: check the correct search name; the nurse sees all the school's students

(school-wide scope).

e The doctor cannot see the screen at all: they have not been granted health.view yet — administration requests

it from Roles and Permissions.

Related topics: Medical documents - the Parent Guide chapter (uploading documents).

Student medical documents

Purpose: reviewing the medical documents parents upload from the app (allergy letters, vaccination records,

prescriptions, doctors' reports).

Who can: holders of health.view — the clinic and administration. A parent sees their own children's documents

only.

1. Open Medical Documents (dudaJl §5Ggll) ( /child-medical ).

2. Review the saved documents: the student, the title, the Type (gq:1) (allergy / vaccination / prescription / doctor's

report / report / other), and the note.
3. Download the document with the Download ((J.;:5) button to read it.

4. Update the medical notes in the student's file if something new requires it (a new allergy, for example) via

administration/the registrar.

Expected result: a complete medical file for every student; the parent sees in their app that "only you and the school's

medical staff can see them".
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u Horizon IS Search for students, staff, classes 2024 - 2025 S en =] o ° System Administratar

Medical documents Yn

Student
Amelia Green (HIS-2020-0167)

Upload document Documents on file
Type
Allergy

| Choose File | No file chosen

@ Upload document

(@ Help Center

&bl g

Related topics: Logging_a visit - the Safeguarding_Officer section.

The clinic in the mobile app

The nurse template's tabs: Clinic (8>LsJl) (the home screen with the attendance clock card and the Log Visit (s
8)b;) button), Messages (Jilw,Jl), Notifications (wl,l=)l), My Account (»Lw=>). Logging a visit from mobile matches
the web steps above.

3.6 11.6 The Safeguarding Officer

Role card

Name in the system: Safeguarding Officer (d;lo=Jl Jg9duuo) — the school's child-protection lead.

Default permissions: safeguarding.view and safeguarding.manage (the highest protection tier in the system —

"safeguarding team only"), plus viewing students, the calendar, and documents.

Characteristics of the role:

¢ School-wide scope: they see the files of all the school's students, not just assigned classes — because

safeguarding is indivisible.
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¢ An independent silo: safeguarding records are isolated from health records; neither the nurse nor the heads of

departments hold their permissions by default — senior administration and the safeguarding team only.

¢ An official contact: any family can open a conversation with the safeguarding officer directly from the app.

The safeguarding officer's daily work

Purpose: gathering the early-warning threads (attendance, behavior, notes) and acting on them within the school's

policy.

Who can: the safeguarding officer and senior administration.

1. Student files: open Students (L MUkJI) — the student's file /students/{Id} to review their data and the Safety
Contacts (VI Jlasl wle>) tab (who is authorized to pick up the student and communicate about them) — this is
an essential checkpoint in family-dispute cases.

2. Documents: keep safeguarding minutes and policies in the Document Center (wlaisuuoll jSy0) /documents
according to your school's classification — remember that documents.view is common to many staff, so do not
put sensitive details in a general document; follow the archiving channel your administration defines.

3. Communication: receive family reports via Messages and Conversations (wUsl=xollg J5lw,Jl), and coordinate with

administration in urgent cases.

4. Risk indicators: ask administration or the heads of sections for the Absence Insights (<ULl (g§)) report (the
early-warning board combines attendance and behavior into a risk score) to follow high-risk students — the

screen itself is administrative.

5. Content reports: whatever is reported in the social feed reaches the administrative Content Moderation (d,.cV!

s9ixall Lle) list; coordinate with administration to handle any content that affects a student.

Expected result: all the safeguarding threads — attendance, behavior, messages, and documents — converge on one

authorized person, with the least possible spread of the information.

Common mistakes:

¢ Sharing details of a safeguarding case in a staff group — safeguarding is run strictly on a need-to-know basis.
e Mixing up the clinic record and the safeguarding record — each has its own channel; a medical visit belongs to

the nurse, a suspicion of harm belongs to the safeguarding officer.
Troubleshooting:

e You cannot see a screen you expect: safeguarding permissions do not open the health, finance, or academic
screens — ask administration for any additional permission you need for your task, and it takes effect at your next

sign-in.

Related topics: Department messages — supervisory oversight - Medical documents - the "Administration and

Security" chapter (the audit log).
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3.7 Related topics for the whole chapter

¢ Chapter 10 — Role Guides: Leadership and the Office (administration, the registrar, the accountant, IT...).

¢ The workflow chapters: daily attendance, exams/grades/publishing, timetable and allocation, communication and
announcements.

e The Mobile App chapter: installation, choosing the school, signing in, and device approval.

e The Quick Start chapter: signing in, changing the temporary password, and switching language.

Horizon International School
Learning Without Limits

Welcome Back!

“’Y/ ‘[V
Empowering students, parents and teachers to
achieve excellence every day.
Ga == 3=
p @
>
Login to Your Account
Enter your credentials to continue
! Email / Username
2, Enter your email or username
F 9 Password
&  Enter your password
- Remember me Forgot Password?

;‘

\ B Sign in from your phone (smart board) |

\ -~ ' Den't have an account?Contact your school
B Download the Android app
mmed & developed by Sami M.Saleem
@ = a * a@n w
Learn Connect Achieve Connect Achieve
New skills With others Your goals With others Your goals
(]

o5l Jpnss &bl
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Chapter 4

Role Guides: Operations and Families

This chapter is dedicated to the operational roles and the families: the Accountant, the Receptionist, the Bus Driver,
the operational staff (Cleaner / General Staff), and then the complete guides for the Parent and the Student — who

use the mobile app first and foremost.

Important: Everything you see in the menus depends on your permissions. If an item mentioned here does not
appear for you, it means your role does not hold its permission. Check with school administration or the IT

officer.

4.1 A Quick Look at the Roles in This Chapter

Role Name in the system Where they Default permissions
usually work
Accountant Accountant — cuwlxo Web portal Full finance + view students and families + reports +

cafeteria and school shop

Receptionist Receptionist — cabgo Web + app No default permissions — granted as needed
Jlasiwl

Bus Driver BusDriver — ol @lw Mobile app Transport view + calendar only

Cleaner Cleaner — wloas Jole App (time clock) No default permissions

General Staff — ple abgo App (time clock) No default permissions

Staff

Parent Parent — ,ol W9 Mobile app Messaging (view) only — sees their own children only

Student Student — b Mobile app Messaging (view) only — sees their own data only
4.2 The Accountant

4.3 The Accountant's Role in the System
The Accountant is the school's "finance office." Default permissions: view revenue, manage the fee structure, manage

invoices, manage payments, view students and families, view and export reports, calendar, documents, and

management of the cafeteria and the school shop.
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Important: Financial data is protected by a dedicated guard. Anyone who is not the Accountant or
Administration is denied entry to every finance screen with an explicit message. Recording payments in
particular is restricted to Administration or the Accountant role only — even if another employee was granted a

finance permission in the matrix.

The Accountant's sidebar menu includes the Finance section: the Finance Bridge, the Fee Structure (with its wings),

Accounting (the journal), the School Shop — plus Payment Requests in the Requests section.

Note: If the "Finance ERP" feature is switched off for your school in the feature flags, all fee screens disappear

from the menu. This is a deliberate setting, not a malfunction.

4.4 The Finance Bridge

u Horizon IS Search for students, staff, classes 2026 - 2025 SE en =) 9 ° System Administrator
& Finance bridge

Auto pull every minute (local copy)

In the books — 2026-2027

0 0 O¢g.a

app. The fee screens list pupils by their fee plan, so
. Open the families list

(@ Help Center

Sl

Purpose Synchronize the school's fee records with the accounting books, and exchange encrypted finance packages

(.sep files) with other systems. All accounting screens trace back to it as the parent page for finance.
Who can Administration and the Accountant (revenue-view permission finance.revenue.view ).

Before you start - Make sure the fee and payment data is complete for the day. - If you are going to import a .sep

package, obtain it from its official source only.
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Steps 1. Open Finance < Finance Bridge (path /finance-bridge ). 2. Review the dashboard: amounts are shown
converted to the system currency (at the exchange rate on receipt or the system rate). 3. Click Sync now to run an
immediate synchronization between fees and the books, and Refresh to refresh the view. 4. To manage the
encryption key: Generate / Rotate / Pin key — create a key, rotate it, or pin it. 5. To import a package: Choose .sep
file, then review the preview, then Apply + notify families to apply it and notify the families. 6. Use Link suggestions

to match unlinked records.

Expected result The accounting books and the students' fees match, and any imported package is reflected on the

families' balances with the families notified.

Common mistakes - Rotating the key without coordinating with the other party — old packages will no longer open. -

Applying a .sep package from an untrusted source.

Troubleshooting - "l can't see the page": your role does not hold finance.revenue.view — check with

Administration. - The package fails to open: make sure the current key is the same key as the sending party's.

Related topics Fee Structure - Record a Payment - Finance Reports

4.5 The Fee Structure and Fee Assignment

; ; System Administrat
n Horizon IS Search for students, staff, classes. 2024 - 2005 S en =] Q ° ystem Administrator

m Assign fees & Discounts setup ® Students fees il Expected revenue Fee collection T Instaliments
o+ &% Students fee: & o 1 It
P— CED) o) () (E s

Year settings

Schaol year Total school days Manths roratior
2026-2027 0 0 Full year

Fee components | 4, Create standard companents N + Add compenent

(@ No fee components yet. Create the standard ones to start
.

. /| a

@ Help Center .

Pgwll JSoo

Purpose Define the components of the annual fees, set the amount for each stage/grade, then finalize each student's

fee with their discounts.
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Who can Administration and the Accountant (permission finance.fees.manage ).

Before you start - Administration's decision on the year's amounts and discounts is ready and in writing. - The

current academic year is set in Settings.

Steps 1. Open Finance < Fee Structure ( /finance/fees ). The page is a hub with pill buttons at the top of the
screen: Fee Structure, Installment Assignment, Discount Setup, Student Fees, Expected Revenue, Fee Collection,
Installments. 2. In the Year Settings card: set the academic year, the number of days and months, and the pro-rating
method (none / by months / by days), then save. 3. In the Fee Components card: click the button to create the
standard components, or add a component manually (Arabic/English name, source: manual or meals-linked, whether
it accepts discounts, active). 4. In the grades table: enter the amount of each component for each stage/grade, then
Save (kas). 5. Move to the Discount Setup pill ( /finance/fees/discounts ): add the named discounts
(Arabic/English, active), including the sibling discount, then save. 6. Move to the Installment Assignment pill

( /finance/fees/assign ): pick the student, review their computed fee, apply the discounts, finalize the final fee and
save. 7. After auditing: use the audit button to lock the student's fee for that year. The lock prevents unintended edits,

and Administration can reopen it.

Expected result Every student has a clear final fee with their discounts, and the Expected Revenue report

( /finance/fees/report ) reflects the numbers directly, with a print button.

Common mistakes - Entering the amounts in the table and forgetting the save button before leaving the page. -
Editing a component after collection has started — better to add a new component instead of changing the old one. -

Leaving a discount inactive and then wondering why it does not appear in assignment.

Troubleshooting - "The menu doesn't show the Fee Structure": the finance feature is off, or the permission is

missing. - "The student's fee is locked": it has already been audited — ask Administration to reopen it.

Related topics Record a Payment - Family Balances - Payment Requests
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4.6 Record a Payment and Issue a Receipt

i P sz System Administrator
a hox! zom B Search for students, staff, classes 2094 - 2025 S en 2] Q °
i Fee structure Assign fees & Discounts setup ® Students fees 4l Expected revenue Fee collection

installments
= 0 Dinar & 0 Dinar © 0 Dinar

Qutstanding only

Parent Allen
Parent Anderson
Parent Baker
Parent Brown
Parent Clark
Parent Davis
Parent Evans
Parent Green

Parent Hall 0 Dinar

Darant il

@ Help Center

blwdVI dili

Purpose Record family payments against installment plans, and issue an automatic receipt number for every

payment.

Who can Administration or the Accountant only. This is a restriction at the role level itself; anyone else who tries

sees the message: "Recording payments is restricted to the finance office."

Before you start - |dentify the paying family (payments are recorded at the family level, not per individual student). -
Know the payment currency (dinar or dollar) and the exchange rate saved in the system. - Confirm the cash box
(uuSgeul) the payment will be deposited into.

Steps 1. Open Finance < Fee Structure — Installments ( /finance/installments ). 2. In the left panel: search for the
family (there is an "Outstanding only" filter). Select the family. 3. If the family has no plan yet: click Set Plan (aya=
dhJl) and split the fee into payments. 4. Click Record Payment (d=9> Ju=wws). In the dialog enter: the date, the
amount, the currency (dinar/dollar — converted automatically at the saved exchange rate into the school's main
currency), the payment method, the cash box, notes, and optional attachments (up to 4MB per file). 5. Save. The
system issues an automatic receipt number in the form R-yymmdd-#### and the message "Payment recorded ..."
appears. 6. To print the family's account statement: the Print Statement (waisJI deldb) button on the same page. 7.

To send a reminder about overdue installments: the send-reminders button.
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Expected result The payment appears in the payments list (receipt number, date, amount, equivalent in the main
currency, method, cash box), the family's balance updates immediately, and the parent sees the amount in their app

(view only).

Warning: A locked payment (shown with a % mark) cannot be deleted. Check with Administration if you need a

correction — corrections are made with a reversing entry, not by deletion.

Common mistakes - Recording the payment against the wrong family when names are similar — verify the family
number and its children before saving. - Choosing the wrong currency; conversion runs at the saved exchange rate,

so review the equivalent before saving. - Forgetting to pick the correct cash box, which throws the box session off.

Troubleshooting - "The Record Payment button doesn't work / is hidden": your account is neither Accountant nor
Administration. - "The equivalent amount is wrong": the saved exchange rate is stale — update it from the finance

settings before recording.

Related topics Vouchers - Payment Requests - Family Balances

4.7 Vouchers and the Journal

n Horizon IS Search for students, staff, classes 2026 - 2025 S en 9 Q ° System Administrator
Vouchers i Receipt Voucher

® Mo vouchers issued yet.
\ J

@ Help Center I

Olasdl

Purpose Issue the official receipt and payment documents, and record daily entries in the accounting books.
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Who can Administration and the Accountant ( finance.revenue.view ).

Before you start - Create the chart of accounts the first time from /finance/accounts using the create-default-tree
button (or import it as CSV). - Set up the cash boxes from Accounting Setup ( /finance/setup ) — the add-box

button.

Steps 1. Open Finance — Accounting ( /finance/journal ) — the journal. Pills at the top of the page take you to:
Chart of Accounts, Financial Statements, Vouchers. 2. For a manual entry: click New Entry / 3032 2.8 and fill in the
debit and credit sides. 3. For vouchers: open Vouchers ( /finance/vouchers ) and choose Receipt Voucher (iw
vaxd) to receive cash, or Payment Voucher (W0 Jiw) to pay it out, then print the document. 4. For statements: open

Financial Statements ( /finance/reports ) to view the accounting reports.
Expected result Tidy entries in the journal, and official printed vouchers for every cash movement.

Common mistakes - Issuing a receipt voucher instead of recording an installment payment: installment payments
are recorded from the Installments screen so the family's balance shows correctly — the voucher is a document, not

a substitute for recording.

Troubleshooting - "The tree is empty": it has not been created yet — the create-default button in

/finance/accounts .

Related topics Record a Payment - Finance Bridge
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4.8 Payment Requests from Families

a Horizon IS Search for students, staff, classes 2094 - 2025 S en 2] Q ° Ssten Administrator

Payment Requests

Family Amount Method Nate Reguested Status Actions

No payment requests.

@ Help Center

23l wldb

Purpose Process the "l paid / | will pay" notices coming from the parents' app.
Who can Anyone holding finance.payments.manage (the Accountant and Administration by default).
Before you start Verify that the cash has actually arrived (cashier, transfer...) before taking any action.

Steps 1. Open Requests — Payment Requests ( /payment-requests ). 2. Review the request: the family, the declared
amount, the note. 3. Click Acknowledge (eMiwl) to confirm you have seen it, or dismiss the request if it was a

mistake. 4. Then actually record the payment from the Installments screen — a separate and mandatory step.
Expected result The request leaves the waiting list, and the real payment is recorded with its receipt in Installments.

Warning: The "Acknowledge" button does not record any money. Without the recording step in Installments, the

family's balance stays exactly as it was.
Common mistakes - Settling for the acknowledgment and not recording the payment — the most frequently repeated
mistake on this screen.
Troubleshooting - The page is hidden: the finance feature is off or the permission is missing.

Related topics Record a Payment
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4.9 Finance Reports and Balance Follow-up

a Horizon IS Search for students, staff, classes 2024 - 2025 S en m L2 Q ° System fidminlstrator
& Famiy balances

O0g.a Oga Oga . 0/0 -

No plans or payments yet — press "Sync now" on the finance bridge first.

@ Help Center

Slg=ll 83u0)i
Purpose Follow up on collection and arrears, and print the reports.
Who can Administration and the Accountant.

Steps 1. Fee Collection ( /finance/fees/collection ): a read-only dashboard of collection activity. 2. Expected
Revenue ( /finance/fees/report ): a summary of the anticipated revenue with Print. 3. Student Fees

( /finance/fees/students ): each student's financial position with quick links. 4. Family Balances ( /family-
balances ): what remains due from each family; Refresh, Print PDF, and Remind debtors (n) (yxiudell ;uS35) buttons —
the reminder needs a second click to confirm. 5. General Reports ( /reports ): a cross-module report generator with

CSV download and printing (the Accountant holds report viewing and exporting).
Expected result An accurate daily picture of collection, and a printable debtor list with bulk reminders.

Related topics Fee Structure - Record a Payment

4.10 Extra Screens in the Accountant's Hands: the School Shop, the Cafeteria, and

Uniforms

The Accountant holds, by default, management of the School Shop and management of Meals:
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¢ School Shop (wgil=wl) ( /shop ): a point of sale that charges to the student's account — top-up-by-amount
button, scanning, product management ( /shop/products ).

 School Cafeteria (o=kwoll) ( /meals ): meal subscriptions per student (setting the status, managing non-

subscription reasons), and the weekly menu from /meals/menu — "Published" means families see it in the app.

e Uniform Store (sL;VI o) ( /uniforms ): uniform stock, bundles by stage, selling/issuing.

Tip: A fee component of the "meals-linked" type in the fee structure feeds automatically from the cafeteria

subscriptions — do not enter it manually.

4.11 The Receptionist

Purpose of the role An account labeled with the correct title for the front-office employee. The role has no default
permissions: no special screens automatically, and everything the receptionist needs is granted from the permission

matrix according to school policy.

What works immediately after the account is created? - Signing in to the web and the app (the general staff pages:
Home, Social Media, Circulars, My Leave). - The time clock in the app: any account linked to a staff record gets the
fingerprint + GPS clock-in/clock-out card — regardless of role. - Circulars ( /circulars ): reading Administration's
circulars and confirming with the Acknowledge button. - My Leave ( /my-1leave ): leave balance and submitting a
leave request.

An important point for families The Receptionist is on the "official contacts" list — they may be shown to families in
chats as the "School Office." For the receptionist to actually receive and reply to family messages, Administration

must grant them the messaging permission (view + send) from /admin/permissions .

Tip for Administration: Common permissions granted to reception depending on the school's needs: view
students, admissions and enrollment, calendar, messaging, pickup call ( /pickup — needs facilities view). Grant

only the minimum that suffices; the change takes effect at the employee's next sign-in.

Common mistakes - Being surprised by an "empty menu" after the first sign-in — this is normal; the menu grows with
every permission granted. - The first sign-in uses a temporary password, and the system forces changing it

immediately (at least 10 characters: uppercase + lowercase + digit + symbol).

Related topics The permission matrix — Administration chapter - Messaging_on the parent side

4.12 The Bus Driver

The bus driver works primarily from the mobile app. Default permissions: transport view + calendar. He sees his own

trips only; the full fleet map and the bus roster are reserved for the transport office and Administration.
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Important: The bus driver is on the "never shown to families" list — he never appears as a contact in the parents'

app.

The driver app tabs: Drive (8sLaJl) (driver mode), Notifications (wl,l=V1), My Account (l"_,.gluo).

4.13 Driver Clock-in (the Time Clock)

Purpose Prove daily attendance and departure with a fingerprint and a GPS location inside the school geofence.

Who can Every employee linked to a staff record — including the driver. The card appears at the top of his home

screen.

Steps 1. Open the app. At the top is the Time Clock card. 2. Tap Clock In (Jg>3JI Jazwus). 3. Confirm your fingerprint
when "Confirm your fingerprint to clock in" appears. 4. Wait for the location fix: "Pinpointing your location...". You must
be "Inside school range v" — otherwise "Move closer to the school location" appears with the remaining distance. 5.
When leaving: Clock Out (29,2l Jazuws) the same way.

Expected result The status line changes to "Inside since .., and the punch appears in the staff attendance log on the

web.

Warning: "Mock location" apps are detected and forbidden. When one is detected, this appears: "Mock location

detected — stop fake GPS apps" and the punch is not accepted.

Troubleshooting - "Out of range" while you are at the school: turn on high-accuracy GPS, stand in an open spot, and
try again. - Missed a punch? Submit a punch correction (de.a; Zazuai) and Administration approves it from the

punch-corrections screen.

4.14 Running a Trip — Driver Mode

Purpose Broadcast the bus's live location to the families and the school during the trip, and record each student

boarding and getting off.
Who can The bus driver (only the trips assigned to him). There is a web counterpart: Driver Mode /transport/drive .

Before you start - Make sure the transport office has assigned you today's route and its riders. - Charge the phone

and turn on mobile data and GPS.

Steps 1. Open the Drive tab — the Driver Mode screen. 2. Choose today's route (the morning trip or the return trip). 3.
Tap Start Trip (dl>) ixnl). 4. Location disclosure: the app shows an explicit disclosure dialog about sharing your GPS
location — read it and accept it. Broadcasting will not start without your consent, and while broadcasting a persistent
notification stays in the phone's status bar reminding you that the location is being shared. 5. At every stop, update
each student's status: Boarded (as0) / Got off (J;35) / Absent — did not board (wsle). Every update sends an alert to

the student's family — the message "Alert sent to the families." appears. 6. In an emergency: the emergency button,
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then choose the emergency type (breakdown, traffic...). The alert reaches the school. 7. At the end of the route: end

the trip. The Trip Summary appears: duration, distance, and counts of who boarded, got off, and was absent.
Expected result The families see the bus "Live" on the map with the estimated arrival time and their children's

boarding status moment by moment, and the school follows the trip on the fleet map.

Important — location privacy: Location broadcasting works during the active trip only. Ending the trip or closing
the screen stops the broadcast. No tracking outside working hours.

Common mistakes - Forgetting to end the trip on arrival — the broadcast stays on and drains the battery. - Marking a
student "Boarded" by mistake — correct the status immediately, because the family receives the alerts.

Troubleshooting - "The families don't see the bus": make sure you tapped "Start Trip", accepted the disclosure, and

that the persistent notification is showing. - The broadcast dropped: open the screen again and tap resume tracking.

Related topics Bus tracking on the parent side - Transport and Facilities chapter

4.15 Operational Staff — the Cleaner and the General Staff Member

Purpose of these roles Two roles with no default permissions at all: Cleaner (wloa3 Jole) and General Staff (cabgo
ple). Their existence guarantees that every employee at the school has a sign-in account labeled with their correct

role — for payroll, the time clock, and circulars — without opening any data screen.

What does this account do? 1. The time clock in the app: fingerprint + GPS clock-in/clock-out (the same steps as
the driver). Their punches feed staff attendance and payroll automatically. 2. Circulars: reading Administration's
circulars and acknowledging them. 3. My Leave: requesting leave and tracking its balance. 4. In the app they get the

short general interface: Home / Notifications / My Account.

Important — protecting the families: The cleaner, the general staff member, and the bus driver are on the "never
shown to families" list. Even if one of them is mistakenly assigned to a class section, their name will never

appear to parents as a contact. This protection is guaranteed in the system itself.

Tip for Administration: The cleaning shift roster is managed by Administration from /facilities/cleaning

(facilities management permission) — the worker themselves never needs access to that screen.

4.16 The Parent — the Complete App Guide

The parent uses the Horizon International School app on the phone. Everything they see is limited to their own
children, and their only permission is messaging (view) — they cannot create chat groups. App languages: Arabic
(default), English, Kurdish (Badini), Turkish, German, Swedish — switched from the flags on the sign-in screen or from

"My Account."
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4.17 Choosing the School

Purpose One app serves the whole the school group; the first step is choosing your school.

Steps 1. Open the app for the first time. The list of the group's schools appears (name, Arabic name, city, logo). 2.
Choose your child's school. The app checks the school server's connectivity before accepting the choice. 3. The sign-

in screen opens with your school's name and logo.

Tip: Picked the wrong school? On the sign-in screen the Change School (duw)aall ,uusi) button takes you back to

the picker — you will never get stuck.

4.18 Signing in with the Family Code

Purpose First-time sign-in with no email and no password — with an eight-character code the school hands you in

print (a slip or a QR card).

Who can Every family that received a code slip from the school. The codes are generated by Administration or the IT

officer.
Before you start - Collect the code slip from the school. The code is single-use only.

Steps 1. On the sign-in screen tap "Sign in with school code (duw)aall jo, Jo3J1)". 2. The "Enter the family code ¢*"
screen appears: type the code from the slip, or tap "Scan the barcode with the camera @i " and scan the card's QR. 3.
The app signs you straight in: your account is created, this phone is linked to the family, and it is trusted
automatically. 4. The app will offer enabling Quick Sign-in with fingerprint/face — "Enable quick sign-in?" — enable it

to make signing in easier later.
Expected result The parent home screen with your children's names.

Common mistakes - Typing an incomplete code or a code that was already used: "The code is invalid or already used

— request a new code from the school." appears.

Troubleshooting - New phone? The old code does not work — request a new code from the school (generating it

cancels the old one). - The camera won't read the QR: type the code manually.

Related topics Device Approval - My Account

4.19 Device Approval

Purpose Protecting the children's data: every phone is registered at sign-in, and the school approves the devices.

How does it work? - Signing in with the family code trusts the phone automatically. - Signing in with email and
password from a new phone may be held for school approval: the "Waiting for school approval" screen appears with
a "Back to sign-in" button. - The IT officer approves pending devices from his screen (Device Approvals) or from the

web portal.
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Important: The waiting screen is not an app error. Call the school so they approve your device, then sign in

again.

4.20 The Parent Home Screen

The app's bottom tabs: Home (&uwu)1) - My Children (L";.u;i) - Messages (Jilw)Jl) - Notifications (wl)l=iY1) (with an

unread counter).

From top to bottom on "Home": 1. The welcome card with the child switcher (if you have more than one child). 2. The
stories strip: the school's photo stories. 3. An overview card for the selected child with the important-alerts strip. 4.
Customizable mini cards. 5. The "More" services grid: Attendance - Report Absence - Cafeteria Menu - School
Transport - Installments & Payments - Notifications - Calendar - Appointments - Announcements - Class Feed (with a
new-items counter) - My Children's Teachers - Learning Resources - Documents (coming soon) - My Account - I've
Arrived for Pickup.

Tip — pickup call: When you reach the school gate, tap "I've Arrived for Pickup (wlsdaoW Eduog)”; your child is
called to the gate and the app responds with the waiting or called status.

Example: One child? The "Attendance" tile opens their record directly. More than one child? The children list
opens first.

4.21 The "My Children" Tab and Attendance Follow-up

In the My Children tab, for each child: an indicators row (Attendance - Average - Behavior Points) and tiles:
Installments - My Child's Bus - Attendance - Homework - Exams & Grades - Behavior - Documents (coming soon). The

student number is shown on the card.

To follow attendance: open the Attendance tile — a full daily record (present/absent/late/excused). An absence

appears the moment the teacher saves the register.

Related topics Reporting an Absence

4.22 Grades — Visible Only When Published

Purpose Letting the family see the child's report card after the school publishes it officially.

How does publication work? Grades do not reach families as they happen. The report card is prepared inside the
system, then passes a double administrative approval, then is published to all the stage's families at once. What you

see is a frozen copy as of the moment of publication.

Steps (in the app) 1. Open My Children — Exams & Grades to follow the exams, and My Reports (or the publication
notification) for the report cards. 2. When the "Report card published" notification arrives: open it from the same

screen. 3. On the web: My Reports /my-reports — a list of published cards only, with an open button per card.
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Expected result The official report card exactly as the school approved it.

Important: The family never sees unpublished grades at all. And if the account has withheld financial dues, the

card may be blocked until the position is settled — check with the accounts office.

Troubleshooting - "No cards": the school has not published yet — wait for the publication announcement. - Your

child's classmate's card appeared and your child's did not: most likely a payment hold — contact the accounts office.

4.23 Homework

Open My Children — Homework: the class's homework list with due dates and attachments. The family's follow-up

here is for viewing; electronic submission happens from the student's own account (the student guide).

4.24 Installments — View Only

Purpose Full financial transparency for the family: how much is due, how much was paid, how much remains.

Steps 1. From Home: Installments & Payments (or the Installments tile in "My Children"). 2. The Installments
Account screen shows: Total Due - Paid - Remaining. 3. The Student Plans section: each child's installment plan. The
Payments section: every payment with its currency (dinar/dollar) and method (cash/card/transfer/cheque). 4. For
inquiries: the "Contact the Accounts Office (wblw=l 6,15 2o Juolgill)" button opens a direct chat with the

accountant.

Important: The screen is view only — no paying inside the app. Payment happens at the school, the finance
office records it, and it appears here immediately.

Troubleshooting - "I paid but the payment doesn't show": make sure the payment was recorded at the finance office;

use the contact-accounts button.

4.25 Messages: Text, Voice, Photos, and Files

Purpose Direct, safe communication between the family, their children's teachers, and the school office.

Who can you message? The Messages tab shows: the School Office card ("General inquiries") at the top, then a row
per child with their teachers and a Message (dlwlyo) button per teacher. You only ever see your own children's
teachers and the official contacts (Administration, Accounts, the Clinic, Reception...) — by the system's design. From

the same screen you can open each child's timetable PDF.

Inside the chat - Text messages with Reply, Copy, Edit Message, Unsend, and reactions, plus typing, online, and last-

seen indicators, and Mute Notifications per chat.

Voice message

© 2026 SMS Kurdish — Sami M. Saleem Page 97 of 249



SchoolERP — School Management Platform Complete User & Training Manual

1. Press and hold the mic button and speak (WhatsApp style), or tap once to open a pinned recording bar with a live

waveform.
2. Lift your finger or tap send.

3. Maximum: 5 minutes or 3MB. The first time, the app will ask for microphone permission — accept it.
Attaching photos and files

1. Tap the + button (Attach / gl))).
2. Choose: Photo from gallery - Take a photo - Video from gallery - Record a video - Document.

3. Confirm sending from the preview dialog.

Accepted limits - Photos: up to 3MB — larger ones are compressed automatically on your phone before sending. -
Video: up to TOMB. Files: up to 5MB. - Only these document types are allowed: PDF - Word (doc/docx) - Excel
(xls/xIsx) - CSV - ZIP. The server inspects the file's real content, not its extension — disguised files are rejected. - PDF

files open inside the app with a built-in viewer.

Common mistakes - Trying to send a file in an unsupported format (such as apk or exe) — it will be rejected no

matter how the extension is changed. - Recording a voice message that is too long — it stops at the maximum.

Troubleshooting - "l don't see a particular teacher": only your children's current sections appear — if the teacher
changed recently, wait for the update or message the school office. - Voice messages don't work: check the

microphone permission in the phone's settings.

Related topics The Receptionist - Installments

4.26 Reporting an Absence

Purpose Officially notifying the school of your child's absence — instead of a phone call.

Steps 1. From Home: Report Absence (wl £M)). The "Report an Absence” screen opens. 2. Choose the child, write
the reason, set the period from / to, and add a note (optional). 3. Tap Send Request (wlkJl Jlwl). "Absence reported
V" appears. 4. Track the request's status on the same screen: the list of previous requests shows the status and who

handled the request.

Expected result The request reaches the school's Absence Requests list, is approved or rejected, and an approval is

reflected on the child's attendance record (excused absence).

Common mistakes - Reporting days after the absence — report ahead of time or the same morning whenever

possible.

4.27 Booking Appointments with Teachers

Purpose Booking a meeting slot with a teacher from the slots the teacher has published.
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Steps 1. From Home: Appointments (auclgoll). The "Parent Appointments" screen has two tabs: Available (d>UtioJI)
and My Appointments (l“s.xéclgo). 2. In "Available": choose a slot (its duration in minutes is shown, plus an Online
badge if it is virtual) and tap Book (;==). 3. Choose the student concerned, add a note if you wish, then Confirm
Booking (jx=J1 3usU). "Booked successfully” appears. 4. Your confirmed appointments are in the My Appointments

tab; cancellation is from there, with a confirmation message.

Common mistakes - Booking a slot for the wrong child when you have several — double-check the student's name

before confirming.

4.28 Tracking Your Child's Bus

Purpose Knowing where your child's bus is moment by moment, and whether they boarded or got off.

Steps 1. From Home: School Transport ((w)all Jail) (or the My Child's Bus tile in "My Children"). On the web:
/transport/my-bus . 2. The Bus Tracking screen shows today's trip: the morning trip or the return trip. 3. During an
active trip a Live (,ulwo) badge appears on the map, plus two estimate lines: "Arrives at school in ..." and "Arrives at

your home in ...". 4. Your child's status is under the map: Boarded [ - Arrived 4 - Did not board.

Expected result Complete peace of mind with no phone calls: alerts reach you automatically on boarding, getting off,

and when the bus approaches.

Troubleshooting - "No bus is currently assigned.": your child is not assigned to a bus — check with the transport

office. - "The bus is not moving right now.": no trip is active at this moment — normal outside trip times.

4.29 My Account and Requesting Account Closure

In My Account: changing the photo (gallery/camera/remove) - language - fingerprint / face sign-in - Check for

Updates - the app version number - Sign Out.
Leave / account-closure request
Purpose The family's right to request closing the sign-in account (an app-store requirement).

Steps 1. In "My Account" open "Request to Leave / Close Account (wlw=dl Mgl / 3yslko wdb)". 2. Write the reason
(optional) and confirm from the confirmation dialog. 3. The request appears with a "Pending" status. You can back

out with the Withdraw Request (i)l w=w) button as long as it is pending.

Expected result The request reaches the school office (the account-closure-requests screen). Nothing changes
before the school approves. On approval, only the sign-in account is closed: no signing in afterwards, sessions are

ended, and notifications stop — the student's school records remain complete and nothing is deleted.

Important: Staff accounts are not closed from the app — the school created them, and closing them goes

through the administration office.
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4.30 The Parent Web Portal

@ Horizon International School
Learning Without Limits

Welcome Back!

Empowering students, parents and teachers to
achieve excellence every day.

p-

Learn
New skills

)

Connect
With others

Ly

LA

Email / Username

2, Enter your email or username
Password

&  Enter your password

Remember me

Complete User & Training Manual

Ly

Login to Your Account

credentials to continue

Forgot Password?

B Sign in from your phone (smart board) |

Achieve Connect
Your goals With others

dyloal) Jo )l Jyzns

Don't have an account?Contact your school

rogra

B Download the Android app

eloped by Sami M.Saleem

The parent can use the web portal with the same account. A fixed short menu: Home ( /parent — a card per child

with links to medical documents, leave requests, attendance, and the report card) - My Child's Bus - Messages &

Chats - Calendar - My Reports.
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“ Horizon IS Search for students, staff. classes. 2026 - 2025 = en Q o Robert Anderson

My Children £} (0 wesical socuments ) () Requestleave |

o James Anderson

87% +5 —_

88 Dashboard

(@ Help Center

asll e poll Jg gl

Note: The first browser is trusted automatically when the school requires device approval; an additional browser

may wait for the school's approval (the same rule as the phone).

4.31 The Student

The student mostly uses the app, and has a short web portal. Their permission: messaging (view) only — they cannot

create groups. They see their own data only.

4.32 The Student App Tabs

The bottom tabs: Home (duusyl) - Schedule (Jga=dl) (the weekly timetable) - Messages (J5lwyll) (the student's
contacts — "Tap to start a chat") - Notifications (wl)l=Y1) (with the counter) - My Account (GPlw=).

On "Home": a greeting + indicators (attendance, exam average, grade) + a Live Quiz banner when your teacher runs a
live quiz + a quick actions grid: Schedule - Calendar - Homework - Exams - Grades - Attendance - Class Feed - My

Teachers - News - Library - Learning Resources.

Homework (electronic submission): 1. Open Homework and choose the assignment. The due date is shown. 2. Tap

Submit (ealui) and attach your work. 3. On success, Submitted v appears; you can Resubmit before closing.

© 2026 SMS Kurdish — Sami M. Saleem Page 101 of 249



SchoolERP — School Management Platform

Complete User & Training Manual

Grades: the My Grades (il>)>) screen shows the average per subject and the overall average — as far as the school

has made available; for the official report card see My Reports.

4.33 My Attendance

nts, staff, classes.

My Attendance

&4 87% @ 12

15 Days Recarded
Monthly Breakdown

August 2026 2

@ Help center

LS)

2024 - 2025

Purpose Letting the student view their complete attendance record.

87%

Recent Records

Fri, 21 Aug 2026

Thu, 20 Aug 2026

Wed, 19 Aug 2026

Tue, 18 Aug 2026

Mon, 17 Aug 2026

Fri, 14 Aug 2026

Thu, 13 Aug 2026

Wed, 12 Aug 2026

Tue, 11 Aug 2026

Mon, 10 Aug 2026

Fri, 7 Aug 2026

Thu, & Aug 2026

Wed, 5 Aug 2026

Tue, 4 Aug 2026

Mon, 3 Aug 2026

o o Grace Allen

\: () Request leave \

{
©

[

Steps 1. In the app: the Attendance tile. On the web: My Attendance ( /my-attendance ). 2. Review the days: present /

absent / late / excused. 3. The Request Leave (3;

>l wdb) button on the page submits an advance absence request.

Expected result A record matching the school's registers — raise any objection to the homeroom teacher

immediately.
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4.34 My Reports

a Horizon IS Search for students, staff, classes. 2024 - 2025 S en Q o Grace Allen

Report cards

@ Help Center

L,{S):?)Laj .

Purpose Showing published report cards only.

Steps 1. Open My Reports ( /my-reports on the web, and the reports section in the app). 2. Tap Open (zi8) on the
card you want.

Important: The card appears only after the school's official publication, and it may be blocked when there are

withheld financial dues — the same rules as the parent.
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4.35 The Library Catalog

: . . ! Grace Allen
m Horizon IS Search for students, staff, classes. 2024 - 2025 E : EN o °

Library

BROWSE THE LIBRARY MY BOOKS

All categories

A Brief History of Time Charlotte's Web Diary of a Wimpy Kid Harry Potter and the Matilda National Geographic Oxford English
Philaesopher's Stone Atlas Dictionary
Available Auailable Available Available
Available Avallable Avallable
—— —_— —_—
The Famous Five The Gruffalo The Hobbit
@ Help Center
Available Auailable Available

Purpose Browsing the school library's titles.

Steps 1. From the student menu choose Library (dsisell) — the catalog page opens at /books (the browsing version,
not the librarian's screen). 2. Search and browse the available titles. 3. Borrowing itself is done with the librarian at

the school.

4.36 Related Topics for the Whole Chapter

e Administration chapter: the roles and permissions matrix ( /admin/permissions ) — it is what controls what every

role here sees.
e The extended Finance chapter: the full fee cycle from the structure to the receipt.
e Transport and Facilities chapter: the fleet map, the bus roster, the geofence.
e Communication chapter: the school's official channels and the class feed.

e Grades chapter: the two-approval publication gate and the payment hold.
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Chapter 5

Module Guides: People & Academics

This chapter walks through the Students & Families and Academics modules of the web portal, one module at a
time. For every module you will find: its purpose, who can use it, the key screens, numbered step-by-step actions,

and the common mistakes with how to fix them.

Important: What appears in your sidebar depends on your permissions. If a screen described here is missing for
you, you most likely do not hold the required permission — ask your system administrator. Leadership roles

(Principal, School Owner, Administrator) see everything.

Modules in this chapter:

1. Students — register, add/edit, profile, documents, placement & promotion
2. Families — directory, sign-in codes, balances
3. 1D Cards
4. Classes & Sections
5. Timetable — view, Studio, teacher allocation, substitutions, tools
6. Homework
7. Exams
8. Grades — gradebook, schemes, the publication gate
9. Library,
10. Lesson Plans & Resources
11. Classroom Tools
12. Recognition Wall

5.1 1. Students

Overview

Purpose: Manage student records from first enrolment to graduation: core data, family links, required documents,

and placement into class sections.

Who can: Anyone holding the view-students permission ( students.view ) sees the register — by default that
includes Teacher, Form Tutor, Head of Department, Head of Section, Registrar, Accountant, Nurse, and Safeguarding
Officer. Creating, editing, importing and exporting are for the Registrar and management only. Deleting a student is a

management-only permission held by no ordinary role.

Key screens: Opening Students from the sidebar shows pill tabs at the top of the page:
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Pill Route Who

Students (register) /students anyone with students.view
Admissions /admissions Registrar & management

Class placement /students/placement management or students.edit holders
Student Files /student-documents management or students.edit holders

=y System Administrator
2024 - 2025 =S BN o 0 °
@ & Admissions & Class placement ¢ Student Files B Leavers

P (o o) [ - ™ =
Students Archived pupils ¥ Export \\ ;XEE./\ I\ ® CLASS ROSTERS PDF/\ Import Excel Add Student

u Horizon IS

12, Students

@ Fambes S, 20 © 19 O 1 10 10

B3 IDCards

Year Group Class Gender Status ) ) ) )
All Year Groups All classes All Genders All Status (& allergy ) (8 Attendance <a0% )
Student Year / Class Gender Date of Birth Status Actions

Grace Allen £1.200  87%
Yeard - A Female 30 Mar 2015 @ @
James Anderson 1200  87%
Year7-A Male 12 May 2012 @ (]
George Baker 12,575
& Year8-A Male 14 Jan 2012 @ @
@ Willam Broun & (875 Year7-A Male 08 Nov 2012 @ @
' M Clark b, (C3200 Yoar6- A Female 15 Jul 2013 [ acive ] ®
Olivia Davis  £1.200  87%
I Year &~ A Female 30Jun 2015 [ aciive ] ®
@ Help Center I
Lucas Evans  87% N
Year7-A Male 03 Sep 2012 @ [

Students register

The student register

Page /students is the student directory: a searchable, filterable table (by name, class, status...).

Main buttons:

¢ Add Student — opens the new-enrolment form.
e Export — exports the current list to Excel.
e Class rosters PDF — prints ready-to-hand-out section rosters.

o Clear filters — resets the table to the full view.

Tip: Clicking any student's name opens their full profile directly.
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Adding a new student (with their family)

Purpose: Register a new student and create or link their family in a single step — the form is deliberately minimal,

with sensible local defaults.
Who can: Registrar and management ( students.create ).

Before you start: - Have the student's name in Arabic and English, date of birth, and year group ready. - Have the
father's name and phone (both required for a new family). - If the student has a sibling already enrolled, know the

existing family's name — you will not re-enter the parents' details.
Steps:

1. Open Students from the sidebar and click Add Student. The page /students/add opens, titled "Add New Student
& Family".

2. In Student basic information enter: the full name in English and in Arabic (one box each; the system splits it into
first/middle/last automatically), gender, date of birth (age is calculated automatically), nationality, religion, blood
type, and phone.

3. Choose the Year Group — required; the student cannot be saved without it.

4. Where relevant, enter medical notes, allergies, and SEN needs.

5. In Family information take one of two paths: - Existing family (sibling enrolment): search for and pick the family
— the student inherits the parents automatically. - New family: fill Father information (name and phone required),

Mother information, and the family address and city.

6. Click Save student.

Expected result: The student record is created and linked to their family, and you land on the new student's profile. If
the enrolment was started from an application in the Admissions screen, the application automatically advances to

the Enrolled stage.

Example: To enrol "Demo Student" as a sibling of an existing pupil: Add Student — enter their details — "Existing

family" — search "Demo Family" — Save student. You are never asked for the parents' details.

Common mistakes:

¢ Creating a brand-new family for a second sibling instead of choosing "Existing family" — this produces two
separate families and two different sign-in codes for the same household. Fix by re-linking the student to the

correct family before distributing sign-in codes.
e | eaving the Year Group empty and wondering why saving is refused.

e Typing the three-part name into separate boxes manually — it is one box; the system does the splitting.
Troubleshooting:

e A message asking for a guardian: a new family requires at least one parent (father: name + phone).

e You cannot see the Add Student button: you do not hold students.create — ask management.
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Related topics: Family sign-in codes, Class placement, the Admissions chapter.

Editing and deleting a student

1. From the register open the student's profile and click Edit Profile (or go directly to /students/{id}/edit ).
2. Change the fields you need. The name is one box per language and is split automatically on save.

3. Click Save Changes.

Warning: The Delete button on the edit page deletes the student record and is available to management only. A
leaver or graduate is never deleted — their status is changed (Graduated/Left) so the academic record is

preserved. Deletion is only for records entered by mistake.

The student profile

Page /students/{id} — the Student Profile — is the full file: details, safety contacts, and quick links. Buttons: Back

to Students, Safety contacts, Edit Profile.

Student Files (required documents)

Purpose: Track the documents required from each student (ID, photos, certificates...) — what has been uploaded and

what is still missing.
Who can: Management or students.edit holders.

Steps:

1. Open the Student Files pill ( /student-documents ).

2. To define a new document required from everyone, click New requirement.

3. Switch between the Uploads and Missing tabs.

4. On any uploaded file: Download file to review it, then Accept if correct, or Ask to re-upload if unclear.

5. The Remind missing (n) button sends a notification to every family that has not uploaded yet — the number in

brackets is how many are behind.

Expected result: A clear board showing completion, with families receiving reminders without manual messaging.

Common mistakes: Accepting files without opening and checking them — acceptance removes the student from the

missing list for good.

Class placement

Purpose: Distribute unplaced students across their year group's sections, balanced by count and gender.

Who can: Management or students.edit holders.
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Before you start: Make sure the sections themselves exist in the Classes module, and every student is registered in

the correct year group.
Steps:

1. Open the Class placement pill ( /students/placement ).
2. Set the target section size.

3. Click Distribute for one year group, or Distribute all for everything at once. The system only touches unplaced

students — anyone already placed is never moved.

4. Review the result. Use Remove from class to pull a student out of a section, and Undo last move to reverse the

latest change.

5. When satisfied, click Approve & lock to fix the placement. Unlock remains available to management if a later

change is needed.

Expected result: Every student in a section, with balanced numbers and gender mix, and the placement locked

against tampering.

Common mistakes: Running distribution before all required sections exist, so the few existing sections fill beyond

capacity.

Related topics: Classes & Sections, Year promotion.

Year promotion and transfers

End-of-year promotion runs from the Year rollover screen ( /year-rollover ) — management only: the page lists
every class with a proposed destination (7A — 8A; the top year proposes ® Graduate), you adjust the destinations
freely, then type RENEW in the confirmation box and click Run rollover. A whole-year rollover also exists in Settings —

Academic Year.

Important: Before any rollover, run Archive year results from Settings so final results are snapshotted. Rollover

clears all class assignments — sections are re-formed afterwards via Class placement.

There is no separate "transfer student” wizard: a leaver's status is changed on the student edit page, and closing the
family's sign-in accounts goes through the Account Closure Requests screen. Full details are in the Administration

chapter.

5.2 2. Families

Family directory and profile

Purpose: Manage family files: members, contacts, linked students, and app sign-in codes.
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Who can: families.view holders — by default management, the Registrar (with create/edit), Head of Section,

Accountant, and IT staff (specifically for sign-in codes).

Screens: The Families page ( /families ) has a toggle between two views: Families (the directory) and Family sign-
in codes. Buttons: Add Family, Export Excel, Families directory PDF, and View to open any family's profile

( /families/{id} ), where you find the members, linked students, and an Edit Profile button.

n Horizon IS Search for students, staff, classes, 2026 - 2025 SE en =] 1] ° System Administrator

Families ( -Enlfda‘atnnﬁrn‘atmns] [! :lpnrl] +  Add Family

Jo

o
20 20

Fe N . - Y
(% EXCEL ) ( ® FAMILIES DIRECTORY PDF )
. AN J

Family Number Primary Cantact Phone Home address City Children Actions

FAM-2018-0006 Parent Brown +44 7700 900000 London o
FAM-2018-0012 Parent Walker +44 7700 900000 London °
FAM-2018-0018 Parent Young +44 7700 900000 London o
FAM-2013-0001 Parent Anderson +44 7700 200000 London o
FAM-2013-0007 Parent Wilson +44 7700 900000 London °
FAM-2013-0013 Parent King +44 7700 900000 London o
FAM-2013-0019 Parent Hill +44 7700 200000 London o
(® Help center
FAM-2020-0002 Parent Johnsan +44 7700 900000 London o

Families directory
Family sign-in codes
Purpose: The code is the family's key into the mobile app with no email or password: a printed slip with an 8-
character code (or QR), used once, which links the family's phone to their account.
Who can: Management and IT only.

Before you start: Have the printer ready — the code appears as text exactly once, at generation time; it is then stored

hashed and nobody can retrieve it later.

Steps:
1. Open Families and switch to the Family sign-in codes view (also reachable at /family-codes ).
2. Choose: Generate for a class (codes for one section's families) or Generate for ALL families.

3. Printing opens immediately: Print slips (PDF) — one slip per family carrying the code and a QR.

4. Distribute the slips to families (with the students, or at a parents' meeting).
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5. Parent side, in the app: login screen — Sign in with school code — type the code or Scan the code with the

camera i . Ihe account is created and that phone trusted automatically.

6. For a single family (new phone, lost slip): the New code [=] # button next to the family — it generates a fresh

code, invalidates the old one, and prints an A6 QR card.

Expected result: After generation the board shows only who holds a live code, its expiry, and whether it was used — it

never shows the code text.

Common mistakes:

e Closing the print window before printing, assuming the code can be shown again later — it cannot; generate a

new code.

¢ Sending a photo of the slip in public groups — the code opens the family's account; hand it over in person orin a

private message to that family only.

e Generating a new code "to test" while the old slip is already distributed — the new one invalidates the old

immediately and the family's sign-in fails.
Troubleshooting:

e The family reports "code invalid or already used": the code was consumed or superseded by a newer one —

generate and hand over a fresh code.

e New phone for the same family: an old code is never reusable — a fresh code is mandatory, or device approval via
IT.

Related topics: the Mobile App chapter (family sign-in), the Administration chapter (device approvals).
Family balances

Page /family-balances shows the outstanding amount per family. Buttons: Refresh, Print PDF, and Remind debtors

(n) — which requires a second press to confirm before notifications go out.

Important: This is a finance screen — only the finance office (management and the Accountant) or holders of
the revenue-view permission can open it. Recording payments themselves happens on the Installments screen

(Finance chapter).

5.3 3. ID Cards

Purpose: Design and print student and staff ID cards.
Who can: idcards.manage holders — by default the Registrar and management.

Screen: The ID Card Designer ( /id-cards ) — a two-sided design canvas (front and back).
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u Horizon IS Search for students, staff, classes 2024 - 2025 S en 2] @ ° System Administratar

ID Card Designer =
For Template ) Preview with
Students Student ID Card (WD Grace Allen

e =3
© DataField Horizon International School
STUDENTIDENTITY CARD
B Photo
Grace Allen
82 QRCode fearki-a
O Rectangle %%
@ Logo
Template name
Student ID Card
w H
~
340 214
v

B3 Background image

© Upload schaol logo

(@ Help Center

ID Card Designer
Steps:

1. Click New to start a design.

2. Drag elements onto either side: static Text, Data Field (auto-filled from each student's record: name, class...),
student Photo, QR Code, Rectangle for colour blocks, and the school Logo.

3. Click Save to store the design.

4. Click Print Cards and choose the target group — the system produces one card per person with their real data.

Common mistakes: Typing a specific student's name as static text instead of using a Data Field — every card then

prints with the same name. Static text is for generic wording only (e.g. "Student Card").

Related topics: The student register (student photos are uploaded on their profiles).

5.4 4. Classes & Sections

Purpose: Create and manage class sections (year group + section letter). Year groups themselves (Reception, Year

1...) are pre-seeded by the system and are not created manually.

Who can: classes.view holders can look (Teacher, Form Tutor, heads, Registrar). Creating and editing sections is

management-only (Head of Section also holds classes.manage ).
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Screen: Classes ( /classes ) — the section list with stat cards on top: total classes, year groups, average size, and

capacity used %.

i f System Ad trat
m Horizon IS Search for students, staff, classes. 2094 - 2025 S en o 0 ° ystem Administrator
Classes UL+ Add Class

Class Year Group Room Students Actions

Reception A Reception Room D1 2/30 ==
Year 1A Year 1 Roam 02 1/30 =
Year2 A Year 2 Roam 03 0/30
Year3A Vear 3 Roam 04 0/30

Year 4 A Year 4 Room D5 2730 =
Year5 A YearS Room D& 1/30 =
Year6 A Year & Room D7 2/30 ==
Year7A Year 7 Roam 08 3/30 =
@ Help Center Year8A Year 8 Room 09 3/30 w—

Year9 A Year 9 Roam 10 3/30 =

0000060860

Classes

Creating a section

Before you start: Know how many sections each year group needs this year, and each section's capacity.

Steps:

1. Open Classes and click Add Class.

2. In the dialog: pick the Year Group, type the Section (a single letter such as A — automatically uppercased), the
Capacity (default 30), and the Room.

3. Save. The section is automatically attached to the current academic year and its display name is built (e.g. Year 7
A).

4. Edit or delete via the row icons. The edit dialog also sets the per-class student permissions: student comments,

student chat, and the attendance mode.

Expected result: A ready section that appears in class placement, the timetable, and the attendance register.

Common mistakes: Trying to create a duplicate — the system refuses with an explicit message (e.g. "Year 7 - A
already exists"). Also note the year group is locked when editing: a section cannot be moved to another year group;

create a new section and move the students.
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Subjects

The subject list per year group is managed on the Subjects page ( /grades/subjects ) — it feeds the timetable,
teaching assignments, homework and exams. Editing is management-only (teachers see it read-only). Buttons: Add

Subject, Copy From Year Group, and a link to the grading scheme.

Related topics: Class placement, Teacher Allocation.

5.5 5. Timetable

Purpose: Build the weekly timetable for every section, teacher and room, and manage absence cover.

Who can: classes.view holders can open the view page. The building screens (Studio, Substitutions, Tools) are for
"builders": management, or holders of academics.timetable.manage Or classes.manage — by default the Head of

Department and Head of Section in addition to management.

Screens (pill tabs at the top):

Pill Route Who

Timetable (view) /timetable anyone with classes.view
Timetable Studio /timetable-studio builders

Teacher Allocation /timetable/allocation builders

Substitutions /substitutions builders

Timetable Tools /timetable-tools builders
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n Horizon IS Search for students, staff, classes. 5024 - 2025 SE en o o ° System Administrator
Timetable Studio £ Teacher Allocation (5 Substitutions ¢ Timetable Tools
e fecszten®t 7 ‘ ‘ it ‘ | s o ] | | o ‘ m

Science Arabic Mathematics

PE English Science

Mathematics PE

Timetable health 30/30

) (mathematics-4 ) (PE-4) (arabic-3) (English-3) Amy Green

(@ Help Center

Timetable view

Important: The period length and the school time zone are set in Settings ("Period minutes"). Every teacher sees

their own grid at /teacher-timetable and in the mobile app.

The view page

/timetable : pick a section to see its week. Buttons: Edit timetable / Done editing (cell-by-cell editing), Teacher
Allocation, Suggest timetable, Generate whole school, Upload PDF / Remove PDF (to display an externally designed

timetable), the View grid / View PDF toggle, Print, and Clear period.

Teacher Allocation

Purpose: Decide who teaches each subject in each section and how many lessons per week — this is the "fuel" for

auto-generation in the Studio.

Steps:

1. Open the Teacher Allocation pill and pick the section.
2. For each subject: choose the teacher and the weekly lesson count.
3. Pick the Class teacher from the dropdown.

4. Click Save.

Expected result: Each subject's lessons appear in the Studio's unplaced-lessons "tray", ready to be placed onto days.
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Common mistakes: Forgetting the weekly lesson count (it stays zero), so the subject never appears in the Studio at

all.

Timetable Studio

Purpose: The advanced builder: conflict checking, teacher availability, auto-generation, and aSc import.

Before you start: Complete Teacher Allocation for all sections, and set the period length in Settings.

Steps:

1. Open Timetable Studio ( /timetable-studio ).
2. Choose the view mode: Class / Teacher / Room, then pick the target.

3. Manually: click any cell (day + period) to add or edit a slot — the dialog asks for Subject, Teacher and Room. Each

slot has a lock % (protects it from auto-generation) and a delete button. Unplaced lessons wait in the tray.
4. Generation rules: the == Rules button sets generation constraints; © Availability records teacher unavailability.
5. Automatically: © Auto-fill this class fills one section, or gf: Generate whole school — a confirmation dialog
warns that it replaces the existing board.
6. Watch the conflicts banner at the top: " .1, Conflicts" with a count, or v No conflicts".
7. & Print: per-class PDF (door card), one teacher's week, or all classes (the school book).

8. & aScimport: upload an aSc Timetables file, review the match preview (matched/unmatched classes and

teachers), then apply — the import replaces the board.

Expected result: A conflict-free timetable, printed per class and teacher, instantly visible to every teacher, student and

parent.

Common mistakes:

e Running "Generate whole school" after hours of manual work without locking the important slots — generation

replaces everything unlocked. Lock what you want kept first.

¢ Ignoring the conflicts banner — a conflict means a teacher is in two places at once.

Troubleshooting:

e The tray is empty although the timetable is incomplete: check the lesson counts in Teacher Allocation.

e An aSc import leaves subjects without teachers: check the preview page — unmatched entries need manual

name matching, then re-import.

Substitutions

Purpose: The daily cover board: record a teacher's absence and assign cover lesson by lesson.
Steps:

1. Open Substitutions ( /substitutions ).
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2. Click Record to log a teacher absence (multi-day absences supported).

3. Next to each uncovered lesson click Assign and pick the cover teacher — the fairness counters show how much

cover each teacher has already carried, so the load is spread evenly.

Related topics: Staff leave (Staff & HR chapter).

Timetable Tools

/timetable-tools : utilities, most notably the NOW board — click Show to see what every section is doing at this
very moment and who is teaching it. Useful for management when looking for a teacher or checking timetable

adherence.

5.6 6. Homework

Purpose: Create and track homework; students submit from the app and parents can follow along.

Who can: academics.homework.manage holders — by default the Teacher and both heads. Students see their

homework in the app and web portal.

Screen: Homework ( /homework ) — overview tiles at the top sort the backlog into clickable piles that filter the list:

Waiting to mark, Nothing handed in, Due this week.

u Horizon IS Search for students, staff classes. oot 2095 S en =] Q o sarahlohnson

Homework e
o
B o © ° @ 0%

Title Subject Class Due Date Submitted Seen Status Actions

26 Aug 2026 -
Number Bonds Year 6 A £ 02 *0/2 @ ram |
Map Skills Reception A 25Aug 2026 o ®0/2 @ P |

4 _
J— P cnerac=) r 7 gz s C2D ;u
Reading Comprehension Year & A 23 Aug 2026 0ia =0/2 @ V|
Essay: My Hero Yearg A 21 Aug 2026 o @0/3 @ |
Photosynthesis Lab @ Yeara A 19 Aug 2026 o *0/3 @ P |

(@ Help Center

Rows per page: 10 1-60f 6 .

Homework
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Steps (creating homework):

1. Open Homework and click Create Homework.
2. Set the section, subject, title, description and due date, attaching files as needed.
3. Save — the homework reaches the section's students in the app immediately.

4. Track submissions from the overview tiles; use Edit or Delete when needed, and view the students' attached files.

Expected result: The student sees the assignment in the app and submits digitally ("Submit", then "Submitted v", with

"Resubmit" available before the due date).

Common mistakes: Creating homework without a proper due date, so it never appears under "Due this week" and

tracking falls apart.

Related topics: Gradebook, the Mobile App chapter.

5.7 7. Exams

Purpose: Schedule exams, generate seating plans, and print the full paper pack.
Who can: academics.exams.manage holders — by default the Teacher and both heads (plus management).

Screen: Exams ( /exams ).

; ; System Administrat
n Horizon IS Search for students, staff, classes. 2024 - 2005 S en =] Q ° ystem Administrator

Exams > SELTEED
a )
0 0 5 O 100°
o
Exam Subject Class Date Time Room Status Actions
End of Term Test English Reception A 24 Aug 2026 11:00 Room 204 Completed g |
Spelling Assessment Year 3A 25 Aug 2026 10.00 Room 110 Completed P |
Mathematics Paper 1 @ Year 1A 27 Aug 2026 09:00 Hall & Completed P |
Science Practical Year 2A 29 Aug 2026 13:00 Lab2 Completed P |
History Essay Exam Year & A 31 Aug 2026 16:00 Room 305 Completed Fan |
Geography Test Year 5 A 03 Sep 2026 09:00 Room 210 Completed ' |
Rows per page 10 1-60f6
—= Exam prints

@ Help Center

Exams
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Steps (scheduling an exam day):

1. Click Schedule Exam and fill the dialog: Title, Subject, Class, Date, Time, Room. Repeat per exam.
2. Use Edit and Delete to adjust, and Clear this day to empty a whole day and start over.

3. Click Generate seating to produce a mixed seating plan for one exam day (sections interleaved to reduce

cheating).
4. Print the pack: Master schedule PDF, Class schedule PDF, Room charts PDF, Door lists PDF, Seat slips PDF.

Expected result: A published exam schedule, and rooms equipped with printed seating charts, door lists and seat

slips.

Common mistakes: Generating seating before all of that day's exams are scheduled — regenerate after any change to

that day's exams.

Related topics: Grades, Classes.

5.8 8. Grades

How the module works

Purpose: Enter marks (or import them), compute results, design report cards, and then publish them to families

through a dual-approval gate.
Who can: academics.gradebook.view holders open the gradebook (teachers hold view and entry). Locking a term

belongs to the Head of Section and management. Approval and publishing are management-only.

Important — the golden rule: Parents and students see no grade before publication. Everything entered or
imported stays internal until the report card passes the full publication gate (request approval — a different

manager approves — publish).

Screens (pill tabs at the top):

Pill Route Who

Gradebook — Marks Entry /grades academics.gradebook.view holders
Grading Schemes /grading-schemes management (entry feature on)
Report Designs /report-templates management

Grading Package (offline transfer) /grading-package management (entry feature on)
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Important: Marks entry sits behind a per-school feature switch. In some group schools entry is off and results
arrive ready-made from the external grading system via the import screen ( /grading-import ) — the gradebook

then shows read-only as "Gradebook", while the publication gate stays exactly the same.

Setting up grading schemes

Before the first mark is entered, the rules must exist in Grading Schemes ( /grading-schemes ) — management:

1. New scheme, or Edit an existing one.

2. The Terms button opens the academic-terms dialog: define one or two terms (or more), each with an English and
Arabic name, an order, a weight, and weighted components inside — for example: coursework 40 + final exam 60.

The term's maximum mark = the sum of its components.
3. Grade Boundaries: set the letter boundaries (A, B...) shown in the gradebook and on report cards.

4. Assign the scheme to the relevant year groups.

Warning: A term or component that already carries real student marks cannot be removed — the system

refuses and names the blocked items. Plan the structure before entry begins.

Entering marks (the gradebook)

Before you start: Make sure a grading scheme is assigned to the year group and the term is not locked.
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“ Horizon IS Search for students, staff, classes 2024 - 2025 S e o Q ° Sarahlohnsen

Gradebook

Term 1

No graded subjects for this class. Define subjects in the grading scheme first.

(@ Help Center

Gradebook
Steps:

1. Open Grades ( /grades ).
2. Pick the Class, then the Subject, then the Term.

3. Enter marks in the component columns — each column enforces its maximum, and the row shows the Total and
the letter grade live, per the scheme's boundaries. (An optional international/Edexcel column exists where
enabled.)

4. Click Save Marks.

5. For large sheets: Export CSV, fill externally, then Import.

Expected result: Marks are saved and appear in the Results screen ( /grades/results ) — and remain invisible to

families until publication.

Term locking: Once entry is complete and reviewed, the Head of Section or management locks the term (the lock

button; a "Locked" or "Open until {date}" chip appears). Locking blocks any further teacher edits.

Common mistakes:

e Entering a mark above the maximum — the cell refuses; check the component definition if the maximum looks

wrong.
e Switching sections without Save Marks — anything unsaved is lost.

e Expecting parents to see grades as soon as they are saved — they never will before publication; this is by design.
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Troubleshooting:

e Cells are read-only: either the term is locked (ask management), or marks entry is switched off at your school
(results are imported).
e No component columns: the scheme is not assigned to the year group or the terms are not defined — see

Grading_Schemes.

Results and report cards

e Results ( /grades/results ): computed results per section; Export CSV, Print All Cards, and open any student's

card.
e Report Card ( /report-card/{student} ): view, print, download PNG, and certificate.
e Class Report Cards ( /report-cards/{class} ): batch printing.

e Academic Transcript ( /students/transcript/{student} ): a live-computed cumulative record, with print.

Card design: From Report Designs create a design and click Design to open the visual designer ( /report-
designer/... ): elements for text, data field, image/logo, student photo, marks table, grade boundary, comment,

box/panel, and signature — multi-page, with Preview, Save and Add page.

The publication gate: from draft to the parent's phone

Purpose: Guarantee that no result reaches families until two different managers have reviewed and agreed.
Who can: Management only (requesting approval, approving, and publishing).

Before you start: Marks complete and the term locked, the card design ready, and the payment-holds list up to date

if used.

Steps:

1. Open Report Designs ( /report-templates — the same page serves the "report publish” and "payment holds"

routes).

2. Pick the design and the target year group.

3. Click Request approval.

4. A different manager (not the requester) opens the Approvals table — or the request's card in the Action Center
( /action-center ) — and clicks Approve or Reject. Self-approval is blocked in both the Ul and the server: "Your
request needs another manager's approval.

5. After approval, click Publish to families.

6. Students under an uncleared payment hold are skipped automatically — holds are managed and imported on the

same page (Import fees roster).

Expected result: Families see the cards in My Reports ( /my-reports ) and in the app. A published card is a frozen

snapshot taken at publish time: later mark changes never leak into what was published.
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m Horizon IS Search for students, staff, classes 2026 - 2025 B en @ o Robert Anderson

Report cards

(@ Help Center

My Reports — what the parent sees

Important: One approval is good for one publish run on that exact design + year-group pair. Republishing —

even to fix a mistake — requires a fresh request and a fresh approval, and the previously visible version is

archived automatically.

Common mistakes:

e A manager trying to approve their own request — rejected by design; a second manager is mandatory.

e Editing marks after publishing and expecting parents' cards to update — they will not; run the approval-and-

publish cycle again.

e Forgetting to refresh payment holds before publishing, so cards reach families that should have been held (or

vice versa).
Troubleshooting:

e The publish button refuses: there is no unconsumed approval for this exact design and year group — check the

Approvals table.

e One family cannot see the card while others can: check the payment hold on that student.

Related topics: Action Center (Overview chapter), Family balances, the Finance chapter.
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Grading package and import

¢ Grading Package (offline transfer) ( /grading-package ) — management: Export package produces an encrypted
package from one system; Choose package file imports it into another — for moving grades between systems

with no internet.

e GradingSystem Results Import ( /grading-import ): the import screen for ready results produced by the external

grading system — the standard path at schools where marks entry is switched off.

5.9 9. Library

Purpose: Run circulation: books, loans, returns, and borrow requests — plus a browsable catalogue for students.

Who can: 1library.view holders open the circulation desk (the Librarian holds full management via
library.manage ; teachers hold view). Students need no permission: their sidebar "Library" entry points to the book

catalogue at /books .

The circulation desk (staff)

n Horizon IS Search for students, staff, classes. 0% - 2025 S e o 71 ° System Administrator

ey
0 so 45 O s 0
Loans m
Book Borrower Issued Due Statu: Actions
a A Brief History of Time Emma Johnson 02 Aug s A:JE ate @
a The Habbit James Andersan 07 Aug zmug at @
a Charlotte's Web Sophia Taylor 12 Aug nsmp @
a Matilda Daniel Martinez 14 Aug s @
a Harry Potter and the Philosopher's Stone William Brown 17 Aug ”)ED @
Rows per page: 10 1-50f 5

@ Help center

Book Catalogue .

Library

The top of the Library page ( /1ibrary ) shows five live counters (including out on loan and overdue) — clicking a

counter filters the loan table. Table filters: Still out / Returned / All.
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Actions:

1. Add Book — register a new title in the catalogue.
2. Issue Book — pick the book and the student and record the loan.
3. Return — when the book comes back.

4. Approve / Reject borrow requests coming from students via the catalogue.

Common mistakes: Handing a book back without recording Return — the student stays overdue in the counters and

follow-up reports.

The book catalogue (students & families)

Page /books — a browsable catalogue of the library's titles. Students browse and request a loan; the request lands

on the circulation desk for the librarian to approve or reject.

N . G All
n Horizon IS Search for students, staff, classes. 2026 - 2025 SE e Q o race Allen

Library

BROWSE THE LIBRARY MY BOOKS

All categories

A Brief History of Time Charlotte's Web Diary of a Wimpy Kid Harry Potter and the Matilda National Geographic Oxford English
Philosopher's Stone Atlas Dictionary

Available Available Available Available
Available Avallable Avallable

The Famous Five The Gruffalo The Hobbit

Available Available Available

Book catalogue

@ Help center

5.10 10. Lesson Plans & Learning Resources

Purpose: One screen with two pills: the teacher's lesson-plan composer, and the shared learning-resources library.

Who can: academics.gradebook.view holders — in practice the whole teaching staff. Reached via the "Lesson Plans"

entry (route /lesson-plans ;its alias /resources opens the resources pill directly).
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“ Horizon IS Search for students, staff, classes 2024 - 2025 S e Q Q ° Sarahlohnsen

[ Lesson Plans. “ Resources

Lesson Plans £2 Newpian

(@ Help Center

Lesson Plans
Steps (a lesson plan):

1. Open Lesson Plans and click New plan.
2. Write the plan (section, subject, objectives, lesson flow).

3. Click Save plan.
Steps (a learning resource):

1. Switch to the Resources pill and click Add resource.
2. Upload the file or link and describe it.
3. Choose the Publish audience: a specific class (its students see it) or Staff only (internal material).

4. Delete removes a resource permanently.

Common mistakes: Publishing an internal draft to a class instead of "Staff only" — check the audience before

publishing.

Related topics: Homework, the Mobile App chapter (students see resources under "Learning resources").

5.11 11. Classroom Tools

Purpose: An interactive in-lesson toolbox for the teacher — designed to be projected onto the class screen.
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Who can: classroom.tools.use holders — by default the Teacher, Form Tutor, and both heads.

Screen: Classroom Tools ( /classroom-tools ):

“ Horizon IS Search for students, staff, classes. 2026 - 2025 S e 5] Q ° Sarah Johnson

Classroom Tools

N o) S
/:: @ — e foo
Random picker Name wheel Group maker Line-up order Seating plan Scoreboard
Dice & coin Flash cards Mystery boxes Magic 8-Ball Question cube Rock Paper Scissors
oo —
ao T I ©
Memory match Word scramble Quick maths Hangman Traffic light Timer
Stopwatch Times tables Even or Odd Guess my number Capitals quiz Missing letter
® Help center @ E | ‘ A
True or False Memery tones Reaction test Class poll Metronome Oddd One Out .

Classroom Tools

Random picker to choose a student to answer, and the spin-the-wheel version for extra suspense.

Group maker: split the section by number of groups or by members per group, with a Shuffle button.

e Team scoreboards: Add team, count points during a contest, and Reset scores for the next round.

Generators: dice, coin, and random numbers.

Tip: A behaviour-linked random picker also exists in the Behavior module ( /behavior/picker ), tied to

behaviour points.

Common mistakes: Nothing here is saved to student records — these are live display tools; team scores are reset,

never carried over.

5.12 12. Recognition Wall

Purpose: A public recognition wall for outstanding students — visible appreciation shown to the class and to

families.

Who can: behavior.view holders — by default the Teacher, Form Tutor, and both heads.
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Screen: The Recognition Wall ( /recognition ).

n Horizon IS Search for students, staff, classes e 542 e o o ° Sarah Johnson
Recognition Wall

@ Help Center

Recognition Wall
Steps:

1. Open the Recognition Wall and click Give recognition.
2. Pick the student (or students), the award type, and write the reason for the praise.
3. Save — the recognition appears on the wall.

4. Delete removes a posted recognition card (e.g. a wrong pick).

Expected result: A published recognition card with the student's name and the reason for the distinction.

Common mistakes: Using the wall for negative notes — this wall is for recognition only; behaviour concerns belong in

the Behavior module (incident log and points).

Related topics: the Behavior module (Attendance & Behaviour chapter), Classroom Tools.
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5.13 Permission summary for this chapter

Module
Students

Families

ID Cards
Classes

Timetable

Homework
Exams

Grades

Library
Lesson Plans

Classroom

Tools

Recognition

To view

students.view (mostroles)

families.view (management, Registrar,

Head of Section, Accountant, IT)

classes.view

classes.view

academics.gradebook.view

library.view (Librarian, Teacher)
academics.gradebook.view

classroom.tools.use

behavior.view

Complete User & Training Manual

To manage/write
Registrar & management; delete: management only

Registrar & management; codes: management + IT

idcards.manage (Registrar & management)
management (+ Head of Section via classes.manage )

builders: management / academics.timetable.manage

/ classes.manage
academics.homework.manage (Teacher & heads)
academics.exams.manage (Teacher & heads)

entry: Teacher; lock: Head of Section & management;
approval & publish: management (two different

managers)
library.manage (Librarian)

Teacher

Teacher & heads

Tip: Permission changes made in the Roles & Permissions screen take effect at the user's next sign-in — ask

them to sign out and back in to see the difference.
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Chapter 6

Module Guides: Attendance, Behavior, and Communication

This chapter explains three groups of screens that staff use every day:

1. Attendance — daily student roll call, per-lesson attendance, reports, and staff attendance with the time clock.
2. Behavior — logging behavior incidents, class points, the leaderboard, and the random picker.
3. Communication — conversations with families (text, voice, images, video, files), official letters, parent meetings,

social media, and Telegram linking.

Important: Every screen in the system is protected by a permission. If you do not see an item mentioned here in
your sidebar, it means your role does not have the required permission. Contact school administration or the IT

officer.

6.1 Section One: The Attendance Hub

Overview

Open Attendance (,g.2=J1) from the sidebar (the "Attendance & Behavior" section). At the top of the page you will find

navigation pills that gather all attendance screens in one place:

© 2026 SMS Kurdish — Sami M. Saleem Page 130 of 249



SchoolERP — School Management Platform

Button

Daily Attendance (ol jgua2l)

Lesson Attendance (o=l jga>)

Monthly Register (i gl Joeul)

Departure Log (zg,2J! Jzw)

Absences (wblill)
Lesson Absences (Lol wble)

Lesson Attendance Reports (jpa> )5
vasazll)

Absence Insights (wblsl (g5))

Admin Review (8,I>Y] de>ly0)

a Horizon IS Search for students, staff, classes.

Mark Attendance

Class Date
00000000-0000-00...

Behavior

¥ Daily register @ Lesson Attendance

9/12/2026

Path
/attendance

/attendance/lessons

/attendance/register

/attendance/departures

/attendance/absences
/attendance/daily-lessons

/attendance/lesson-reports

/attendance-insights

Button on the Daily Attendance

page

2024 - 2025

T Monthly Register B Departures %] Absences

# DAY'S ABSENCES PDF
S

Lesson absences

Complete User & Training Manual

Use
Take the class roll once per day

Take attendance for each lesson

separately
Full month grid for each class

Students who left during the school

day
Absence report and analysis
Daily view of lesson absences

Detailed lesson-attendance reports

Early-warning dashboard (for

administration)

Administration sign-off on the day's

roll

Sl e 5] Q o sarah Johnson

sl Lesson Reports v Review

-

: [EUE @ Mo students are placed in this class yet.

'\

@ Help Center
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Recording Daily Attendance (Web)

Purpose Record each student's status in the class for one day: Present, Absent, Late, or Excused.

Who can Teachers, homeroom teachers, department heads, stage heads, and administration. (Viewing requires

attendance.view and recording requires attendance.manage — both are part of the default teacher role.)

Before you start - Make sure you are assigned to the class. A teacher sees only their own classes through

assignments. - Check the displayed date; the page opens on today's date.

Steps

1. Open Attendance (,g.a=J1) from the sidebar. The Daily Attendance (909:\” yga=Jl) page opens.

2. Choose the class from the list, then confirm the date.

3. Next to each student, press the appropriate status: Present (psl>) / Absent (wisle) / Late (;5lio) / Excused (jis).

4. To add a note about a student (the reason for being late, for example), press the note icon next to their name and
type the text.

5. If everyone is present, press All Present (pol> JsJl) to fill the whole list at once, then adjust the exceptions.

6. Press Save Attendance (jgaxJl bas).

Expected result A message appears: "Attendance saved successfully." and the student's record updates immediately.
Absences appear to the guardian in the mobile app and on the "My Attendance" screen.

Tip: From the same page you can print Today's Absences PDF or the Month Register PDF to hand to

administration.

Important: Once administration approves a given day (the Admin Review (&,IsY1 d=>Iy0) button), that day's

record becomes read-only. Any later change requires administration to release the approval.

Common mistakes - Recording attendance on the wrong date. Verify the date before saving. - Only pressing the
statuses without pressing Save Attendance (jg:a=Jl Jia>) — nothing is saved until the button is pressed. - Confusing
Excused (;is) with Absent (wsl&): "Excused” means an absence the school has approved (an accepted absence

request, for example).

Troubleshooting - / don't see the class in the list: You are not assigned to it. Ask administration to update teacher
assignments from the teacher allocation screen. - The page is read-only: The day has been approved by

administration, or your role has attendance.view only, without attendance.manage .

Related topics Recording_attendance from the phone - Lesson attendance - Absence requests - Departure log

Recording Attendance from the Mobile App

Purpose Let the teacher take their class roll from their phone, even without internet.

Who can The teacher (and anyone with attendance permissions) from the mobile app.
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Steps

1. From the teacher home screen open My Classes (9596.-0) and tap the class.

2. Tap Attendance (,g.2=J1) to open the roll-call screen.

3. Tap each student's status in turn: Present (sl>) / Absent (wile) / Late (,5Uio).
4. The All Present (pol> JsJI) button fills the whole list at once.

5. Tap Save Attendance (,ga=Jl has).

Expected result A message appears: "Attendance saved". If there is no internet connection you see: "No connection
— saved and will be sent automatically when the internet returns”, and then when the connection returns: "Pending

rolls sent v".

Important: The app works offline: the student list is pre-cached, and unsent rolls are stored in a queue and sent
automatically. If the server rejects a pending roll (for example because the day was approved), an explicit
message appears: "Pending rolls could not be sent and were rejected — please record them again" — nothing is
dropped silently.

Tip: The same roll-call screen includes early check-out for a student: tap Record Departure (29,5 Jazuwsi), set
the departure time and reason plus a note, and enable Notify Guardian (oY &g yleib]) if you want an

immediate alert to reach the family.

Related topics Departure log - Lesson attendance

Lesson Attendance (Per-Lesson Roll Call)

Purpose Some schools take the roll for every lesson instead of once per day. This screen records attendance lesson

by lesson, and exposes "skipping" (a student present in the morning but absent from a specific lesson).
Who can Teachers for their own lessons, plus department heads, stage heads, and administration.
Steps (Web)

1. Open Attendance (,ga=Jl) then press the Lesson Attendance (yasa=Jl jg:a=) button.

2. Choose the class and the lesson.

3. Record each student's status: Present / Absent / Late / Excused, with the option to add a note.

4. Watch the live counters in the sticky action bar above the list (including the skipping counter).

5. Press Save Attendance (jg:a=Jl bas>).
Steps (Mobile)

1. From the teacher screen open Lesson Attendance (yauazll jg:a2).
2. Choose one of today's lessons — only your own lessons appear, from your timetable.

3. Record the statuses, then save.
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Expected result The lesson's attendance is recorded, and its data appears in Lesson Absences (yaa=Jl wbls)

/attendance/daily-lessons ) and Lesson Attendance Reports | ypa> y)la5) ( /attendance/lesson-
I¥e= )

reports ).

i . Sarah Joh
m Horizon IS Search for students, staff, classes. 2024 . 2095 S en o Q e rah Johnson

Lesson Attendance

[ Daily register © Lesson Attendance T Monthly Register I Departures “ Absences Lesson absences il Lesson Reports

Date
& My lessons today s By class 9/12/2026

-
‘ @ Ma lessons are assigned to you today. Assign teachers to lessons in the timetable editor, or switch to By class.
N

@ Help Center l

Lesson attendance

Related topics Monthly register and reports - Absence insights

The Monthly Register and Absence Reports

Purpose Review attendance at the month and class level, and print official registers.
Who can Anyone with attendance.view . Export and printing are available from the screens themselves.

Screens

* Monthly Register (gl Juull) ( /attendance/register ): the full month grid for one class — each day is a
column and each student a row, with symbols for Present/Absent/Late/Excused. An Export (;s3ua3) button is

available, and the month register for each class prints via a ready-made PDF.
e Absences (wblsl) ( /attendance/absences ): absence lists and analysis (read-only).

¢ Lesson Absences (yaa=Jl wble) ( /attendance/daily-lessons ): a daily view of each lesson's absences (read-

only).

¢ Lesson Attendance Reports (yaazdl jea> 5)lds) ( /attendance/lesson-reports ): aggregated lesson-attendance

reports.
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m Horizon IS Search for students, staff, classes oot yens SI en o O ° System Administrator

i ¥
Monthly Register
[ Daily register @ Lesson Attendance @ Monthly Register [ Departures "] Absences Lesson absences il Lesson Reports . Attendance Insights
Class
Reception A September 2026 P A E

Noah Smith
0 0 ] —
HIS-2023-0401

Oliver wright slolo
HIS-2023-0412

(@ Help Center

Monthly register

Tip: The ready-made PDFs include: today's absences, a month register per class, and a date-range report — all

from the print buttons on the attendance screens.

Related topics Absence insights - Recording_daily attendance

Absence Insights (Early Warning)

Purpose An analytics dashboard that combines attendance with behavior and classifies students by risk level: High /

Medium / Low, so the school can intervene early.

Who can Administration and anyone with the timetable-management permission ( academics.timetable.manage ).

Path: /attendance-insights (also opens from /early-warning ).
Steps
1. Open Attendance (,g:.2=Jl1) then the Absence Insights (wblsll (g§,) button.

2. Review the list of at-risk students, and open the student's profile from the card.

3. Use the Alert Guardian (VI ,Jg awi5) button to send a warning to the family, or Review (d=>ly0) to record the

intervention taken.

Expected result Every intervention is documented on the student's profile, and the risk level updates as attendance

improves.
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n Horizon IS

(@ Help Center

[ Daily register

2024 - 2025

@ Lesson Attendance % Monthly Register I Departures " Absences

. Attendance Insights

Low attendance — last 60 days (below 90%)

Nothing to show — great attendance! &

©® Most late arrivals

James Anderson
Emma Johnson
Daniel Martinez
William Brown
Noah Smith
Mia Clark

Lucas Evans
Isabella Reed
Henry Walker
Charlatte King
Amelia Green
Grace Allen
Thomas Young

Sophie Hill

Absence insights

The Departure Log (Leaving During the School Day)

S en

Lesson absences

o

il Lesson Reports

Complete User & Training Manual

O ° System Administrator

2 Attendance Insights

Purpose Document a student leaving during the school day (medical appointment, family circumstance...) and

document their return if they come back.

Who can Anyone with attendance permissions. Path: /attendance/departures .

Steps

1. Record the departure from the Daily Attendance page (or from the roll-call screen on the phone — the Record

Departure (g9, Jszui) button with the time, the reason, and the guardian-notification option).

2. Open the Departure Log (zg,2J1 J=w) to see today's list.

3. When the student returns, press Record Return (8>¢=Jl Jazeus) next to their name.

Expected result The departure time and reason appear in the log, and a notification reaches the guardian if the option

was enabled.

Warning: Do not confuse the Departure Log (29,3l J=w) (leaving a school day) with Account Closure

Requests (whlw=dl @] wldb) ( /departure-requests ) — the latter is for permanently closing a login account

and is not part of attendance.
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My Attendance — Student and Guardian Screen

Purpose Let the student (or guardian) view their own attendance record only.

Who can Students and guardians. Path: /my-attendance — it appears in the student's menu as My Attendance
(r9:02).
Steps

1. Sign in with the student or guardian account.

2. Open My Attendance (944>) from the menu (or the Attendance (yg:4=I) card in the mobile app).

3. Review the days and statuses. To request leave, press Request Leave (3;l>] wlb).

n Horizon IS Search for students, staff, classes 2026 - 2025 S en @ o Grace Allen

My Attendance (8 reauesticave )
& 87% @ 12 @ 1 B 4
15 Days Recorded
Monthly Breakdown Recent Records
Fri, 21 Aug 2026 [ preosent ]
August 2026 2 a7 Thu 20 fug 2026 P e
Wed, 19 Aug 2026 D
Tue, 18 Aug 2026 [ brecens ]
Mon, 17 Aug 2026
Fri, 14 Aug 2026 [ brosen: ]
Thu, 13 Aug 2026 oD
Wed, 12 Aug 2026 [ presen: ]
Tue, 11 Aug 2026 [ present ]
Mon, 10 Aug 2026
Fri, 7 Aug 2026 [ present ]
Thu, 6 Aug 2026 [ resent ]
Wed, 5 Aug 2026 [ present ]
© Hoprenr Tue, 4 Aug 2026 Prasen’ ®
Mon, 3 flug 2026 Present

My attendance

Related topics Absence requests

Absence Requests

Purpose Let the family report an upcoming absence, and let the school accept or reject the request, turning the
absence into "Excused".

Who can - Submitting: guardians from the mobile app (the Report Absence (wlé M) card) or from the web at
/request-leave . - Processing: a staff member with attendance.manage from the Absence Requests (wlsl wldb)

page /absence-requests (the "Requests" section).
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Steps — family side (mobile app)

1. From the home screen tap Report Absence (ol £M).
2. Choose the child, type the reason, set the duration from / to, and an optional note.

3. Tap Send Request (wlkJl JUwy)l). You see: "Absence reported v".
Steps — school side (Web)

1. Open Absence Requests (w2l wldb) from the "Requests” section.

2. Review the request and press Accept (Jgs8) or Reject (as)).

Expected result The request's status and the name of whoever processed it appear in the family's list. An accepted

absence is recorded as "Excused" in the roll.

m Horizon IS Search for students, staff, classes 2024 - 2025 S en Ilnht L2 0 ° System Administrator

Absence Requests

Absent today without a word

Student Dates Reason Note [} Reguested Status Actions

No absence requests.

(® Help center I

Absence requests

Example: "Demo Parent" sent a two-day absence request for their son "=l JUal" (the demo student)
because of a medical check-up. The registrar approved it in the morning, so the student automatically appeared

as "Excused" in both days' rolls.
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6.2 Section Two: Staff Attendance and the Time Clock

The Staff Attendance Register (Web)

Purpose Record daily staff attendance manually from the web: Present / Absent / Late / On Leave, with check-in and

check-out times and a note.

Who can Anyone with hr.manage (usually administration). Path: /staff/attendance within the staff hub.

Steps

1. Open Staff (ygabgall) then the Staff Attendance (uabgoll jgua=>) button.

2. Set each staff member's status, enter check-in/check-out times if needed, and a note.

3. Press Save (bsas).

Expected result The day's record is saved, and payroll feeds from it automatically (unjustified absences and unpaid

leave are pre-filled in the payroll run).

n Horizon IS

[@ circutars
1B st

| (8] Staff Attendance

@ Help Center

Clocking In from the App (Biometrics + Location)

Search for students, staff, classes.

Staff Attendance

9/12/2026

Amy Green
Assistant Teacher

David Lee
Teacher

Emma Clark
Teacher

James Wright
Caordinator

Lisa Brown
Teacher

Maria Lopez
Nurse
Robert Hal

Accountant

Sarah Johnson
Teacher

T Leave Management

2024 - 2025 S en o Q ° System Administrator

# Punch Corrections 8 Payroll Staff Conduct HR Settings B Devices
LB e |
8 o ]
@ Q@ I
@ Q@ I
@ Q@ I
@ Q@ I
@ Q@ I
@ Q@ I
@ Q@ I
[c] [c] d

Staff attendance

Purpose Let staff record their daily check-in and check-out from their phone, with safeguards that prevent

tampering.
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Who can Every staff member linked to a staff record (LinkedStaffld) — the Time Clock (jgxa=JI dclw) card appears on
the home screen for teachers, department heads, the nurse, the IT officer, administrative staff, and drivers. No special

permission is needed.

Before you start - Administration has enabled app check-in from HR Settings. - You have granted the app location

permission and turned on GPS on the phone.

Steps

1. Open the app. At the top of the home screen you will find the Time Clock (jgxa=JI delw) card.
. Tap Check In (Jg>3JI Jasews).

. Confirm your identity with your fingerprint or face — you see: "Confirm your fingerprint to record attendance”.

. Wait for the location fix: "Pinpointing your location...".

a A W N

. If you are within the school's zone you see: "Inside school zone v" and your check-in is recorded. If you are far

away you see: "Get closer to the school location" with the remaining distance.

6. When leaving, tap Check Out (zg,2JI Jazuwsi) in the same way.

Expected result The card shows your status: "Inside since ..." or "Checked out at ...", and your record appears

immediately in Time Clock (yg:a=J1 dclw) on the web ( /staff/timeclock ), where administration watches the live

punch board.

Important — the Geofence: Clocking in is only possible inside the radius of a point the school defines (latitude +
longitude + radius in meters) from HR Settings (ds il 5)lgall wislacl) ( /staff/hr-settings ), where the Use
My Current Location (ledl L,sSg.o plaziuwl) button captures the school's coordinates in one press. The same
settings define the workday start and end and the late-tolerance minutes — checking in after the start time plus
the tolerance counts as late.

Warning: Fake-location apps (Fake GPS) are detected and blocked. If detected, you see: "Mock location

detected — stop fake GPS apps" and the punch is not accepted.

Common mistakes - Trying to clock in before reaching the school's vicinity — wait for the "Inside school zone v"

message. - Turning off the app's location permission and then wondering why the punch fails.

Troubleshooting - / forgot to check in or out: Submit a punch-correction request; administration approves it from
Punch Corrections (desaul wlowsuas) ( /punch-corrections ) with the Accept (Jgu8) / Reject (ua8)) buttons. - The

card does not appear in the app: Your account is not linked to a staff record — contact administration.

Related topics Staff attendance register - Leave Management ( /staff/leave ) - My Leave ( /my-leave ) - Approved

Devices ( /staff/devices )
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Purpose Document behavior incidents (positive and negative) with points, so a fair picture forms of each student's

conduct.

Who can Teachers, homeroom teachers, department heads, stage heads, and administration ( behavior.view to view

and behavior.manage to record). Path: /behavior .

Steps

1. Open Behavior (&glull) from the sidebar.

2. Press Log Incident (wa8go (Jusuus).

3. Choose the student and the behavior category (it sets the points automatically), and add a brief description.

4. Save.

Expected result The incident is added to the student's record and their points update. The guardian sees behavior

points in the mobile app (the Behavior (&Jglull) card under "My Children").

u Horizon IS

| A Behavior Recent Behavior Records

Student

George Baker
Thomas Young
Amelia Green
Amelia Green
Henry Walker
Henry Walker

Lucas Evans

0000000

Mia Clark

@ Help Center

00000000

Categary

Excellent participation

Outstanding project

Excellent participation

Outstanding project

Late to class

Homework completed

Helping classmates

Helping classmates

Points

2024 - 2025

Date

22 fug

22 Aug

22 fug

22 Aug

22 fug

22 Aug

22 fug

22 g

Behavior management

S e

g

+102

o

o

o

o

o

o

= ]

m}

Top Positive Students

° Isabella Reed

Oliver Wright

e Saphie Hill

Emma Johnson

Ava Wilson

By Category

@ Excellent participation
@ Helping classmates
@ Homework completed
@ Outstanding project
@ Disruptive behaviour

@ Uniform violation

1] o Sarah Johnson
| | ® Leaderboard | | gy Behaviour categories | [ECENEEIRRTEN

Tip: Focus on positive points. The system is designed to reward before it punishes — the class board and the

leaderboard display excellence in front of everyone.
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Behavior Categories

Purpose Define the categories teachers choose from (example: "Helping a classmate +2", "Late to lesson -1").
Who can Administration only (admin roles are checked directly on this page). Path: /behavior/categories .
Steps

1. Open Behavior (<glull) then Behavior Categories (<Jgludl wli8).
2. Press Add Category (d:8 d3Ls]) and set the name and the points (positive or negative).

3. Or press Add Starter Set (8;0l> degoxo d3Ls]) to fill in a set of basic categories at once and start immediately.

a Horizon IS Search for students, staff, classes. R 51 e o © e System Administrator

Behaviour categories

School categories
My categories + Add my category

@ Help Center l

Behavior categories

The Class Board

Purpose A screen displayed in front of the students: cards for the whole class with their points, for awarding points

live during the lesson.
Who can Teachers and equivalent roles. Path: /behavior/board .

Steps

1. Open Behavior (wgluJl) then Class Board (waall d>gJ) and choose the class.
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2. Tap a single student, or use Select All (JsJI aya=5) / Clear (o) to select a group.

3. Award the behavior category to the selected students — the points are added instantly in front of everyone.

u Horizon IS Gearch for students, staff. classes Lo S e o o ° Sarah Johnson

Class board (8 renvompicker ) (@ Leaerboard )

Choose a dlass

00000000-0000-0000-0000-000000000000

You have no classes to show.

@ Help Center

Class board

The Leaderboard

Purpose Rank students by behavior points, for motivation and periodic recognition.

Who can Anyone with behavior.view . Path: /behavior/leaderboard .
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m Horizon IS Search for students, staff. classes. 2024 - 2025 S e o Q ° Sarah Johnson

Leaderboard This month

< House standings

Yr Topstudents

(@ Help Center

Leaderboard

Related topics: The Recognition Board (@s,SiJl d>gJ) ( /recognition , Academics section) for granting official
recognition certificates — its buttons: Grant Recognition (as,Si &), and deleting a recognition when made in

error.

The Random Picker

Purpose Pick a student at random to participate, with complete fairness and no favoritism.
Who can Teachers and equivalent roles. Path: /behavior/picker .

Steps

1. Open Behavior (<glull) then Random Picker (95|9ﬁ.|9.” Un...m]l) and choose the class.
2. Press Pick a Student (WW ,i51) — a random name appears.

3. Pick Again (13220 yisl) excludes those already picked; Reset (yuasi 85le) starts a new round.

Tip: Additional classroom tools (the spinner wheel, the group generator, team scoreboards, the dice) are in

Classroom Tools (caall wlgsi) ( /classroom-tools ).
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6.4 Section Four: The School Calendar

Purpose Show school events (holidays, exams, activities) to all users — staff, students, and families.

Who can Viewing: nearly everyone ( calendar.view is present in most roles, and students and families see it in their

menus and the mobile app). Adding and editing: administration ( calendar.manage ). Path: /calendar .

Steps (adding an event — administration)

1. Open Calendar (@s94:J1) from the sidebar.
2. Press Add Event (wa> d3Ls]) and set the title, the date, and the details.

3. Save — the event appears immediately for everyone.
Additional capabilities

e Export to Calendar (o9l ;] ,s3uas): download the events into your personal phone calendar.

¢ Upload PDF / Remove PDF (g3, PDF / 4JI;] PDF): some schools adopt a printed yearly calendar; upload it to make
a View PDF (yo,c PDF) button available next to Grid View (dsuidl (o,¢).

Expected result One event visible to everyone: on the web, and in the Calendar (es94:1) card in the parent and

student apps.

“ Horizon IS Search for students, staff classes 2024 - 2025 S en 0 1 ] ° System Administrator

School Calendar September 2026 PRI | () spottocaendsr | [ [3)

o e

| | | | w 11

13 1% 15 16 17 18 19
20 21 22 23 24 25 26

27 28 29 30

(® Help center

School calendar
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6.5 Section Five: The Communication Hub (Conversations)

Overview

The Communication Hub (Juolgil jSye) ( /communication , the Messages & Conversations (wUslxallg J5lw,Jl) menu
item) is the channel for personal conversations: direct chats with families, groups, and channels. Social Media, by

contrast, is the school's public voice — do not confuse the two.

On one side of the screen is the conversation list with a "Search for a family..." search box and the filters All / Unread
/ Pinned (wdiell / g d0ll jue / JSJI) (the Pin (wawuss) button lifts an important conversation to the top). Inside a
conversation: Search in Conversation (d5sl=ell ;3 &a=v), and the Media, Links & Files (wlalallg ylgJlg hilwgll) panel

that gathers everything exchanged in the conversation.

Who can Anyone with communication.view — held by all relevant staff and by guardians and students (the only

permission in their default role).

a Horizon IS o for studente. ctaff classes peseic e S e © o ° Sarah johnson

Communication Center

M parents Pupils Colleagues Groups  Unread

Awaiting my reply  Anyclass %
2 d o+

Awaiting rmy
reply

@ Help Center

Communication hub

Important — who can a family message? The parent app shows the family a School Office (duw)aJl «uiSw) card
(general inquiries) and then each child's teachers with a Message (dlwlyo) button. The system offers families
official roles only: administration, the registrar, department and stage heads, the nurse, the doctor, the
accountant, reception, IT, and the safeguarding officer. Cleaners, drivers, and general staff never appear as

contacts for families.
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Sending Messages: Text, Voice, Images, and Video

Purpose Fast, documented day-to-day communication between the teacher and the family.

Steps (text message)

1. Open the conversation (or start one from search).

2. Type in the "Write a message..." field and press send.
Message actions — long-press any message (in the app) or open its menu (on the web):

¢ Reply (5)): quote a message and reply to it.
e Copy (&w): copy the message text to the clipboard.
e Edit (Jua=5): correct your message after sending it (it shows "(edited)").

e Unsend / Delete (Wi> / JuwVl (e g=ly): delete your message for everyone — a confirmation appears: "Delete

this message for everyone?".
e Reactions (wlclail): a quick emoji on the message.

¢ Mute Notifications (wljleiYl @is): mute a noisy conversation without leaving it.
Voice messages (app)

1. Long-press the microphone button and speak — exactly like WhatsApp; or tap once to open a pinned recording

bar with a live waveform.

2. Lift your finger (or press send) to send it.

Important: The voice-message limit is 5 minutes and 3 MB. The first time, the app will ask for microphone

permission — accept it or recording will not work.

Images and video (app) — the Attach (+) (§,) button offers: Image from Gallery (yo,=ell (o 8,90) / Take Photo
(8)920 blall) / Video from Gallery (yo,=oll po 9s39) / Record Video (92348 (Juzuns) / Document (sisumo).

Tip: The image limit is 3 MB — larger images are compressed automatically inside the app before sending, so

do not worry about large camera photos. The video limit is 10 MB.

Sending Files (PDF, Word, Excel, CSV, and ZIP)

Purpose Exchange official documents inside the conversation: a result, a circular, a schedule, a form.

Who can Both parties in the conversation — from the web (the paperclip f button, "Attach image / video / file") and

from the app (the Attach (§l8,]) button, then Document (aiiuwo)).

Before you start The allowed types are exclusively: PDF, Word (doc/docx), Excel (xIs/xIsx), CSV, ZIP. Maximum file

size: 5 MB.
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Steps (app)

1. Inside the conversation tap + then Document (siiuwo).
2. Choose the file from your phone — the picker shows only the allowed types.
3. A confirmation dialog titled "Send file?" appears, showing the file name and size. Review them, then confirm.

4. The file is sent and a f bubble with its name appears.

Expected result - PDF files open inside the app with a built-in viewer — no external app is needed. - The other types
(Word/Excel/CSV/ZIP) are downloaded and opened by a suitable app on the device. - On the web, files download

from the message bubble, and you find all exchanged files in the Files (wlaleJl) panel inside the conversation.

Warning: The check is performed on the file's real content on the server, not its extension. An executable

renamed report.pdf will be rejected. This protects all parties from malicious files.
Common mistakes - Trying to send unsupported types (rare image formats, program files) — use the five allowed
types. - A file larger than 5 MB — compress it into a ZIP or split it.

Troubleshooting - A valid file was rejected: Make sure its extension matches its content (an Excel file saved with a

csv extension is rejected, for example). Re-save it in the correct format.

Groups and Channels

Purpose A group for a class or a committee, or a one-way announcement channel.

Who can Staff who hold communication.groups.manage (teachers, homeroom teachers, department and stage

heads, and administration). Guardians and students can never create groups — by deliberate design.

Steps

1. In the Communication Hub press New Group (83ua> dcgoxo).
2. Type the group name.

3. Choose the type: - Group (dcgo=xo): everyone writes and reads. - Channel (8UL8): one-way broadcast. -

Announcements (wbMe]): an official announcement channel.
4. Add the members (the "Search for people..." search).

5. Press Create (sLiu]).

Expected result The group conversation appears for all members immediately, on the web and in the app.

Related topics Broadcast - Department Messages ( /department-messages ) for internal communication among a

department's teachers.
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Broadcast — Send an Alert

Purpose Send one notification to a large number of families at once: it appears in the parent app's notification inbox

and arrives as a push when enabled.
Who can Administration only — the Send Alert (awii Jlwyl) button inside the Communication Hub.

Steps

1. In the Communication Hub press Send Alert (awii JLw)]).
2. Type the title and the message (both are required — "Enter a title and a message.").

3. Choose the audience from Send To ()] Jlw))): - All Families (J5lg=JI Js) — a general broadcast. - A Class's

Families (cao Jilge) — then choose the class. - One Family (8a>lg dlile) — then choose the family.

4. Press Send Alert (axuidl Jlwy)).

Expected result A confirmation message with the recipient count: "The alert was sent to ... families."

Example: "Tomorrow school ends at 11:00 because of the teaching-staff meeting" — Send to: All Families.
Tip: For a public feed broadcast (images, reactions, and comments) use an All Classes post on Social Media —

see Section Seven. "Send Alert" is for short, urgent notifications.

Reporting Inappropriate Content

¢ In the Class Feed in the parent app: open the post's menu and press Report Post (,gsiuiall (e £W]). The report

reaches the school's Content Moderation queue — see Moderation.
¢ In private conversations: there is no report button inside the conversation; take a screenshot and inform school

administration or the School Office through the official conversation.

6.6 Section Six: Official Letters

Purpose Issue print-ready official letters in a specific student's name: Enrollment Certificate (Juswi wlil) and

Clearance Letter (dob 35l)).
Who can Anyone with communication.send . Path: /letters (the "Communication" section).

Steps

1. Open Letters (wblasll) from the sidebar.
2. Choose a student to create the letter — search by name.

3. Choose the letter type: - Enrollment Certificate (Juwi wlil): "The school administration certifies that the
student ... is officially enrolled in ... for the academic year ..". - Clearance Letter (405 8<l)): "... has no outstanding

obligations toward the school as of the date this statement was issued."
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4. Review the preview: the student's name, school number, class, academic year, and date are filled in automatically.

5. Press Print (aclb).

Expected result An official printed letter with the school letterhead, with two signature lines: Registrar (J2wwoJl) and
School Principal (duw)sall y130).

Important: "This statement is valid only with the school stamp and signature." — Printing alone is not enough;

the stamp and handwritten signature are required for it to be official.

: . . System Administratar
m Horizon IS Search for students, staff, classes. 2024 - 2025 EE EN Q 9 ° ¢

Letters =

Enrollment Certificate

@ Help Center l

Letters

Related topics Internal staff circulars ( /circulars ) - Document Center ( /documents )

6.7 Section Seven: Parent Meetings

Purpose Organize parent meetings: the teacher publishes available slots and the family books from the app — no

gueues and no phone calls.

Who can - Publishing slots: teachers and staff ( communication.view ) from /meetings . - Booking: guardians from

the mobile app (the Meetings (auclgoll) card).

© 2026 SMS Kurdish — Sami M. Saleem Page 150 of 249



SchoolERP — School Management Platform Complete User & Training Manual

Publishing Slots (Teacher — Web)

1. Open Meetings (auclgall) from the sidebar.
2. Press Publish Slots (auclgo ).

3. Set: - The date and time ("Choose the date and time") - The duration (minutes) of each slot - The number of
slots to generate back-to-back - The location: the room (dcla)l), or a meeting link (glaizVI kyl)) for an online (e

«yis)l) meeting - Class (optional): restrict the slots to one class's families, or All Classes (Wgaall JS)

4. Press publish — you see: "Slots published".

Expected result Your slot list appears with each slot's status: Available (L) or Booked (jozx=o) with the booker's
name (Booked by (dluwlgs jg=x=0)). To withdraw an unbooked slot press Withdraw («<i=w) (confirmation: "Withdraw

this slot?").

“ Horizon IS Search for students, staff, classes 2024 - 2025 S e m 5] Q ° Sarah johnsan
Parent Meetings

When Duratian {min) Where Class Status Booked by Actions

No slots published yet.

B tetters

| Meetings

(® Help center I

Parent meetings

Booking a Slot (Guardian — App)

1. From the home screen open Meetings (axclgall) — two tabs: Available (d>UioJl) and My Meetings (‘émlgo).

2. In "Available" tap Book (j==) on the suitable slot (the duration in minutes is shown, and an Online (wuyiVI yac)

badge marks virtual meetings).
3. Choose the student concerned, and add an optional note.

4. Tap Confirm Booking (j==JI auSt) — you see: "Booked successfully".
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Expected result The slot moves to "My Meetings" for the family, and appears as booked in their name for the teacher.

Cancellation is from "My Meetings", with a confirmation message.

Common mistakes - Publishing slots without setting a room or a link — always specify a clear location. - Forgetting

to restrict the slots to the intended class, so families from other classes book them.

6.8 Section Eight: The Social Media Hub

Overview

Social Media (b Jlubgw) ( /social ) is the school's public voice: photo posts, stories, likes and comments. The

hub's buttons:

Button

Social Media (Laxo Jluivgw)
Announcements (bMe)l)
Feed Analytics (dyisdl coMad=s)

Content Moderation ((ggisall Lle lpoVI)

m Horizon IS Search for students, staff, classes.

& Social Media # Announcements

Social Media

#} Announcements
% more.calendar
® Happening now

- Attendance Insights

@ Help Center
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Post reach and engagement
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Publishing a Post (Including a School-Wide Broadcast)

Purpose Share a class activity or school news with the right audience — from a single class up to the whole school.
Who can Staff from the web ( /social ) and from the teacher app (New Post (33> )guinio)).
Steps (Web)

1. Open Social Media (b Jlsgw) and press to open the composer (New Post (33> jgainio)).

2. Choose the audience: - Specific Classes (8530 Wgaw0) — then tick the classes (required) - All Classes (Js
Wgauall) — a broadcast to all the school's families - Staff Only (kaé ()gabgoll) — an internal post families never
see

3. Write the text and attach an image, a video, or an album of photos.

4. Press publish.

Steps (teacher app) — New Class Post (aa> L,S.ao y94ie): choose the class, write, attach photos (automatically
compressed above 3 MB) or video, and add a poll, an RSVP invitation, or student tags, then Publish Now (VI i),

schedule, or save a draft — "Post published" / "Post scheduled".

Expected result The post appears in the web feed and in the Class Feed in the parent app, with likes ("Like (wl=c])")
and comments ("Comment (gl=i)"). The teacher sees who viewed their post and can send a reminder to those who

have not.

Important — where did the "old broadcast" go? The old Announcements page ( /announcements ) now carries a
banner: new announcements are published through the class feed and reach everyone from there — the list
shows past announcements only. So a general broadcast today = a post with the All Classes audience, or Send
Alert from the Communication Hub for short notifications.

Tip: The parent app offers post search, an "All Classes" filter, the "Class Gallery", and "On This Day" memories —

encourage families to follow them.

Stories

Purpose Quick daily snapshots that disappear automatically — they appear in the story bar at the top of the parent

app's screen.
Who can Staff (New Story (332> (5,g35w) / Add Story (ig)giw wausi)).

Steps
1. Press Add Story (ig)giuw osl).
2. Add an image / video or text ("Write something...") and an optional caption.

3. Choose the audience from Who sees this? (13 (s, (s0): Staff Only (s (y9abgall) / My Class's Parents (sWgl
a0 y90l) / Everyone (gaozl).
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4. Press Publish (i) — "Story published".

Expected result The story appears in the "School" bar at the top of the parent screen. After publishing you see a
Viewed by (loasLi) list with the viewer count.

Important: Size limits: 5 MB for an image and 20 MB for a video ("File too large — the limit is 5 MB for an image
/ 20 MB for a video").

Content Moderation (The Reports Queue)

Purpose Review posts and comments reported by guardians or staff, and hide those that violate the rules.
Who can Administration and content moderators. Path: /moderation .

Steps

1. Open Content Moderation (ggizall Jle W1,uYI) — the Under Review (ds>1)0ll 3u8) tab lists every report: its type
(post or comment), its text, and Reported by (aic gbi).

2. Review the content and decide: - Dismiss (Jl=3): the report is unjustified — the content stays ("Report
dismissed."). - Hide (sla3]): the content violates the rules — it is removed for everyone after confirming "Hide this

content from everyone? This removes the post or comment." ("Content hidden.").

Expected result An empty queue ("Nothing to review — the queue is empty.") means every report has been handled.
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i sarch for students staff classes sy System Administrator
m Horizon 5 Search for students, staff, classes. 5094 - 2035 S en 9 9 e
Social Media Announcement ts 1 Feed analytics « Publishing report

Content moderation © 0 pending

(@ Help Center

Content moderation

[ Tip: Review the queue daily. Responding to reports quickly preserves families' trust in the platform.

Related topics Reporting_content - Feed analytics

6.9 Section Nine: Telegram Linking

Purpose Receive a copy of school notifications in your Telegram account, in addition to app notifications.

Who can Every user ( communication.view ) — staff and guardians. Path: /connect-telegram (the "Communication"

section).

Before you start - The Telegram app is installed on your phone. - The school has enabled the Telegram service. If it

has not, you see: "The school has not enabled Telegram notifications yet."
Steps

1. Open Connect Telegram (plys2ulii by)) from the sidebar.

2. Copy the link below — the Copy Link (bul)Jl &) button ("Link copied"). The link is personal to your account.
3. Open it inside the Telegram app (paste it into the search bar).

4. Press "Start" in the bot conversation, then refresh this page — the Refresh Status (dJl=JI ¢.ua=3) button.
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Expected result The page changes to: "Your account is linked. You will receive notifications on Telegram." From now

on, school notifications also reach you on Telegram.

: . . System Administratar
m Horizon IS Search for students, staff, classes. 2024 - 2025 EE EN Q 9 ° ¢

Connect Telegram

@ The school has not enabled Telegram notifications yet

@ Help Center l

Connect Telegram

Common mistakes - Opening the link in the browser instead of the Telegram app — paste it inside Telegram itself. -

Forgetting to press Start (ial) in the bot conversation — without it the linking does not complete.

Troubleshooting - / pressed "Start” and the page still says not linked: Press Refresh Status (=l cua=s). If the

problem persists, copy a new link and repeat the steps.

6.10 Appendix: The Demo Environment

Example — the training environment: To practice everything above without touching real data, use the demo
account with the password School@2025 on the demo environment only, with sample names such as " JUall

ozl (the demo student) and "Demo Parent". Never use real student data in training.
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Chapter 7

Module Guides — Finance, Operations, and Administration

This chapter is your day-to-day reference for three groups of screens:

1. Finance: the Finance Bridge, the fee structure, installments, payments and receipts, accounting, family balances,

the school shop.
2. Operations: the Requests section (absence, payment, leave), transport and facilities.

3. Administration: staff HR, user accounts and permissions, menu designer, feature flags, academic years, school

settings, storage, backups, the audit log, the action center, account-closure requests.

Every screen in this chapter is listed by its real name in the sidebar and its real path in the browser. If you do not see

a screen mentioned here, your account most likely lacks the permission for it — see the Roles and Permissions

section.

7.1 1. Finance Section Overview

Purpose Understand who sees the finance screens, and why they may disappear for some staff.

Who can
Screen Required permission
Finance Bridge /finance-bridge finance.revenue.view
Fee Structure /finance/fees and the other fee screens finance.fees.manage
Payment Requests /payment-requests finance.payments.manage
Accounting /finance/journal and its sub-screens finance.revenue.view
Shop /shop shop.manage

The roles that hold these permissions by default: School Owner, School Manager, System Manager (management
sees everything), and the Accountant (holds the full set of four finance permissions). Any other staff member needs

an explicit grant from the permissions matrix.

Important: Protecting financial data is not just hiding a menu. Every finance query on the server is guarded:
anyone who is not part of the finance office and does not hold finance.revenue.view has the request rejected
with the message "Financial data is restricted to the finance office" (ddloll wiSw Ll 8)guab0 dllall LI —
even if they type the URL by hand.

Note: All fee and accounting screens disappear from the menu if the FinanceErpModule feature flag is switched

off from the Feature Flags page. If the finance section suddenly disappears for everyone, check the flag first.
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7.2 2. The Finance Bridge
Path: /finance-bridge — sidebar: Finance — Finance Bridge (t:.,JLoJI yudl — ddlall).

n Horizon IS Search for students, staff. classes e S e ,,m o o e System Administrator
& Finance bridge

Auto pull every minute (local copy)

In the books — 2026-2027

0 0 0¢ga

d in the parent app. The fee

ens list pupils by their fee plan, so

ned. Open the fam

@ Help Center .

What is the Finance Bridge?

Some schools in the group record collections on a separate, offline accounting machine. The Finance Bridge is the
meeting point: it receives the accounting machine's payments and applies them to family accounts inside the
system, then notifies each family in its own language. The other accounting screens (the journal and the rest) link

back to it as the finance home page.
Cards at the top of the screen summarize the state: Accounting families (duwloll Jilgc), Linked codes (dbgspo 3lgSi),

Awaiting linking (ku )l ,Uai5L), Imported receipts (85)giuo wVg09).

Syncing new payments

Purpose Pull the accounting machine's payments, apply them to family balances, and notify the families.
Who can Management and the Accountant ( finance.revenue.view ).

Before you start - Make sure the bridge is configured on the server. If you see the message "The bridge is not

configured on this server" (eslal I3 e Lgo jué juzdl), it is not a permissions problem — contact the party operating
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the system. - Make sure the sync key is installed (see The sync key).

Steps 1. Open /finance-bridge . 2. Click Sync now (VI dielje). Or enable the Automatic every 15 minutes (Js b
dasd> 15) option so everything runs on its own — you will see: "Automatic mode is running — new payments are
settled and families are notified on their own every 15 minutes." 3. Review the New payments (835321 wi=dall) table.
Each row = one collection receipt from the accounting machine. 4. Click Apply + notify families (jlei] + Gk

Jilg=ll). 5. Read the success message: "Applied {count} payments - skipped {count} unlinked - {count} zero-amount."

Expected result - Each receipt is imported exactly once — no risk of duplication. - Open invoices are settled oldest
first, and any surplus is recorded as a paid installment. - The family receives a notification in its own language as
soon as the payment is applied.

Common mistakes - Clicking "Apply" and expecting unlinked families to benefit — the payment is skipped until you
link the accounting code to a system family (see the next section). - Using the Re-register everything in the current
currency (dJlJl dlasU JsII Jazws 851e]) button as if it were a normal sync. This is an advanced button inside
"Advanced options’, it re-registers all payments in the current currency without notifications, and it requires a

double-click confirmation. Do not use it except on management's instruction.

Troubleshooting - "Everything is up to date — no new payments." = not a problem; there are no receipts left to import.
- Many payments showing "not linked yet" = complete the linking, then apply again. - Did the registration currency
change? Set the Registration currency (Jusuwill dlac) on the same screen; you will see "Currency saved — upcoming

applications will use it."

Related topics Linking_accounting_families - Installments and Payments - Family Balances

Linking accounting families to system families

The accounting machine identifies a family by a code; the system identifies it by a family record. The linking is done

once per family:

1. In the Link accounting codes to system families (oWl Jilg=s duwl=oll 5lgSi k) section you will find the list of
unlinked codes with suggestions: - { = a suggestion by phone-number match. - & = a suggestion by student-

name match.

2. For each code: pick the family from the System family... (oUadl dlile...) field (type part of the name or the
number), then click Link (kuy)).

3. Or click Link all suggestions (wl>yiiall S b)) to link all phone-match suggestions in one go — you will see

"Linked {count} families from phone-match suggestions — review the rest manually.

Tip: Differences in name spelling between the two machines are normal — the code is the deciding factor, and

the two codes remain side by side after linking.

The sync key and encrypted packages (.sep)

When there is no direct connection, payments are moved as an encrypted package file with the .sep extension:
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1. Generate a key: click Generate key (zliao Jg5) (or Rotate key (zliaoll 519.5) to replace it). Copy the key
immediately — "Copy the key now — it is shown only once." It is pasted into the bridge-export.json file next to
the export tool on the accounting machine.

2. The export tool encrypts the payments with this key (AES-256-GCM). Any package with a wrong key — or with a
single byte tampered — is rejected.

3. Offline signing key: the export tool generates a signing key pair on the accounting machine; the private key never
leaves it. Paste the public key into the field "Paste the public key printed by the export tool..." and click Install key
(zliaall wanis). From then on only packages signed by the accounting machine are accepted.

4. Import: in the Import encrypted package (.sep) (a0 doj> dlpiwl (.sep)) section click Choose .sep file (;Lis|

walo .sep), review the payment count in the package, then apply as usual.

Warning: Rotating the key invalidates all old packages. Do not rotate the key except in coordination with the

accounting machine's operator.

7.3 3. Fee Structure

Path: /finance/fees — sidebar: Finance — Fee Structure (pgw)Jl Jsao — dJlll). Permission:

finance.fees.manage .

i . . System Administrat
a Horizon IS Search for students, staff, classes. 2026 - 2025 SE en =] 1] e ystem Administrator

@ Assign fees & Discounts setup ® Students fees il Expected revenue Fee collection T Instaliments
2r 22 s ts fee: 2 c e =
Fee structure 2+ Rssignfees [ Hdehts faes j ( o7 iecounis s=tip ] [__ FErae ]

Year settings

School vear Total schaol days Manths Proratior
2026-2027 0 0 Full year

>
>

Fee components | + te stan o = ) [ Add companent

@ Mo fee components yet. Create the standard ones to start.
\

. /| a

@ Help Center

gl JSao diolin
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Opening "Fee Structure" shows a tab strip (pills) covering the full fee cycle:

Pill Path What it does

Fee Structure (gl JSuo) /finance/fees Fee components, year settings, and per-grade
amounts

Installment Assignment (g.jg5 /finance/fees/assign Each student's final fee + discounts + the audit

bludll) lock

Discount Setup (wlograsl slac) /finance/fees/discounts Defining named discounts

Student Fees (LMl pgu)) /finance/fees/students Each student's financial position

Expected Revenue (gfcsg:aoJl slVl) /finance/fees/report Expected-revenue report (print button)

Fee Collection (pgumwyll Juaxs) /finance/fees/collection Collection-tracking dashboard (read only)

Installments (bLwaVI) /finance/installments Installment plans and payment recording

Setting up the fee structure for a new year

Purpose Define what the school charges before assigning any amount to students.
Who can Management and the Accountant ( finance.fees.manage ).
Before you start Make sure the correct academic year is set as "current” in Settings.

Steps 1. Open /finance/fees . 2. In the Year settings (duw! wislacl) card: set the academic year, the number of
days and months, and the proration (wwwlJl) method for late enroliment: no proration, by months, or by days. Save.
3. In the Fee components (pgu)ll wlgse) card: click Create standard components (dawbdll wlgSll sLisl) to seed a
ready-made set, or Add component ((gSe 49Ls|) manually. For each component: the name in Arabic and English, the
source (manual or linked to meals), whether it accepts discounts, and whether it is active. 4. In the per-grade fee

table: enter each component's amount for each stage/grade, then Save (laas).
Expected result A complete fee structure for the year, ready to assign to students.

Common mistakes - Forgetting to activate a new component — an inactive component does not appear in

assignment. - Entering the amounts in an academic year other than the current one.
Troubleshooting - Not seeing the pills at all? The FinanceErpModule flag is off, or you lack the permission.

Related topics Installment Assignment - Discounts

Assigning installments to students

Purpose Fix each student's final fee after discounts, then lock it.

Who can Management and the Accountant.
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Steps 1. Open /finance/fees/assign (the Installment Assignment (blwsl &2;99) pill). 2. Pick the student. Their fee,
computed from the structure, appears. 3. Adjust the final fee if needed, and add the defined discounts (sibling
discount and the rest). 4. Click Save (ka>). 5. After the final review click Audit (2845) to lock the student's fee for
this year. A Reopen (a8 85lcl) button is available to management if a later change is needed. 6. The Apply (§k)
and Apply scale (yulie Gaubi) buttons work at group level to roll an amount or a percentage out to an entire

segment.
Expected result Each student has a documented final annual fee, visible in "Student Fees" and on the family account.
Common mistakes - Editing after auditing without "Reopen” — the system blocks it; this is by design.

Related topics Installments and Payments - Expected Revenue

Setting up discounts

In /finance/fees/discounts : click Add discount (euas d3Ls]), enter the name in Arabic and English, and activate it.
The types include sibling rules ("Add child"). The discounts defined here are the ones that appear on the assignment

screen.

Example: A "second sibling 10%" discount is defined here once, then selected for each sibling on the

assignment screen — it is never typed by hand each time.

7.4 4. Installments, Payments, and Receipts

Recording a payment from a family

Path: /finance/installments — the Installments (bLw8VI1) pill in the Fee Structure.

© 2026 SMS Kurdish — Sami M. Saleem Page 162 of 249



SchoolERP — School Management Platform

“ Horizon IS Search for students, staff, classes.

& Fee structure Assign fees + Discounts setup

Installments

= 0 Dinar
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Parent Allen
Parent Anderson
Parent Baker
Parent Brown
Parent Clark
Parent Davis
Parent Evans

Parent Green

(@ Help Center

Parent Hall

Darans Uil

2024 - 2025

® Students fees

& 0 Dinar

bludVl diliv

il Expected revenue
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T1) ° System Administrator

e

O 0 Dinar

Purpose Record an amount paid by the family and issue an official receipt number.

Who can Management, or holders of the "Accountant” role only. This is an explicit role requirement on the server —

no other permission suffices, and the rejection message is: "Recording payments is restricted to the finance office"

(Al S e jguabo wied | Jasews).

Before you start - Know the amount, the currency (dinar or dollar), the payment method, and the cashbox the money

went into. - Make sure the family's installment plan is set (the Set plan (dlaJI s3ya=35) button).

Steps 1. Open /finance/installments . 2. In the right-hand panel search for the family (there is an "Overdue only"

(hdd (yg,5Liall) filter). Select the family. 3. If the plan is not set: click Set plan (dasJl 3y3=35) and define the number of

installments and their dates. 4. Click Record payment (d=8> Jaswi). The payment window opens: - The date. - The

amount and currency: Iraqi dinar or US dollar — dollars are converted automatically at the saved exchange rate into

the school's main currency. - The payment method (cash, card, transfer...). - The box (uuSgeul) (cashbox) that received

the money. - Notes, and optional attachments (up to 4 MB per file). 5. Save. The message "Payment {receipt number}

recorded." appears.

Expected result - An automatic receipt number in the format R-yymmdd-#### (year/month/day + sequence). - The

payment appears in the family's payment list: receipt number, date, amount, equivalent in the main currency, method,

cashbox. - The family's balance in "Family Balances" drops immediately. - The guardian sees the payment in the

mobile app (the "Installments account" screen).
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Common mistakes - Recording a dollar payment without confirming the saved exchange rate — review the setting
before collection season. - Trying to delete a payment carrying a % lock — locked payments cannot be deleted; this
protects the record. - Confusing a "payment notice received" from the app with recording the actual payment (see

Payment Requests).

Troubleshooting - The "Record payment" button refuses? Your account is neither management nor an accountant —
ask the finance office. - Cannot find the family? Search by part of the name or the number, and clear the "Overdue

only" filter.

Related topics Printing_receipts and statements - Family Balances - Payment Requests

Payment Requests

Path: /payment-requests — sidebar: Requests — Payment Requests (gl wldb — wldlll). Permission:

finance.payments.manage .

“ Horizon IS Search for students, staff, classes 024 2095 S e o 0 ° System Administrator

Payment Requests

Family Amount Method Note Requested Status Actions

No payment requests.

@ Help center I

28l wldb &l

Purpose Process the "l have paid" notices that guardians send from the app.
Who can Management and the Accountant.

Steps 1. Open /payment-requests . 2. Review each request: the family, the declared amount, the note. 3. Click
Received (pMiwl) to acknowledge the notice, or dismiss it with a rejection. 4. Then — and this is the crucial part —

record the actual payment on the Installments screen.
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Warning: The "Received" button does not record any amount on the family's account. It is only an
acknowledgment that the notice arrived. The payment does not exist financially until the cashier records it on

the Installments screen.

Related topics Recording a payment

Printing receipts and statements

Three ways to print, each with its purpose:

1. Family account statement: in /finance/installments select the family and click Print statement (cais)l delb)

— prints the family's full account (the plan, the payments, the remainder) via browser printing.

2. Balances list: in /family-balances the Print PDF (dclb PDF) button downloads a ready PDF with every family's

balance.

3. Official voucher: for the official accounting voucher (receipt voucher / payment voucher) use the Vouchers screen

in Accounting.

Tip: The letterhead of all printouts (the logo and the school name) is configured centrally from Settings — Print

Design (delbll paouai — widlaeYl) ( /settings/print ).

7.5 5. Accounting

The sidebar path Finance — Accounting (duwl=all — dJWJI) opens the journal /finance/journal , and from there a

pill strip leads to the rest of the books. Permission: finance.revenue.view .
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The Journal

('[: Chart of Accounts ) (ﬂ Financial Reports ) (a Vouchers j + New Entry

Journal

(@ Nojournal entries yet
.

@ Help Center I

drogl 36>

e Path: /finance/journal — title: Journal (daogul 5id5).

e The New entry (aua=> 348) button records a manual accounting entry (debit/credit).

e Pills at the top of the page lead to: Chart of Accounts (wblw=Jl 8,24%), Financial Statements (dJlaJl eslgall),
Vouchers (wlaswdl).
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Chart of Accounts

u Horizon IS Search for students, staff, classes, 2026 - 2025 SE en o] 1] ° System Administrator
Chart of Accounts (+ ) (2 wportiesn)

(© Noaccounts yet. Create the default chart to get started ‘
. S/

@ Help Center

GSLludl 8y

e Path: /finance/accounts — title: Chart of Accounts (<blwsdl 8)ui).

¢ The buttons: Create default chart (4us1yi8VI 8=l sLiw]) (to start a new school with a standard chart of
accounts), Add account (wlws> d8Ls]), Export (ju3ua5), Import CSV (1)l CSV).

Warning: "Create default chart" is for the very beginning only. In a school that is already operating, add accounts

one by one and never rebuild the chart.
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Vouchers

u Horizon IS Search for students, staff, classes. oo s S e o o ° System Administrator
Vouchers ¢ Receipt Voucher

(D Na vouchers issued yet.
\ /

@ Help Center

Slasadl

e Path: /finance/vouchers — title: Vouchers (wlaiwdl).

e Two main buttons: Receipt voucher (yau8 siuw) (Money in) and Payment voucher (w0 i) (Money out). Each

voucher generates an official printable document and is posted to the books.

Financial Statements

e Path: /finance/reports — title: Financial Statements (dJlaJl eilgdll). Ready-made financial reports for viewing

and printing (read only).

Accounting setup and cashboxes

e Path: /finance/setup — title: Accounting Setup (duwlxoll slacl).

¢ This is where the cashboxes (wlwsSgdl / a5Luall) that appear in the payment-recording window are defined: the
Add cashbox (§gauo d3Ls]) button, then Save (kas).

Example: A "Reception” box and an "Accounts” box — every payment is attributed to a box, which makes it easy

to reconcile each collection point separately.
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Family Balances

Path: /family-balances — title: Family Balances (J5lg=)l 83u0,i).

i Caarch for students. staff classes sz System Administrator
(11 Rt st ot = @D ° O

0ga O0ga 0/0 7

No plans or payments yet — press "Sync now" on the finance bridge first.

@ Help Center l

Silg=ll 830yl

Purpose See what every family still owes on one screen, and remind those in arrears.
Who can Management and the Accountant.

Steps 1. Open /family-balances and click Refresh (v.ua=s) for the latest figures. 2. Review the table: every family
and its remaining balance. 3. To print: Print PDF (d<lb PDF). 4. To remind: click Remind overdue families ({count})
(p2y5Uiall jus35) — the button requires a second confirming click before sending a bulk notification to all overdue

families.
Expected result Every overdue family receives a polite notification of the remaining amount, in its own language.
Common mistakes - Clicking once and waiting for the send — nothing is sent until the second, confirming click.

Related topics Recording a payment - The Finance Bridge

7.6 6. The Shop

Path: /shop — sidebar: Finance — Shop (wgsil=l — dJlall). Permission: shop.manage (held by the Accountant by
default).
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“ o 0 ° System Administrator

B Manage Products

@ Mo products yet. Add Product
.

2

Top Sellers (This Month)

Recent Sales

No data yet. No data yet.

(@ Help Center

Wil dilis

Opening "Shop" shows three pills: School Shop (duwaell weil>) /shop , School Restaurant (duw)aall psbo) /meals ,
Uniform Store (sbL;VI ysi0) /uniforms .

Selling from the point of sale

Purpose Record the shop's daily sales quickly, in cash or on a student's account.
Who can Holders of shop.manage (the Accountant and management by default).
Before you start Make sure the products are entered with correct stock (see Products).

Steps 1. Open /shop . You see the product grid and today's cards: Today's revenue (o941 5l1), Today's sales (wlziro
©941), This month (gl 13w), Low stock (yaasue ygjs). 2. Click a product to add it to the cart ("Click a product to
add it to the cart"). Adjust quantities inside the cart. 3. Optionally: pick the student (to sell on their account) or type
the customer name. 4. Choose the payment method: Cash (1345), Card (d8Uny), or On account (wlw=dl Jle) (charged
to the student's account). 5. Click the Collect {amount} (Jua=3) button. 6. To cancel the cart before collecting: Clear
(&2,45).

Expected result The message "Sale {number} recorded — {amount}." appears, stock drops automatically, and the sale

shows in Latest sales (wlsuall ;31) and in today's revenue.

Common mistakes - Selling "on account" without selecting a student — pick the student first. - Ignoring the low/out

(ai5/yaasue) stock alert until the item runs out.
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Troubleshooting - The product does not appear in the grid? Search in Search for a product... (i e Ca...) Or

check that it has not been deleted from product management.

Related topics Products - Installments and Payments

Managing products and stock

Path: /shop/products — the Manage products (wlxiiall 3,15]) button from the point of sale.

¢ Add product (i d8Ls)): name, Arabic name, category, code/barcode, price, cost, stock, reorder level.

o Restock (ygjsall 3ugj5): open the product and click restock — "Enter a positive number to add or a negative
number to deduct."

e Deleting a product asks for confirmation: "Delete product '{name}'?"

* Helper cards: Best sellers (this month) (gl 1) 2o ,iSVI) and Latest sales (wlzaall ,50).
The restaurant and uniforms

¢ School Restaurant (duw)sell p=ho) /meals : per-student meal subscriptions, with the weekly restaurant menu
(p=ball 4o5l8) in /meals/menu (the "published” menu is what families see in the app) and non-subscription

reasons (WlyibVl pac wluwi) in /meals/reasons .

e Uniform Store (sb;VI y=xio) /uniforms : uniform items and their stock, bundles (pj=) per stage (item + quantity),
and Issue / Sell (g / ,l0l) buttons plus bundle management.

7.7 7. The Requests Section

The Requests (wldbll) section in the sidebar gathers everything awaiting an office decision:

Item Path Permission

Absence Requests (wbel wldb) /absence-requests attendance.manage
Payment Requests (géJl wldb) /payment-requests finance.payments.manage
My Leave (iljl=]) /my-leave all staff (no permission)
Account Closure Requests (wblwsdl gUe] wldb) /departure-requests admin.users.manage
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Absence Requests
a e Search for students, staff classes. oo 035 BfE e @ ° Systom Adminlstrator
Absence Requests

Absent today without a word

REFRESH

Student Dates Reasan Note [} Reguested Status Actions

No absence requests.

@ Help Center

ol b

Purpose Decide on the absence requests that guardians send from the app ("Report an absence").

Who can Holders of attendance.manage (teachers, homeroom teachers, department and stage heads, and
management).

Steps 1. Open /absence-requests . 2. Review the request: the student, the reason, the duration (from/to), the note. 3.
Click Approve (d4slgo) or Reject (ua9)).

Expected result The guardian sees the request's status in the app along with the name of who handled it, and the

excuse is reflected on the attendance record.

Related topics The Attendance and Conduct chapter - The Action Center
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My Leave and requesting leave (staff self-service)

My Leave + Reguest leave

@ You have no leave requests yet ‘

. /

Fhilz] dals

Purpose Every staff member — whatever their role — sees their leave balance and submits a request.
Who can Every signed-in staff member. No permission needed.

Steps 1. Open Requests — My Leave (uiljl>] — wldlll) ( /my-leave ). You see your balance, your previous requests,
and their status. 2. Click Request leave (8jl>] «ub) (or open /request-leave directly). 3. Choose the leave type and
the duration, write the reason, then Submit request (<l JLwyl). 4. Track the status from the same screen until it is

approved or rejected from Leave Management.

Note: A student's leave request is a different thing: the guardian submits it from the app or from the "My

attendance" screen, and it is processed in Absence Requests.

7.8 8. Transport and Facilities

The Transport and Facilities (g3l,oJlg Jdul) section in the sidebar.
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Transport: the screen map

Transport R (- )

b 5 ® ¢ 4 o 67%

Route Driver Bus Students Pickup Status Actions

Route 1 — Kensington Ahmed Hassan BUS-204 (45) 0 07:10 AM OnRoute P |

Route 2 — Chelsea John Davies BUS-211{45) &h0 07:00 AM OnRoute Fa |

Route 3 — Camden ° Maria Lopez BUS-198 (40) a0 06:50 AM V|

Route & — Greenwich Peter Clark BUS-220(45) a0 07:15 AM OnRoute V|

Route 5 — Hammersmith e Sara Ahmed BUS-176 (40) a0 07:05 AM ran |

Route 6 — Islington o David Wright BUS-233 (45) a0 07:20 AM OnRoute A |

Rows per page: 10 1-60f 6
® e Coner Pre-trip checks (last 7 days)
Screen Path What it does
Transport (home) (JsJI) /transport Routes and buses; the Add route (k3 d3Ls|) button and links to
the other screens

Assign Students to Buses /transport/assign Linking each student to their route and bus
(wboll QI oMl sLw))
Bus Manifest (Lo /transport/manifest Passenger lists; Route manifest PDF (lksJl ¢y PDF), Move to
wlolJl) another bus (,3T yoU JI Ji3), Remove from bus (oWl o dljl)
Live Fleet Map (dl,> /transport/live Bus positions in real time; Show all buses (wboWl JS 8,c)
8pioleadl Jobaoll)
Driver Mode (giludl gidg) /transport/drive The driver's in-trip screen
Bus Geofence (g Luw! /transport/geofence Geographic alert boundaries (permission transport.manage )
ol Blysexl)
My Child's Bus (wl yob) /transport/my-bus Guardian/student view only — visible to them, not to staff

Who can? Fleet-level reading (the manifest, the map, the overview) is protected: a manager, or a holder of

transport.view / transport.manage ; otherwise the request is rejected with "Transport data is restricted to the
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transport office” (Jaudl wiSe le 8)quaso Jail wbly). The driver sees only their own trip, and the guardian sees only
their child's bus.

Driver mode in brief (mostly used from the mobile app): start the trip (Start trip (dl>, ial) — requires explicit consent
to share GPS location), and for each student: Boarded / Got off / Did not board (<S,s @) / J3 / A=) — each status
instantly notifies the student's family; the Bus approaching (w,iss yoWI) button gives advance warning; emergency

buttons (breakdown/traffic/emergency); then Arrived (end trip) ((dl=>)Jl slgil) wdiog), which shows the trip summary.

Tip: Train drivers to always end the trip — the summary (duration, distance, boarded/got off/absent) is the

school's official record of the trip.

Pickup Call

Path: /pickup — title: Pickup Call (WlakhuoVl £la5). Permission: facilities.view .

At the gate at dismissal time: when the guardian arrives (or taps "l have arrived for pickup" in the app), click Call (slas)

to summon the student to the gate, then Left (;5l&) when they exit.

Health and medical documents

¢ Health (d=uall) /health — title: Health and Medical Records (dubllg dasuall Mauall). Permission: health.view
(held by the Nurse by default; the Doctor holds it only by explicit grant). The Record visit (8,L; Jasews) button

documents every clinic visit.

¢ Medical Documents (duball @iUgll) /child-medical : guardians upload their children's medical documents from

the app, and the health staff review them here. An Upload document (di.ig g9)) button is also available to staff.

[ Important: Health records are sensitive data. Grant health.view only to authorized health staff.

Cleaning, maintenance, and the duty roster

e Cleaning (wauaiil) /facilities/cleaning (permission facilities.manage ): cleaning-area schedules —
Manage areas (gblJl &15]), Add to schedule (JgazJl J] d3Ls]), Save (kas>).

e Maintenance (&luall) /facilities/maintenance (permission facilities.manage ): maintenance work tickets —
the New job (aya> Jec) button for each fault.

¢ Duty Roster (dsglaJl J9a=) /duty (permission facilities.view ): supervision shifts — Add shift (diglio d3Ls))
for management, and Check in (jgsa> Jazwus) for the person on duty.

7.9 9. Staff HR

Sidebar: Staff HR — Staff (gabgoll — (puibgall (y94:) ( /staff , permission hr.view ). Opening the page shows a
pill strip covering the full HR file:
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Pill

Staff (,gabgall)

Staff Attendance (;uabgoll i)
Time Clock (jgua=Jl delw)

Leave Management (wljl>Vi §)ls))
Punch Corrections (douadl wisxisuas)
Payroll (wslgyJl)

Staff Conduct (;abgoell LSglw)

HR Settings (dy il 5)lgell wisle])

Devices (53>VI)

The staff directory

nts, staff, classes.

n Horizon IS

2024 - 2025

[ Staff Attendance @ Time Clock T Leave # Punch G
Staff

o]

N B ED 5

7 staff members have no login yet

Employee

. Name Position Department

EMP-2023-0005 Lisa Brown Teacher Mathematics

EMP-2022-0003 @ Emma Clark Teacher tnghsh

EMP-2026-0006 @ Amy Green English
&0

EMP-2018-0007 F Robert Hall Administration
Sarah
@ Help Center EMP-2021-0001 ratmeon Teacher Mathematics

)
l

Oabgoll doild

Complete User & Training Manual

Path
/staff
/staff/attendance
/staff/timeclock
/staff/leave
/punch-corrections
/staff/payroll
/staff-conduct
/staff/hr-settings

/staff/devices

System Administrator
° 0 @

08 Payroll Staff Conduct HR Settings E Devices

oo

CEINA 2
Show

Schaol staff

Email Phone Status Actions
lisa.brown@horizon-demo.example +i& 7700 567890
emma.clark@horizon-demo.example +4t 7700 345678
amy.green@horizon-dema.example

+44 7700 678901

robert.hall@horizan-demo.example +44 7700 783012

sarah johnsen@herizon- _ @ /s
+46 7700 123656 _
demo.example 5 .
- — @ rd

/staff is the staff directory: search and filtering, an Export (juauai) button, and an Add staff member (abgo d5LsI)

button. Each staff member's profile is at /staff/profile/{id} .
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Adding a staff member

Path: /staff/add (editing at /staff/edit/{id} ).

n Horizon IS Search for students, staff, classes. 2026 - 2025 SfE en ) 9 ° System Administrator
Ad Staf Mermber

2 Personal information

Mationality

Gender
Female Iraqi

@ Employment & contact

pasition Systern rale
Teacher Teacher

Hire date
9/12/2026

[ Teaching assignments

Pick a class, then tap the subjects this teacher will teach. Repeat for more classes.

@ Help Center
o Login account

-

abgo d8Ls| g0
Purpose Create the new staff member's employment record — which is not a login account (see the last step).

Who can Management only (creating staff records is restricted to management on the server).

Before you start Prepare: the full name, the phone number (mandatory), the email if any, the position, and the hire
date.

Steps 1. Open /staff and click Add staff member (wabgo d3Ls|). 2. Personal information: the full name in one field
(the system splits it automatically into first/middle/last), gender, nationality. 3. Employment and contact: - Position
(&,s':,fbgjl wouall): choose from the list (Teacher, School Manager, Secondary Department Head, Primary Department
Head, Coordinator, Nurse, Accountant, Receptionist, Doctor, Librarian, Bus Driver, IT, Service Worker, General Staff). -
System role (oWl 95): a separate list — read the warning below before choosing it. - Department (ouuill): free text
with suggestions. - Hire date, phone (mandatory), email. 4. Click Save staff member (wabgell aa>). 5. Later, to give

the staff member a login account: go to User Accounts — the staff record alone does not allow signing in.

Expected result - An automatic employee number in the format EMP-{year}-0001 (the counter includes those who

have left). - The staff member appears in the directory and in the attendance, leave, and payroll screens.
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Important — why does "System role" matter so much? The system role is not just a description. It is what
decides who appears to families as an official contact in the app, across the entire school. Families are shown
only the official communication roles: School Manager, System Manager, Registrar, department and stage
heads, Nurse, Doctor, Accountant, Receptionist, IT, and the Safeguarding Officer. Service Worker, General Staff,
and Bus Driver never appear to families — even if one of them is mistakenly placed on a teaching assignment.
Choosing the wrong system role means either someone appears to families who should not, or someone
families need to reach disappears from them.

Warning — "Position" carries weight too: Some position values are used literally inside the system: "Teacher"
counts toward teaching-staff statistics, and "School Manager", "Secondary Department Head", and "Primary
Department Head" are matched for report-card signatures. Enter the correct position from the list — do not

improvise.

Common mistakes - Choosing "Teacher" as the system role for an administrative employee so they "see more" —
permissions are managed from the permissions matrix, not from the system role. - Leaving the phone empty — the
field is mandatory and the form will not save. - Expecting the staff member to sign in as soon as the record is saved

— an account must be created in /users .

Troubleshooting - Additional fields appear only on the edit screen: work-hours start/end, and a Field work (Joc

93|.),.5.n) option (exemption from the punch geofence) for mobile staff.

Related topics User Accounts - Roles and Permissions - Leave Management

Staff attendance and the punch clock

o Staff Attendance ( uibgall je4>) /staff/attendance (permission hr.manage ): a daily register — for each staff

member: present/absent/late/on leave with in/out times and a note, then Save (ka>).

¢ Time Clock (jga=l delw) /staff/timeclock : a live board of today's punches (refresh, settings). Staff punch in
from the mobile app: fingerprint confirmation + GPS location inside the school geofence, and fake-location apps
are detected and blocked.

¢ Punch Corrections (deuadl wl=asuai) /punch-corrections : staff requests to fix a forgotten punch — Approve
(daslgo) or Reject (yas)).

o Devices (83g2>V1) /staff/devices : staff phones approved for punching and sign-in — Add device (jlg=> d8Ls)),
Save (kas>). Approval is once per phone.

Leave Management

Path: /staff/leave — the Leave Management (wl;jl>Vl 8)l>)) pill.
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m Horizon IS Search for students, staff, classes oot yens SI en o O ° System Administrator

2 Staff {3 Staff Attendance @ Time Clock m # Punch Corrections 08 Payroll Staff Conduct HR Settings B Devices
=
Leave Management + Request leave

(D No leave requests yet. ‘
\

@ circulars
|E Staff

}E Staff Attendance

(@ Help Center

@iVl 8)ls]
Purpose Define leave types and decide on staff requests.

Who can Management (and "My Leave" is available to every staff member — see My Leave).

Steps 1. Open /staff/leave . 2. From the Leave types (wljl>VI g_lg.ii) button, define the types and the annual day
count for each (annual, sick...). 3. Review incoming staff requests: approve, or click Reject (ya8,). 4. The office can
submit a request on behalf of a staff member using the Request leave (5;l>] wb) button on the same screen. 5.
Save (ksas).

Expected result The staff member sees the decision on their request in "My Leave" and in the app, and unpaid leave

is reflected automatically in Payroll.

Payroll

Path: /staff/payroll — the Payroll (<lgyJl) pill.
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u Horizon IS Search for students, staff, classes 2024 - 2025 S en =] o ° System Administratar

2 Staff [3 Staff Attendance @ Time Clock T Leave # Punch C i ' Payroll Staff Conduct HR Settings B Devices

Payroll

Payroll calculation rules =1

SALARIES PAYROLL RUNS

2

Amy Green

) o 0 0 0 0 0
Assistant Teacher
David Lee o o o o o o 5
Teacher
Emma Clark o o o o o o o
Teacher
James Wright o o o o o o o
Coordinator
Lisa Brown o o o o o o o
Teacher
Maria Lopez o o o o o o s
Nurse
Robert Hal o o o o o o s
Accountant
Sarah Johnson o o o o o o s

Teacher

(@ Help Center

ilg I dudoLis

Purpose Generate and review a monthly payroll sheet.
Who can Management (the pill lives in the Staff HR section).
Before you start Finish the month's attendance register and the leave decisions — deductions are read from both.

Steps 1. Open /staff/payroll . 2. Click Generate payroll (,xuoll 3ugi) for the desired month. Unpaid leave and
unexcused absences are filled in automatically from the records, and the figures remain a draft that is editable. 3.
Review the columns: base salary, experience, allowances, and the employer's social-security share. 4. For those who
prefer Excel: Download template (<JWiI Js;55) then Import from Excel (CSV) (¢ dlyxiuwl Excel (CSV)). 5. A wrong

payroll sheet? Delete (Wi=) then regenerate.
Expected result A complete monthly payroll sheet for all staff, built on actual attendance data.

Common mistakes - Generating the sheet before closing the month's attendance — you will have to delete it and

regenerate.

Related topics Staff attendance - Leave Management

Staff conduct, HR settings, and circulars

¢ Staff Conduct (¢ abgell wbSglw) /staff-conduct : commendation and violation notes in categories — the Add
category (a8 dsLs)) button.
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* HR Settings (&l 5)lgall widlag]) /staff/hr-settings : work hours and the punch geofence location — Save

settings (wlslacYl kaa>) and a Use my current location (JlJl =390 plaziuwl) button to capture the school's

coordinates while you are inside it.

e Circulars (pmol=il) /circulars (available to all staff): official circulars with attachments — Attach file (o §)))

then Send to all staff (yaabgall Js JI Juwl), and each staff member clicks Acknowledge (gMbVU ,l,3),

documenting who has read it.

7.10 10. Administration and System

The Administration and System (oeUailg 8,15YI) section in the sidebar is the system's control room. Most of its

screens are for management, and some are for the IT staff member.

User Accounts

Path: /users — title: User Accounts ((joistiamoll <blws). Permission: admin.users.manage (management + IT).

o ° System Administrator

n Horizon IS Search for students, staff, classes.

User Accounts

7 staff members have no login yet.

Grace Allen
Robert Anderson

Sarah Johnson

8008

System Administrator

12\ users

@ Help center

omosZimmall Sl

Grace Allen

FAM-2019-0001

Sarah Johnson

20264 - 2025

® Active

® Active

® Active

® Active

+3 New User

Purpose Create login accounts and link them to people's records, reset passwords, and disable accounts.

Who can Management and the IT staff member. With two strict ceilings on IT: they can never grant the General

Supervisor/School Owner roles ("This role cannot be granted from the IT module"), nor School Manager/System
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Manager ("Administrative roles are granted only by school management"), nor manage any account holding these

roles.

Steps — creating an account 1. Open /users and click New user (332> pasiuw). 2. In the Create account (sLisl
wlws) window: the full name, the email, the role (only the roles you are entitled to grant appear — and the server re-
verifies), then Represents (Jiou): staff member / student / family, and pick the linked record. 3. Save. The temporary
password appears in a green panel only once: "Share it with the user — they will be asked to change it at first sign-
in." 4. Hand the password to the staff member securely. At first sign-in they are forced to set a new password (10+

characters, with an uppercase letter, a lowercase letter, a digit, and a symbol).

Other steps on the same screen - Reset password (j9,0Jl dolS ¢yuusi 8lel): issues a new one-time temporary
password. - Disable account (wlw=dl Juasi): cuts off access immediately — session tokens are revoked and web
and app sessions are closed together. - Accounts ranked above yours show no edit buttons — and the server refuses

in any case.

Expected result An account linked to the right person, with the right role, and a temporary password handed over

exactly once.

Common mistakes - Creating an account without linking it to the staff/student/family record — the link is what gives
the person their personal screens (attendance punching, children's data...). - Closing the window before copying the

temporary password — it will not appear again; use "Reset password".

Related topics Roles and Permissions - Adding_a staff member - Account Closure Requests

Roles and Permissions

Path: /admin/permissions — title: Roles and Permissions (wbsWallg )lgsVl). Permission: admin.roles.manage .
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m Horizon IS Search for students, staff classes. 0% - 2025 S en ” =] O ° System Administrator

Not Found

Sorry, the content you are looking for does not exist

(@ Help Center

Purpose Control what each role sees and does — the matrix is what draws the sidebar for everyone outside

management.

Who can Management and the IT staff member. The "General Supervisor" role's permissions can be changed only by

a General Supervisor: "Changing the General Supervisor's permissions is restricted to the General Supervisor."

Steps 1. Open /admin/permissions . 2. Pick the role from the right-hand panel. 3. Enable/disable the permissions,
grouped by module (students, attendance, finance, administration...). The Grant all (JsJI zio) and Clear all (JsJI guso)
buttons speed things up. 4. Click Save changes (wlusil Jaas) (or Discard (Joloxs)).

Expected result - The change takes effect at the next sign-in for every user holding the role — ask them to sign out

and back in. - The sidebar items the role sees change automatically.

Important — the "floor" cannot be stripped: Every role has a core permission bundle that the system re-pins on
every startup, "so that no role silently loses its essential screens." What you add above the floor stays; what you
try to strip from the floor comes back on its own after a restart.

Note: The matrix does not control "which classes / which children" — the scope of classes, children, and buses

comes automatically from assignments and family linking, not from here. And if you see an "Unknown roles"

section, those are leftovers of old data that cannot be granted — ignore them.

Related topics User Accounts - Menu Designer
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Path: /settings/menu — the Menu Designer (daill paouas) pill inside Settings. Permission:

admin.settings.manage .

n Horizon IS Search for students, staff, classes.

Settings B Media settings

Menu Designer

Dashboard

Action Center

@ Help center

I\ Menu Designer

& Print Design

Social Media

Publishing report

Sy
2024 - 2025 =S

# Data Center # Import Center

Students

Families

1D Cards

EN

o o ° System Administrator

() RESET TO DEFAULT @

Lesson Plans
Recognition
Grades

My Reports
Classes

Exams
Homework
Classroom Tools
My Department
Dept. Messages
Timetable

Exam Invigilation
Library

Academic Setup

Purpose Customize your school's sidebar order: reorder items, move them between sections, hide what you do not

use.

Who can Management.

Steps 1. Open /settings/menu . 2. Drag items to reorder them or move them between sections, and hide unused
items. 3. Save (kas>). To go back: Reset to default (61y8V1 bhudll 85Lc)).

Expected result A sidebar in your school's order for all users.

group at the bottom of the menu.

Feature Flags

Important: The Menu Designer neither grants nor removes permissions. A hidden item's page remains
protected by its permission, and a visible item does not open for someone without its permission. Access is

managed exclusively from the permissions matrix. ltems moved to an unknown section fall into an "Other"

Path: /feature-flags — title: Feature Flags (wljxll zailao). Management only (the WebManager policy).
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“ Horizon IS Search for students, staff classes. 2026 - 2025 SE en o) 1 ° System Administrator
t| Feature switches
Class story rings

The phota story rings families see at the top of the feed

Past polls

Voting on class-post polls (existing votes are kept while off).

Family live bus map

e bus position, ETA and child status on the family's My-Bus page.

Internal accounting module
The ERP's own fees/invoices/collection pages. Turn OFF when the offline accounting program (via the finance
bridge) is the only money source

Internal grade entry

The ERP's own marks entry, graded subjects and g Turn OFF chool d
program is the only source of marks — repart car d the pare eep w
Bus start without pre-trip check
Driversr a run without today's pre-trip check. Turn OFF to require a passing check (or management's
; _ er has the a d wit K
@ Help Center I

Purpose Turn a released feature off for the whole school (for a planned period or when there is a problem) and bring

it back whenever you like.

Steps 1. Open /feature-flags . 2. Each feature has an On/Off (d48gi0/ Josi) switch and a Reason? (optional note)
((dy,Las] dla>Mo) Swwnll) field — always write the reason; it shows under Last change (juusi ,31). 3. Save — "Saved.”

Expected result Everything runs by default, and a change takes effect within about half a minute with no restart.

Example: Switching off FinanceErpModule hides the fee and accounting screens from the whole school

immediately — and it is the first thing to check if "finance has disappeared".

Academic years and terms

Location: Settings (wlslaeYl) ( /settings ) — the Academic Year (dawlyaJl diull) tab.

e The Academic years (dawl)aJl Wlgial) table: the year, start, end, status — the current year carries a green badge.

e Set as current (dJ=S ¢pu=i): switch the working year.

* Roll over into this year (632 JI &l Jua=yi): end-of-year promotion — it shows a preview with the numbers first
and then asks for confirmation: it promotes every active student one grade, graduates the top grade, wipes all

section assignments (they are rebuilt via "Class Assignment"), and makes the target year current.

¢ Archive the year's results (duJl 5t dadyi): a final snapshot of all students' results before the rollover — preview

then confirm; running it again replaces that year's records.
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Warning: There is no "Add year" button — years are prepared by the system during provisioning. And before any
rollover: archive the results first. There is also a grade-by-grade rollover tool at /year-rollover thatrequires
typing the word RENEW to confirm.

Academic terms (first/second term, their weights and components) are managed from the Grading Schemes (éoksi

wl>yal) screen /grading-schemes via the Terms (Jguadll) button — see the Grades and Reports chapter.
School Settings

Path: /settings — permission: admin.settings.manage . The settings pills:

q careh e et idente ctaff clacces =g System Administrator
“ HorizonIS Search for students, staff classes. oi - 2025 B2 en Q 0 °
B Media settings & Print Design Menu Designer # Data Center & Import Center

Settings

{5 Brand & identity

2 School logo
. ®

o School nama

Short name
Horizon International School Horizon IS
=]
Schaol code Tagline
HIS Learning Without Limits
Q
0
R, Contact details
;] Departments
Email Phone Website
R ns info@horizon-demo.example +31 20 000 0000 www.horizon-demo.example
Address City
12 Demo Avenue Demo City

1483 settings

@ Help Center @ Localization & currency

Default language

whlaeYl dols
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Pill Path What it does

Settings (general) /settings The school profile, the years, your account, and the backup

(wlslae)l)

Media Settings /settings/media Image and video limits

(basLwgll wislac])

Print Design (oxcuas /settings/print Letterhead and styles for all printouts — Save (k4=>) and Reset to default
dcldall) (ol58Y1 hwuall 85le])

Menu Designer /settings/menu See Menu Designer

(TP

Data Center (;Syo /admin/data Bulk Excel export/import (template, valid-row check)

bl

Import Center (S /import Download Excel template (<J& 1355 Excel) then Upload Excel/CSV file

lsanVl)

(valo g9, Excel/CSV) then Import now (oV1 slygiuwl)

In the general tab: the school name and logo — while the school code (dw)30Jl jo, (Code)) is read only: it is the

deployment identity and never changes. In your account section: Upload photo (5,90 29,), Update password (=i
y90Jl dals), and Enable/disable two-step verification (¢yighsu Gi=il Jubsi/ Jaeds).

Storage

Path: /storage — title: Storage (gysj&l). Permission: admin.settings.manage .
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Horizon International School

Welcome Back!

Empowering students, parents and teachers to
achieve excellence every day.

Y
s
|

. )
Login to Your Account

J Email / Username

Enter your email or username

r

Enter your password

Remember me Forgot Password?

‘ B sign in from your phone (smart board) |

\ o ' t?Contact your school
ad the Android app
grammed & developed by Sami M.Saleem
@ ) ) { an w
Learn Connect Achieve Connect Achieve
New skills With others Your goals With others Your goals
o

Purpose Monitor the media budget: where the space went, who the top uploaders are, and adjust the limits.

What is on the screen - Usage breakdown by type and by module, and a Top uploaders (u=8l)J1 yisi) list. -
Management tools: the overall school budget (duw)all dlj0) and a per-user override (paiuo JsJ jglxi) when
needed. - The Migrate old files out of the database (wblwl 538 (o dosridll wlalell Jd5) button: moves old media
stored inside the database into the file store, with a checksum integrity check on every file before it is accepted. Run

once, under the supervision of the operating party.

Backups

Two places that must not be confused:

1. A quick snapshot from Settings: in /settings , the backup section — "downloads a JSON file with the school
profile and the record counts for each module". Useful for documentation and peace of mind ("{year} contains

{count} records across {count} modules"), and "Backup snapshot downloaded." appears on completion.

2. The real database backup: runs automatically on the server and is managed by the party operating the system —

it is not something a school staff member does from the browser.

Important: The JSON snapshot is not a substitute for the database backup. In any data-loss incident contact

technical support immediately — do not attempt to "restore" on your own.
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The Audit Log and the Action Center

o Audit Log (g8l Joew) /audit (permission admin.audit.view ): a read-only record of who did what and when

— your first reference in any confusion ("who changed this?").

u Horizon IS Search for s ts, staff, classes. 2024 - 2025 S en Ilnht ] Q ° System Administrator

Audit Trail
Al secunity events ) Al Actions All records 7 days ©
§ X . _ N StaffMemberid: & — &
06 Sep 17:07 admin Timetable - Reception A - day 5 - P6 - Science
TeacherName: © — Amy Green
StaffMemberld: & — &
06 Sep 17:07 admin Timetable - Reception A - day 5 - P5 - Mathematics
TeacherName: © — Amy Green
StaffMemberld: © — &
06 Sep 17:07 admin Updated Timetable - Reception A day 5 - P4 - PE
TeacherName: © — Amy Green
§ X . _ StaffMemberid: & — &
06 Sep 17:07 admin Timetable - Reception A - day 5 - P3 - Geography
TeacherName: © — Amy Green
StaffMemberld: & — &
06 Sep 17:07 admin Updated Timetable - Reception A - day 5 P2 - Science
TeacherName: © — Amy Green
StaffMemberld: © — &
06 Sep 17:07 admin Timetable - Reception A - day 5 - P1- Mathematics
TeacherName: © — Amy Green
X . ) StaffMemberid: & — &
06 Sep 17:07 admin Timetable - Reception A - day 4 - P6 - Art
TeacherName: © — Amy Green
StaffMemberld: & — &
06 Sep 17:07 admin Updated Timetable - Reception A - day 4 - P5 - Arabic
TeacherName: © — Amy Green
StaffMemberld: © — &
06 Sep 17:07 admin Updated Timetable - Reception A - day 4 - P4 - Histon
» pron - day v Techerame Ay e
@ Help Center
X . ) . StaffMemberld: & — &
06 Sep 17:07 admin Updated Timetable - Reception A - day 4 - P3 - English
TeacherName: © — Amy Green

e Action Center (wlsly>Vl jSyo) /action-center (the "Home" section of the menu, permission admin.audit.view ):
one live queue of everything awaiting a decision: result-publication approvals, absence, payment, and leave
requests, pending devices, and more. Each card has an Open (xi8) button that takes you straight to the decision

screen.
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sarch for students staff classes sy System Administrator
Search for students, staff, classes 2026 - 2025 S en 9 Q °

@ Action Center

A

All clear

(@ Help Center

Q|;|)_?§J| )5)40

Tip: Make opening the Action Center the first habit of the morning for the administration staff member — if it is

empty, nothing is stuck with you.

Account Closure Requests

Path: /departure-requests — title: Account Closure Requests (wblw=dl U] wldb) (shown in the "Requests”

section of the menu). Permission: admin.users.manage .
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“ Horizon IS Search for students, staff, classes 2024 - 2025 S en Ilnht o o ° System Administrator

Account Closure Requests

-
® A guardian has asked to close their sign-in account. Approving stops them signing in, ends their sessions and stops notifications on their devices. It does NOT delete anything: the family record, the
guardian’s details and every pupil record stay with the school, and the pupil is not withdrawn.

Guardian Reason Status Decision Actions

|[® Account Closure Requests No account closure requests.

(@ Help Center

Sbluadl GUe] wllb
Purpose Decide on guardians' requests to close their login account (the request is submitted from the mobile app:
"Departure request / close account").
Who can Management and the IT staff member ( admin.users.manage ).

Before you start Make sure the request is intentional — talk to the family if the situation is unclear; the requester can

also withdraw the request from the app before it is decided.

Steps 1. Open /departure-requests . 2. Review the request: who submitted it, and their optional reason. 3. Click

Approve and close (§\elg dislgo) or Reject (yas)).

Expected result Approval disables the login account and deletes nothing: sign-in is blocked, sessions are ended,

devices are barred, and notifications stop — while the student's and family's school records remain fully intact.

Common mistakes - Assuming approval "deletes the family from the system" — there is no deletion at all; it is only
the closure of a login account. - Using this screen for a student leaving during the school day — that is the Departure

Log (zg)2Jl J=w) /attendance/departures , an entirely different thing.

Troubleshooting - The family came back after closure? Access is re-enabled from User Accounts, with a new family

code if needed.

Related topics User Accounts - The Action Center
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7.11 Chapter Summary

e Finance is protected in depth: reading is for the finance office, recording payments is strictly for management

and the Accountant, and the receipt carries an automatic R-yymmdd-#### number.

e "Received" on a payment request records no money — the actual recording always happens on the Installments

screen.

e The "System role" on the staff form decides who appears to families as a contact — the service worker and the

driver never appear.

e Permissions come from the matrix, ordering from the Menu Designer, and full shutdown from Feature Flags —

three different tools for three different questions.

e Closing an account is disabling, not deleting, and the audit log always answers "who did this?".
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Chapter 8

End-to-End Workflows

This chapter is the practical "backbone" of the manual. It takes ten core tasks that every school goes through during
the academic year and explains each one step by step, exactly as it appears on screen: where you start, what you

click, what happens after saving, and the mistakes users typically make.

Every section follows the same structure: Purpose, Who can do this, Before you start, numbered steps, Expected
result, Common mistakes, Troubleshooting, and finally Related topics.

Important: The button and page names in this chapter are taken verbatim from the system. If you cannot find a
button mentioned here on your screen, the most likely reason is that your role does not have the required
permission — check the "Who can do this" section at the start of each workflow.

Demo environment note: To practice without touching real data, use the demo environment provided by system
administration (the demo account with password Schoo1@2025 ). All names in the examples below are demo
names such as "Demo Student" and "Demo Parent".

8.1 Chapter Map

# Workflow Who usually performs it

1 Setting_up a new academic year and terms Administration (Principal / System Admin)
2 Creating grade levels, classes, and sections Administration

3 Adding_a staff member + login account + roles Administration + IT staff

4 Enrolling a student, linking the family, and the family login code Registrar / Administration + IT

5 Teaching_assignments and building the timetable Administration / Timetable manager
6 Recording_daily attendance (web and app) Teacher

7 Exams — mark entry — publication approval — family access Teacher + Administration

8 Fees: structure — assignment — payment — receipt Accountant / Administration

9 School-wide announcements, class posts, and stories Administration + Teacher

10 End-of-year rollover, graduation, and departures Administration
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8.2 1) Setting Up a New Academic Year and Terms

Purpose

Preparing the "time frame" the school operates in: setting the current academic year, defining the terms (first/second
term) and the grade components inside each term, and configuring the general time settings (period length and time

zone).

Who can do this

e School administration only: School Principal, School Owner, or System Admin. The Settings page is restricted by
the admin.settings.manage permission.
e Managing terms in the grading schemes screen is also restricted to administration, and it appears only if the

"mark entry" feature flag is enabled for your school.

Before you start

e Know the official start and end dates of the new year.

¢ [f you are at the end of an old year, complete Workflow 10: End-of-Year Rollover first — archive before you roll

over.

Important: There is no "Create academic year" button in the system. Academic year records are prepared by the
system itself when your school is provisioned. Your job is: choosing which year is the "current" one, rolling over
into it, and archiving the results of the finished year. If you cannot find the upcoming year in the table, contact

technical support.

Steps — Managing Years

1. From the sidebar open Settings (wlslaeYl) ( /settings ).

2. Go to the Academic Year (dawl)aJI diwl) tab, then the Academic Years (duwlyaJl wlgiwll) section. You will see a
table of years (Year / Starts / Ends / Status), with the current year carrying a green Current badge.

3. To switch the working year: click Set as Current (dJl=S uus3) next to the desired year. All screens (attendance,
grades, fees...) always operate on the current year.

4. At the end of the year: click Archive Year Results (diuJl 25t dad)i) — the system takes a fixed snapshot of the
final computed results of every active/enrolled student. A preview appears first, then a confirmation.

5. Then click Roll Over the Year to This One (83 JI diull Ju=>y5) on the new (non-current) year. A preview appears
with the number of students who will be promoted and the number who will graduate, then you confirm the

execution. The full rollover details are in Workflow 10.
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n Horizon IS Search for students, staff, classes i 2025 S en o o ° System Administrator

B Media settings & Print Design Menu Designer # Data Center & Import Center

Settings

{8} Brand & identity

#  School logo
. ®
ao
o School name Short name
Horizon International School Horizon IS
==}
Schaol code Tagline
HIS Learning Without Limits
Q
0

@

R, Contact details

Email Phone Website

info@horizon-demo.example +31 200000000 www.horizon-demo.example

Address Gity

12 Demo Avenue Demo City

|48} settings

@ Help Center @ Localization & currency

Default language

)\l Gl g — wlslaeYl dbli
Steps — Defining Terms and Grade Components

1. From the sidebar open Grades (wl>)aJl), then choose the Grading Schemes (wl>)Jl dobksi) tab ( /grading-
schemes ).

2. Click the Terms (Jgsadll) button. The term definition dialog opens.

3. For each term set: the name (in Arabic and English), the order, the weight, and then the weighted components

inside the term.

4. Save. The term's maximum mark is computed automatically = the sum of its components' marks.

Example: A term with two components: "Coursework" out of 40 + "Final Exam" out of 60. The term's maximum
mark automatically becomes 100.

Warning: Any term or component that already has student marks entered against it cannot be deleted — the
system refuses the deletion and names the terms/components that are linked to marks. Plan the term structure

before mark entry begins.

Steps — General Time Settings

1. In the same Settings, set the Period minutes field (period length in minutes) — the timetable uses it across all

classes.

2. Make sure the school's time zone is correct (for example Asia/Baghdad).
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Expected result

e The new year carries the Current badge, and all system screens operate on it.
e The terms and their components appear in the gradebook when entering marks.

e The finished year's results are stored as a fixed archive that appears in the student's academic record.

Common mistakes

¢ Rolling over before archiving. You rolled the year over and then discovered last year's results were never archived.
The correct order is always: archive first, then roll over.

¢ Re-archiving unintentionally. Re-running "Archive Year Results" for the same year replaces that year's records
with the version computed now. Do not re-archive after a new year has started unless you know exactly what you
are doing.

¢ Forgetting to set the period length before building the timetable, which makes the printed period times wrong.

Troubleshooting

Symptom Likely cause Fix

| cannot see the Academic Year You are not in an administration Ask the system admin to perform the operation
tab role

The "Terms" button is not visible The mark-entry feature flag is Your school imports marks from an external

in Grading Schemes off for your school system; check with administration

The upcoming year is not in the Year records are created by the Contact technical support to add it

table system

Related topics

o Workflow 2: Creating_classes and sections — classes are linked to the current year.

e Workflow 7: Grades and publication — the terms and components defined here are the mark-entry columns.

e Workflow 10: End-of-year rollover — the full details of rollover and graduation.

8.3 2) Creating Grade Levels, Classes, and Sections

Purpose

Building the class structure for the current year: sections for each grade level (such as Year 7 section A and section

B), then distributing unplaced students across the sections.
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Who can do this

¢ Viewing the class list: anyone with the classes.view permission (teachers, the registrar, heads of

department...).
¢ Creating and editing classes: administration only (the server-side command is restricted to administration).

e Class placement ( /students/placement ): administration or anyone with the students.edit permission.

Before you start

e Make sure the correct academic year is the "current” one (Workflow 1) — a new class is automatically linked to

the current year.

e The grade levels (Reception, Year 1 ... Year 11) are pre-provisioned in the system with their ordering and
educational stages, along with the school's four houses. There is no screen for adding a new grade level — if you

need a level that does not exist, contact technical support.

Steps — Creating a Section

1. From the sidebar open Classes (Wgauall) ( /classes ).
2. Click Add Class (w0 dsus)).
3. In the dialog fill in: - Grade level (WI,AJI wall) (the level, such as Year 7). Note: when editing an existing class

this field is locked. - Section (du=uidl): a single letter such as A or B (the system converts it to uppercase

automatically). - Capacity (d=udl): the maximum number of students (default 30). - Room (d<lall) (optional).

4. Save. The system builds the class code automatically (such as Year7-A ) and the display name (such as "Year 7

A") and links it to the current year.

5. Repeat for every section you need. The stat cards at the top of the page show: total classes, number of grade

levels, average section size, and capacity utilisation.

6. To edit or delete, use the row icons in the table. The edit dialog also exposes class student permissions: can

students comment? Is chat available to them? And the class's attendance mode.

© 2026 SMS Kurdish — Sami M. Saleem Page 197 of 249



SchoolERP — School Management Platform Complete User & Training Manual

u Horizon IS Search for students, staff, classes 2024 - 2025 S en =] o ° System Administratar

Classes
% 12 ® 12 A 2 6%
Class Year Group Room Students Status Actions
Reception A Reception Roam 01 2/30 = @ Fa |
Year 1A Year 1 Room 02 1/30 = @ |
Year2 A Year 2 Room 03 0/30 @ Pl |
Year3A Year 3 Room D4 0/30 @ P |
Year & A Year & Room D5 2/30 = @ P |
Year5A Years Roam 06 1/30 = @ P |
Year6 A Year & Roam 07 2/30 = @ P |
Year7 A Year 7 Room 08 3/30 = @ |
@ Help Center Year 8 A Year 8 Roam 09 3/30 = @ P |
Year9 A Year & Room 10 3/30 = @ s 0
Woauall dasld

Tip: The system does not accept a duplicate section — trying to create "Year 7 - A" a second time is rejected

with a clear message.

Steps — Placing Students into Sections

1. From the sidebar open Students (wMkJl), then the Class Placement (Wgauall gajg5) tab ( /students/placement ).
2. Set the target section size.

3. For each grade level click Distribute (g.jq5) (or Distribute All (JsJI g2jg5)): the system distributes only unplaced
students across the level's sections, balancing both count and gender. Students already placed are never
touched.

4. Adjust manually as needed (move a student, Remove from Class (wuall (o dljl), Undo Last Move (51 e g2y
Jis).

5. When you are happy with the placement, click Approve and Lock (43¢ slaicl) to fix it. You can later Unlock (sl
Jadll) if needed.
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n Horizon IS Search for students, staff, classes oot yens SI en o v e System Administrator

& Students & Admissions i] Class placement # Student Files § Leavers
Class placement

12 Students

Sextion size

DI\ Families { Auto section distribution *

[FE
& Year rollover

[

Year group

0 Find 2 pupil by name or number Refresh

@ Choose a year group to load its students and classes.
\ /

(@ Help Center

Bodall gujgi dioliv
Expected result

e The sections appear in every screen that depends on them: attendance, timetable, grades, fees.

e Every enrolled student is placed into a section, and the placement is approved and locked.
Common mistakes

e Creating sections before setting the correct current year — the section gets linked to the wrong year.

¢ Relying on auto-distribution to reshuffle already-placed students. Auto-distribution deliberately ignores placed

students; to redistribute a student, remove them from their section first.

¢ Along or descriptive section letter (such as "A1B") — use a single clear letter.
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Troubleshooting

Symptom Likely cause Fix

The "Add Class" button does not respond You are not administration Ask the system admin

or is not visible

An "already exists" message on save The same level + same section letter Choose another letter or edit the
already exist existing section

A student does not appear in placement The student is already placed or is Check the student's profile and
not active status

Related topics

e Workflow 1: The academic year — classes are built inside the current year.

e Workflow 4: Enrolling_a student — a new student needs a grade level at enrolment and then a section from

placement.

e Workflow 5: The timetable — the timetable is built per section.

e Workflow 10: End-of-year rollover — the rollover clears section placements so they are rebuilt fresh each year.

8.4 3) Adding a New Staff Member: Employment Record + Login Account + Roles

Purpose

Bringing a new staff member into the system in three stages: (a) the employment record in HR, (b) a login account

with a username and a temporary password, (c) controlling what they see and can do via the role and permissions.

Who can do this

¢ The employment record ( /staff/add ): administration (the server-side command is restricted to administration;

viewing the list requires hr.view ).
e Login accounts ( /users ): administration or IT staff (the admin.users.manage permission).

¢ The permission matrix ( /admin/permissions ): anyone with admin.roles.manage (administration and IT).
Important — IT staff limits: IT can create accounts and reset passwords, but they can never grant these roles:

Global Supervisor, School Owner, School Principal, or System Admin — these are granted by administration only.

IT also cannot manage an account that holds one of these roles.

Before you start

e Prepare: the full name, phone number (mandatory), email, job title, hire date.
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e Decide the appropriate role from the system role list (Teacher, Registrar, Accountant, Nurse, Receptionist...). The

role determines the default permissions.

Steps — (a) The Employment Record

1. From the sidebar open Staff (ygabgell) ( /staff ) and click Add Staff — the /staff/add page opens.

2. Fill in the Personal Information section: the full name in a single field (the system splits it into first/middle/last on
save), gender, nationality.

3. Fill in the Employment and Contact section: - Position (?é,,légll wouwoll): free text but consequential — the value
"Teacher" feeds the staffing statistics, and the values "Principal’, "Head of Secondary", and "Head of Primary" are
used for the signatures on printed report cards. Write it precisely. - System role (oUWl ,93): this is the security
role. Important notice: families are only ever offered the official communication roles in chat (administration,
registrar, nurse, reception...) — a service worker, for example, is never shown to families. - Department, hire date,
phone (mandatory), email.

4. Click Save Staff Member (wabgoll Jaa>). The system assigns an employee number automatically in the format

EMP-<year>-0001 .

n Horizon IS Search for students, staff, classes. 2026 - 2025 SfE en ) 9 ° System Administrator
Ad Staf Mermber

2 Personal information

Mationality

Gender
Female Iraqi

@ Employment & contact

pasition Systern rale
Teacher Teacher

Hire date
9/12/2026

[ Teaching assignments

Pick a class, then tap the subjects this teacher will teach. Repeat for more classes.

@ Help Center
o Login account

-

wbgo d8L5] z g0
Steps — (b) The Login Account

1. From the sidebar open Users ((goasiuall) ( /users ) and click New User (3ya> paxiuo).
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2. In the Create Account (wlws clil) dialog fill in: the full name, email, the role (you only see the roles you are
allowed to grant — and the server checks again), then Represents (Jios): choose "Staff member" and link the
account to the employment record you created in step (a).

3. Save. The system displays the temporary password in a green panel once only with the notice: "Share it with the

user — they will be asked to change it at first sign-in."

4. Hand the staff member their username and temporary password securely (on paper or verbally — do not send
them in public groups).

5. The staff member's first sign-in: they open the login page and enter their credentials, and the system forcibly
redirects them to the Set Your Password ()g;all dolS (yic) page ( /account/change-password ). Password policy: at

least 10 characters, including an uppercase letter, a lowercase letter, a digit, and a symbol. No session opens until

the change succeeds.

Horizon International School

Welcome Back!

Empowering students, parents and teachers to
achieve excellence every day.

i
By
I

’ ©

Login to Your Account

J Email / Username

Enter your email or username

i Password

Enter your password

Remember me Forgot Password?
|
j Login —

\ B Sign in from your phone (smart board) |

\ 1~ ' Don't have an account?Cantact your schaol
B Download the Android app
g eveloped by Sami M.Saleem
@ : & w an w
Learn Connect Achieve Connect Achieve
New skills With others Your goals With others Your goals
®

Jo )l s o

Tip: Lost the temporary password before it was used? Open the account in /users and click Reset Password
()9oJl dals (yuusi 85le]) — a new one-time temporary password is issued.
Warning: Disabling a staff account from the Users page ends their sessions immediately on both web and app.

Use it right away when a staff member leaves.
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Steps — (c) Roles and Permissions

1. The role you chose gives the staff member a ready-made default permission "floor" (a teacher sees their classes,

attendance, and gradebook; an accountant sees finance; and so on). You usually do not need anything more.

2. If you want additions or customisation: open Roles and Permissions (wb>Mallg )lgsVl) ( /admin/permissions ),

select the role in the left panel, toggle the permissions grouped by module, then Save (kas).

3. This matrix is what actually controls what appears in the sidebar for non-administration roles.

a Horizon IS Search for students, staff, classes. T B o ) o ° System Administrator

Not Found

Sorry, the content you are looking for does not exist

@ Help center

wlisMiallg gVl d8gaunc

Important: Permission changes take effect at the user's next sign-in, not immediately. Also note that every role
has a default "floor" the system re-applies on every restart: whatever you add on top of the floor persists, but
removing a permission that belongs to the floor itself is automatically restored — so a role can never

accidentally lose its core screens.

Expected result

e The staff member has an employment record with an EMP-... number, a login account linked to it, and has

completed their first sign-in and changed their temporary password.

e They see in the sidebar only what fits their role, and land on the correct dashboard at sign-in (a teacher on the

teacher dashboard, and so on).
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¢ Creating a login account without linking it to the employment record (the "Represents" field) — the staff member

loses their attendance clock and their professional profile in the app.

¢ Writing the position as free text ("Maths teacher” instead of "Teacher") — staffing statistics and report signatures

break.

¢ Sending the temporary password over an insecure channel.

e Granting a higher role than needed "just in case". Grant the lowest sufficient role, and add individual permissions

from the matrix when needed.

Troubleshooting

Symptom

The staff member signed in but

the sidebar is almost empty

"The account is temporarily
locked after repeated failed

attempts”

| granted a permission and see no

effect

IT cannot edit a specific account

Related topics

Likely cause

Their role has no permissions

(such as "General staff")

5 wrong attempts

The change takes effect at the

next sign-in

The account holds an

administration role

Fix

Grant permissions from /admin/permissions

and ask them to sign in again

Wait 15 minutes or reset the password

The user signs out and back in

"This account is managed by school

administration only" — administration performs it

e Workflow 5: Teaching_assignments — after creating the teacher, link them to their classes and subjects.

e Workflow 6: Attendance — what a teacher sees is built from their assignments.

e Workflow 4: Family codes — the same IT role is the one that generates family login codes.

8.5 4) Enrolling a Student + Linking the Family + the Family Login Code + First App

Sign-In

Purpose

The complete chain from a new student's arrival to their parents using the app: creating the student profile, creating

or linking the family profile, generating the family login code and printing it, then the parent's first sign-in on the

mobile app.
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Who can do this

¢ Enrolling the student: the registrar (holds students.create ) or administration.
¢ Family login codes: administration or IT staff only (the Families page requires families.view ).

e First app sign-in: the parent themselves, using the printed code.

Before you start

e Prepare the student's data: the name in Arabic and English, date of birth, grade level (mandatory), and the father's
details (name and phone are mandatory for a new family).
o |f the student has enrolled siblings, know their family's name in the system — you will link to it instead of creating

a duplicate family.

Steps — (a) Enrolling the Student and Linking the Family

1. From the sidebar open Students (wMkJI) ( /students ) and click Add Student («JWb d8Ls]) — the /students/add
page opens.

2. Fill in the Student Basic Information section: the full name in Arabic and English (the system splits it
automatically), gender, date of birth (the age is computed automatically), nationality, religion, blood type, phone,

grade level (mandatory), and any medical notes/allergies/special needs if present.

3. In the Family Information section choose one of two paths: - Existing family (sibling enrolment): search for the
family and select it — the student inherits the guardians automatically, and no new family is created. - New
family: fill in the father's information (name and phone mandatory), the mother's information, and the family's

address and city. The system refuses to save without at least one guardian.

4. Click Save Student (wJUWJI Jrs>). The student and the family are created (or linked), and you go straight to the
student's profile. If the enrolment came from an admission application on the admissions screen, the application

automatically advances to the "Enrolled" stage.

5. Do not forget to later place the student into a section via Class Placement.
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m Horizon IS Search for students, staff classes. 0% - 2025 S en =] 1 ] ° System Administrator
Add New Student & Family

2, Student basic information
Gender™
Male
Iragi
Blood type

Religion”
Muslim 0+

Reception

[] Student has special educational needs (SEN)

2, Family information

(@ Help Center

Father information Mather information Family address

lileg b d8L5) gdg0
Steps — (b) Generating and Printing the Family Login Code

1. From the sidebar open Families (w\lll) ( /families ) and switch to the Family Login Codes (wMil)l Jg35 jgo,)
view.

2. Choose what fits: - Generate for a class (wwal 3ug3): codes for all families of one section (best for start of year,
section by section). - Generate for all families (wWl=Jl JsJ agi): codes for every family in the school in one
batch. - New Code (aua> j0,) next to a single family: generates a code for that one family only (and invalidates its
old code).

3. Print immediately: the Print Vouchers (PDF) (e5lwuill dslb PDF) button opens a voucher file ready to cut and

distribute; for a single-family generation an A6 card with a QR code is printed.

4. Distribute the vouchers to the families (with the student's bag, for example), each voucher to its own family only.
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u Horizon IS Search for students, staff, classes 2024 - 2025 S en 2] @ ° System Administratar

Families ( B8 Family data confirmations ) [ * Export ] =+ Add Family
|@ Families =l =
N (gl
20 20
(B3 IDCards
' N _ _ Y
( & EXCEL ) ( ® FAMILIES DIRECTORY PDF )
. N S
Family Number Primary Contact Phone Home address City Children Actions
FAM-2018-0006 Parent Brown +44 7700 900000 London °
FAM-2018-0012 Parent Walker +44 7700 500000 London ‘
FAM-2018-0018 Parent Young +44 7700 500000 London ‘
FAM-2013-0001 Parent Anderson +44 7700 500000 London o
FAM-2019-0007 Parent Wilson +44 7700 900000 London o
FAM-2019-0013 Parent King +44 7700 900000 London °
FAM-2013-0018 Parent Hill +44 7700 900000 London °
@ Help Center
FAM-2020-0002 Parent Johnsan +44 7700 500000 London ‘

Js>l jgo) — wWlell dxan

Warning: The code is shown once only, at the moment of generation — the system stores it encrypted (hashed)
and no one can retrieve its text later, not even administration. If a voucher is lost before delivery, generate a new
code for the family (the new one invalidates the old). After generation, the table only shows who has an active

code, its expiry date, and whether it was used.

Steps — (c) The Parent's First Sign-In on the App

1. The parent downloads the Horizon International School app from the store.

2. On first open, the school picker appears: they choose their child's school from the group's school list. (A "Change

School" button is always available on the login screen in case of a wrong choice.)
3. On the login screen they tap Sign in with School Code (dw)3oJl jo,0 Jg32I) (N0 email or password needed).

4. On the Enter the Family Code ¢# (dlil=ll jo, J5>i ¢#) screen they type the 8-character code from the voucher, or
tap Scan the Barcode with the Camera @i (I)xolSJU >95)WI 2uuo @i ) and scan the QR code.

5. They land directly on the parent dashboard and see their children. The code works once, ties that phone to the

account, and approves the device automatically.

6. After signing in, the app offers enabling quick sign-in with fingerprint/face — an optional but recommended step.
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Important: New phone or the app was deleted? The old code does not work a second time. The family requests

a new code from school administration (step b-2 — "New Code" for a single family).

Expected result

e The student has a complete profile linked to a family (new, or the siblings' family).
e The family has a printed voucher with a valid code, or has actually signed in to the app.

e The parent sees in the app: attendance, homework, published grades, instalments, the bus, and chats.
Common mistakes

¢ Creating a new family for a sibling instead of linking to the existing family — the family's data fragments (two

codes, two financial balances...). Always use the "Existing family (sibling enrolment)" option.

¢ Postponing printing after generation — the text cannot be retrieved later. The rule: generate, then print, in the
same session.

¢ Generating "for all families" to fix a single family — it invalidates everyone's codes. To fix one case use "New

Code" next to that family only.

¢ Forgetting the grade level at enrolment — the field is mandatory and the form will not save.

Troubleshooting

Symptom Likely cause Fix

"The code is invalid or already used — The code was used before, was invalidated Generate a new code for that
request a new code from the school." by a newer generation, or was mistyped family and deliver it

The form refuses to save the student A guardian is incomplete (name/phone) or Complete the mandatory fields

no grade level chosen

The parent changed phones and The code works once and is tied to the first A new code from the Families

cannot sign in phone page

"Awaiting school approval" on the app They signed in with a password from a new IT approves the device from
device that needs approval the device approvals screen

Related topics

o Workflow 2: Placement into sections — the new student needs a section.

e Workflow 8: Fees — after enrolment the fee is assigned to the student and the family follows its instalments in

the app.

e Workflow 7: Results — what the family sees in "My Reports" is only what has been published.

o Workflow 10: Closing_accounts on departure.
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8.6 5) Teaching Assignments + Building the Timetable

Purpose

Defining "who teaches what, to whom, and how many periods a week" (teacher assignments), then laying those

periods onto the weekdays in the Timetable Studio, with conflict detection and printing.

Who can do this

¢ All the building tools (the studio, assignments, coverage, utilities) for anyone in administration or holding

academics.timetable.manage Or classes.manage .

¢ Viewing the timetable ( /timetable ) is available to anyone with classes.view ; a teacher sees their personal

timetable, and a student sees theirs in the app.

Before you start

e Sections are ready (Workflow 2).

¢ Subjects are defined per grade level on the Subjects (slgoll) page ( /grades/subjects ) — the timetable and
assignments read from it.

e Teachers are registered (Workflow 3).

e The period length is set in Settings (Workflow 1).

Steps — (a) Teacher Assignments

1. From the sidebar open Timetable ()31 Jga=Jl), then the Teacher Allocation (olsall &2j9) tab

( /timetable/allocation ).
2. Choose the section. A grid of that grade level's subjects appears.
3. For each subject set: the teacher and the number of weekly periods.
4. Choose the homeroom teacher (ca.all 9;,4) from the dedicated list.
5. Click Save (laas>).
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n Horizon IS Search for students, staff classes. 0% - 2025 S en ” =] O ° System Administrator

Not Found

Sorry, the content you are looking for does not exist

(@ Help Center

Onalszall 22jg5 duoliy

Important: The assignment is not just an administrative sheet — it is what determines what every teacher sees
across the whole system: their classes in attendance, their gradebook, and which parents can message them. A

teacher with no assignments = empty screens.

Steps — (b) Building the Timetable in the Studio

1. Open the Timetable Studio (Jga=Jl g5giuwl) tab ( /timetable-studio ).
2. Choose the view mode: class, teacher, or room, then choose the target (the section, for example).

3. The required periods not yet placed (from the assignment counts) appear in a side "tray". To place a period: click
the day/period cell and fill the dialog (subject/teacher/room). Every slot has a lock #% that stops the generation

tools from changing it, and a delete button.

4. To speed up: Generate This Class (wuall 132 3Jgs) fills a single section automatically, or Generate the Whole
School (dlels du)aall 3Jg3) (a confirmation warning: it replaces the entire current timetable).

5. Configure before generating: the Rules = (aclga)l %2 ) dialog (distribution rules) and the Unavailability © (pac
d>LYI Q) dialog (teachers' busy times).

6. Watch the status bar at the top of the screen: .1, conflicts with their count, or v no conflicts. Resolve every

conflict before approving.

7. Printing & (dcldaJl #8 ): a section timetable (classroom door card), a teacher's week, or the full school book for

all sections.
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8. If your school builds its timetable in aSc Timetables: the Import aSc & (sl,ciwl aSc #& ) button uploads the file,

shows a preview with matched and unmatched classes and teachers, then applies (replaces the board).

i e e sz System Administrator
n Horizon !5 Search for students, staff, classes 202 - 2025 S e L2 0 e
T Timetable @ 22 Teacher Allocation [ Substitutions # Timetable Tools

. . ; . 2
£ Timetable Studio By class ( 1 ) (& ) ((® pamTeor ) (&

@ Pick a class, teacher or room above to open its board

2, Exam Invigilation

*] Library

(® Help center

Jo =l gudgiwl
Expected result

¢ A conflict-free timetable for every section, visible in /timetable , in teachers' timetables, and in the students'

"Timetable" tab on the app.

e Every teacher sees only their own periods, and the period-attendance screen shows them their day's periods from

their timetable.

Common mistakes

e Building in the studio before completing the assignments — the tray is empty and there is nothing to place.

¢ "Generate the Whole School" on a working timetable for a small tweak — the button replaces everything. For

small edits, edit cells manually, and lock % whatever must not move before any generation.
¢ Ignoring the conflict bar and printing in a hurry — a teacher appears in two sections at the same period.

e Assignment period counts that do not match the curriculum plan — orphan periods remain in the tray.
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Troubleshooting

Symptom

A subject does not appear

in the assignment

The teacher cannot see

their timetable

Auto-generation leaves

many gaps

aSc import shows

unmatched items

Related topics

e Workflow 6: Attendance — period attendance reads from this timetable.

e Workflow 3: Staff — the teacher must have a record and account first.

Likely cause

Not defined for this grade level

The assignment is unsaved or the account is

not linked to the employment record

Unavailability constraints are tight or the
counts are large

Class/teacher names differ between the two

systems

e Workflow 1 — the period length and time zone.

Complete User & Training Manual

Fix

Additin /grades/subjects for that

level

Check the assignment and the

"Represents"” link on the account

Review the unavailability and rules

dialogs, then regenerate

Unify the names and re-import

e The Coverage (wldaszill) tab in the same group records a teacher's absence and assigns who covers their

periods.

8.7 6) Recording Daily Attendance — the Teacher on Web and App

Purpose

Recording the section's attendance every morning (and per period, if your school uses period attendance), so that

every student's status reaches administration, the absence reports, and the parents.

Who can do this

e The teacher, the homeroom teacher, and heads of department/stage (the attendance.view and

attendance.manage permissions are part of their default floor), and administration.

e The Administration Review (3,1>Y1 d=>1)0) button on the daily register is for administration only.

Before you start

e The section has its students placed (Workflow 2) and the teacher is assigned to it (Workflow 5).

e On the app: sign in once on a good network so your class lists are stored for offline work.
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Steps — On the Web

Complete User & Training Manual

1. From the sidebar open Attendance (,ga=J1) — the Daily Attendance (01 yg:42)l) tab opens ( /attendance ).

2. Choose the section and the date.

3. For each student tap their status: Present (usl>) / Absent (wile) / Late (,5Utio) / Excused (yds). For a quick start
click All Present (,6l> JsJl) then adjust the exceptions.

4. To add a reason or detail for a student: the note (dlb>Wo) icon next to their name.

5. Click Save Attendance (yg.a=Jl ha>). A message appears: "Attendance saved successfully.” (zlx jgax)l bhas> @i.)

6. A student left during the day? Record their early departure from the same page (it appears in the departure log

(Zos2 Joouw)).

7. For printing: Today's Absences PDF (PDF pg.Jl wbl) or Monthly Register PDF (PDF (gl J=ull) from the

same page.

m Horizon IS Search for students, staff, classes.

Mark Attendance

¥ Daily register @ Lesson Attendance

Class Date
00000000-0000-00... 9/12/2026

2024 - 2025 SfE en 5] ©Q ° Sarah Johnson

T Monthly Register I Departures “ Absences Lesson absences il Lesson Reports v Review

# DAY'S ABSENCES PDF 0 0 0
k /

® Mo students are placed in this class yet.
N

@ Help Center

sosixll gl Jonmd|

The rest of the attendance group's tabs, when needed: Period Attendance (yasa=dl j&>) (recording each period
separately), Monthly Register (srel Jouudl) (the month grid per section), Absences (wblll), Period Absences
(pasa=dl wule), Period Attendance Reports (yasasdl jea> y4lids), and Absence Insights (wblsl g§)) (analytics and

early warning — for administration and timetable managers).

Steps — On the Teacher App

1. From the teacher home screen choose My Classes (?99.6;0), then tap the section, then Attendance (jg:a=Jl).
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2. Tap each student's status: Present (uél>) / Absent (wsle) / Late (y5Uio), or All Present (sl> JsJI) then adjust.
3. Tap Save Attendance (ool Lag>) — "Attendance saved” (joua=)l ba> o3) appears.

4. No internet? No problem: the list is stored on the device, and saving with no network queues the record with the
message "No connection — saved and will be sent automatically when the internet returns” (ba> — Juasl a>gs V
eoyoYl 83g¢ e Ll Juwyiawg), then it is sent on its own later ("Pending attendance records sent v" — Ca.l.w)’i
dsleoll wlua=ill V). If a pending record is rejected (for example because the day was locked), the app tells you

explicitly that it was rejected and asks you to record it again — it is never dropped silently.

5. From the same screen you can record a student's early departure: departure time, reason, a note, and a notify the

parent toggle.

6. For a specific period: the Period Attendance (ya.a=Jl jg:4>) screen shows your day's periods from your timetable
— choose the period, record, and save.

Expected result

e The day's register is saved and appears immediately in administration dashboards, absence reports, and the

monthly register.
e The parent sees their child's status in the app, and receives the early-departure notification if enabled.

e A day approved by administration via Administration Review becomes read-only.
Common mistakes

o "All Present" then an immediate save without review — absent students get recorded as present. Make a quick

scan of the room a fixed habit before saving.
¢ Recording lateness as absence — use "Late" so the monthly report stays accurate.
e Opening the wrong date and recording today onto it — check the date at the top of the page first.

e Confusing "Excused" with the note — "Excused” is an official status counted in reports; the note is extra free text.
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Troubleshooting

Symptom Likely cause Fix

| cannot see my section in the list You have no teaching assignment Ask administration to set the
on it assignment

The register is read-only The day was approved by Ask administration to reopen the
administration (Administration day if a correction is needed
Review)

"Pending attendance records could not be A pending record collided with a Open the section and record the

sent and were rejected — please record them locked day or the data changed day again

again"

A student is missing from the list Not placed into the section, or not Check Class Placement
active

Related topics

e Workflow 5: The timetable — period attendance reads your periods from the timetable.

o Workflow 4 — the parent follows attendance from the app and submits absence requests that are handled on the

absence requests screen.

e Workflow 10 — the daily departure log is one thing; leaving the school permanently is another.

8.8 7) Exams — Mark Entry — Publication Approval — Family Access

Purpose

The full academic cycle: scheduling exams and printing their materials, entering marks in the gradebook, then — and
this is the most important part — passing the results through the dual-approval publication gate before any parent

sees them.

Important — the golden rule: Entered marks are never seen by families just because they were saved. Nothing
reaches the families except a published report card that went through an approval request, then the approval of

another manager, then publication.

Who can do this

¢ Scheduling exams: anyone with academics.exams.manage (teachers, heads of department, administration).

e Mark entry: anyone with academics.gradebook.view/manage (the teacher for their own classes). The whole

modaule sits behind the "mark entry" feature flag — if it is off, your school works by importing from the external
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grading system.
¢ Locking the term: administration (and the head of stage within their floor).

¢ Requesting approval, approving, and publishing: administration only, and the approval must come from a

manager other than the one who requested it.

Before you start

e The terms and components are defined (Workflow 1), the subjects are defined per grade level, and the grading

scheme (the scale and grade boundaries) is ready in /grading-schemes and assigned to the levels.

e The report card design is ready in Report Templates (1)l paoliai) ( /report-templates ).

Steps — (a) Scheduling and Printing Exams

1. From the sidebar open Exams (wbl=ioVl) ( /exams ).
2. Click Schedule Exam (yl=iol dJga=) and fill in: the title, subject, section, date, time, room.

3. Repeat for the remaining exams. For printing: General Schedule PDF (PDF pl=ll (Jga2I) or Section Schedule PDF
(PDF dasill Jga).
4. For big exam days: Exam Seating (wUlxioVI yuul=xi) generates a mixed seating plan for a full day, then print:

room layouts, door lists, and seat slips.

g . . System Administrator
a Horizon IS Search for students, staff, classes 2024 - 2025 S e 2] Q e v

Exams ap SEANEED
)
B , 0 (R @ 100
o
Exam Subject Class Date Time Room Status Actions
End of Term Test English Reception A 24 Aug 2026 11:00 Room 204 Completed P |
Spelling Assessment Year 3A 25 Aug 2026 1000 Room 110 Completed Fal |
Mathematics Paper 1 @ Year 1A 27 Aug 2026 09:00 Hall A Completed P |
Science Practical Year 2 A& 29 Aug 2026 13.00 Lab2 Completed Fam |
History Essay Exam Year 4 A 31Aug 2026 14:00 Room 305 Completed P |
Geography Test Year 5 A 03 Sep 2026 09:00 Room 210 Completed P |
Rows per page: 10 1-60f 6
= Exam prints

@ Help Center

bloxiol ddlis
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Steps — (b) Entering Marks

1. From the sidebar open Grades (wl=>,aJ1) — Gradebook — Mark Entry (wloMsll Jl55] — wl>)aJl J=w) opens
( /grades ).
2. Choose: class + subject + term.

3. Enter each student's mark in each component's column (the system prevents exceeding the component's

maximum). The total and the letter grade are computed automatically from the grading scheme's boundaries.
4. Click Save Marks (wlboM=ll ka>). Import/Export CSV buttons are available for bulk work.

5. Once entry is complete and reviewed, administration locks the term with the Lock (J«sll) button — a Locked

(Jado) badge appears and editing is blocked (exceptional unlocking is in administration's hands).

- Sarah Johi
Search for students, staff, classes. 3026 - 2025 S o 5] 1] e rah Johnson

Gradebook

Term 1

E

No graded subjects for this class. Define subjects in the grading scheme first.

(® Help center

Slolal J53] — oyl Jzw
Steps — (c) The Dual-Approval Publication Gate

1. Open the Report Templates (,s,ldl paolas) tab ( /report-templates ).
2. Choose the report card design and the target grade level.
3. Click Request Approval (sleicl wdb) — a publication request is recorded in your name.

4. Another manager opens the same page (or goes through the action centre) and clicks Approve (slicl) in the
approvals table. Approving your own request is rejected in both the Ul and the server: "Your request needs

another manager's approval." (5T ,3a0 sloscl 2lizy cldb.)
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5. After approval, click Publish to Parents (;0VI sWgV ). The system refuses to publish without an unconsumed

approval for the same (design + grade level).

6. At the moment of publication every card is frozen as a fixed snapshot: any later mark edit does not leak into what
you published. Re-publishing archives the previous version and requires a new approval request (one approval =

one publication run).

7. Students with an unsettled payment hold are skipped automatically at publication (the holds are managed on the

same page).
Steps — (d) What Families and Students See

1. On the web: My Reports (q;,,g,LiiJ) ( /my-reports ) shows the family/student only the published and non-held

cards — an Open (ai8) button on each card.
2. On the app: the child's card — Exams and Grades (wl>))Jlg wblxioVl).

3. For internal administration printing: section results in /grades/results , printing all of a section's cards from

/report-cards/{ClassId} , and the cumulative academic record from the academic record page.

Expected result

e Exams scheduled with their printouts, marks saved and locked, and cards published after dual approval.

e Every parent sees their children's card (except those skipped by a payment hold) as a trusted frozen snapshot.

Common mistakes

¢ Expecting that saving means publishing. The most common misunderstanding: "We entered the marks, why can't
the parents see them?" — because publication is a separate three-step process (request — another manager's
approval < publish).

¢ Requesting approval and attempting self-approval — forbidden by design; arrange in advance who the second
manager is.

¢ Editing marks after publication and waiting for parents to see them — the published version is a frozen snapshot;
a correction requires a new approval and publication cycle.

¢ Publishing before importing/updating the payment-hold list — the result reaches a family that should have been
held back.
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Troubleshooting

Symptom Likely cause Fix

The grades page is read-only with =~ The mark-entry feature flag is off for Marks are imported from the external

an alert bar your school system via the import screen

| cannot edit — "Locked" The term is locked Administration unlocks temporarily and

relocks

The publish button refuses No unconsumed approval for the Request a new approval and have another
same design and level manager approve

One family cannot see the card A payment hold on the student Check the holds on the Report Templates

while everyone else can page and Fees

A student with no letter grade The grade boundaries are not Check /grading-schemes and the
assigned to the student's level scheme's assignment to levels

Related topics

e Workflow 1 — the terms and components are the entry columns.
e Workflow 8 — the payment hold blocks the card of a non-paying family.
e Workflow 10 — archive the results before rolling over the year.

o Workflow 4 — the family reaches the card from the app or "My Reports".

8.9 8) Fees: Fee Structure — Assignment — Recording a Payment — Printing the

Receipt

Purpose

The financial cycle for instalments: defining the fee components and their amounts per grade level, assigning the
final fee and discounts to each student, setting an instalment plan for the family, recording payments with an official

numbered receipt, and printing the statements.

Who can do this

¢ Fee structure and assignment: anyone with finance.fees.manage (the accountant and administration).

¢ Recording payments: the accountant or administration only — the rule is enforced verbatim on the server:

"Recording payments is for the finance office only", regardless of any other permissions.
e All finance pages are hidden from other staff (a message appears stating that financial data is restricted to the

finance office).
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e The parent: view only in the app — there is no in-app electronic payment.

Before you start

e Students are enrolled and placed (Workflow 4 and 2).

e The school's decisions are ready: the amount per grade level, the proration policy (months/days/none), and the

approved discounts (sibling discount...).

Steps — (a) The Fee Structure

1. From the sidebar open Fee Structure (gl Jsao) ( /finance/fees ).
2. In the Year Settings (dull wislael) card: the academic year, number of days, number of months, and the
proration method (none / months / days) — then save.

3. In the Fee Components (pg.,Jl wligs) card: click the create-standard-components button to generate the usual
components in one batch, or Add a Component (G3sw wasi) manually: the Arabic/English name, the source

(manual or linked to meals), whether it accepts discounts, and whether it is active.

4. In the fee grid per grade level/section: enter each component's amount, then Save (la>).

i . . System Administrator
m Horizon IS Search for students, staff, classes. 2094 - 2025 S en 2] Q ° v

@ Assign fees « Discounts setup ® Students fees il Expected revenue Fee collection 7 Installments
2 2 s ts fee: & « o Er
Fee structure 2+ Assign fees ( tudents fees j ( % Discounts setup ] (_,_ Finance Setup )

Year settings

Schaol year Total school days Manths roratior
2026-2027 0 0 Full year

Fee components | 4} Create standard components ) Add companent

@ Mo fee components yet. Create the standard ones to start.
\

. /| a

@ Help Center .

Pgwll JSoo

Steps — (b) Assigning Fees and Discounts per Student

1. Open the Fee Assignment (bLu8VI gu;95) tab ( /finance/fees/assign ).
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2. Search for the student and select them — their fee computed from the structure appears.

3. Adjust the final fee and apply the discounts (named discounts are defined in the Discount Setup (wlog:azJl slac])

tab, including sibling discounts).

4. Save. After auditing you can lock the student's fee for the year (an audit lock) so it cannot be changed except by a

deliberate reopen.

5. For follow-up: Student Fees (w Mkl pgw)) (each student's position), Expected Revenue (8393\40” slpVI) (a printable
report), Fee Collection (og.w,Jl Jua=i) (the collection monitoring dashboard).

Steps — (c) The Instalment Plan and Recording a Payment

1. Open the Instalments (bLw8VI) tab ( /finance/installments ).
. The side panel lists the family accounts (search + an "only with outstanding dues" filter). Select the family.

. Click Set the Plan (dsdJl aa=x5) to split the amount due into dated instalments.

A 0N

. When money is received: click Record Payment (d=8> Juswuws) and fill the dialog: the date, the amount, the
currency (dinar or dollar — converted at the stored exchange rate into the school's main currency), the payment

method, the cashbox (uSgal), notes, and optional attachments (up to 4MB per file).

5. Save. The system issues a receipt number automatically in the format R-yymmdd-Xxxx and the message

"Payment recorded ..." (d=8xJl Juzews @5 ...) appears.
6. The payment appears in the list with the receipt number, date, amount, its equivalent in the main currency, the

method, and the cashbox. Locked payments carry a % and cannot be deleted.

Steps — (d) Printing, Reminders, and Payment Requests

1. Print Statement (waistl delb) on the instalments page prints the selected family's account statement.

2. The Family Balances (J5lg=Jl 80,i) page ( /family-balances ) shows each family's remaining balance with Print
PDF (dclb PDF) and a Remind Debtors (yuuall ,u535) button (requires a second confirmation click).

3. For an official voucher on the accounting template: Accounting — Vouchers (il — duwl=all)

( /finance/vouchers ) — Receipt Voucher (a8 Jiw).

4. When a parent declares a payment from the app, it appears in Payment Requests (g8 wldb) ( /payment-
requests ): the Received (oMiwl) button only acknowledges seeing it — it records no amount; the accountant

must record the payment in the instalments screen as usual.

5. The parent in the app sees: the total due, paid, remaining, the children's plans and the payment list, and a Contact

the Accounts Office (wblwal §)15] 2o Juolgill) button to open a chat with the accountant.

Expected result

e Every student has an audited final fee, and every family has a clear instalment plan.
e Every payment has a unique numbered receipt, and statements can be printed at any moment.

¢ The family follows its financial position in the app in real time.
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¢ Treating "Received" in payment requests as recording the amount — it is only an acknowledgement; money

enters the books only through "Record Payment".

e Choosing the wrong currency (dollar instead of dinar) — it corrupts the conversion to the main currency. Review

the stored exchange rate before collection season.

e Forgetting to choose the correct cashbox — daily cashbox reconciliation breaks.

¢ Editing the fee structure after collection has started without reviewing the assignments — use the audit lock on

finished student fees.

Troubleshooting

Symptom

The finance menus are not visible

in the sidebar

The "Record Payment" button

refuses despite my permissions

| cannot delete a payment

The family cannot see today's

payment in the app

Related topics

Likely cause

You have no finance permissions, or the

finance module is off for your school

Recording is restricted exclusively to the

accountant and administration roles

The payment is locked

It was recorded on another family, or not

recorded yet

Fix

Check with administration

The accountant performs it

Locked payments are final by design;

handle it with accounting entries

Search by receipt number on the
instalments page

e Workflow 7 — the payment hold blocks publication of a late-paying family's report card.

e Workflow 4 — the instalments screen in the parent app.

e The finance bridge and the accounting screens (the journal, the chart of accounts, the financial statements) have

their own chapter in this manual.

8.10 9) School-Wide Announcements + Class Posts + Stories

Purpose

Delivering the school's voice: a school-wide announcement that reaches everyone, a class post that reaches the

families of one section, and short daily stories that appear in the stories bar on the parents' screen.

Who can do this

¢ Posting on Social: staff (the section is available to the team; a teacher posts to their own classes).
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e The "All Classes" audience (school-wide broadcast) and official announcements: administration roles and anyone

with communication.announcements.manage (heads of department/stage within their floor).
e Content moderation ( /moderation ): administration.

¢ Parents and students: read and react only — they cannot create posts or groups.

Before you start

e Decide the audience before writing: everyone? One section? Staff only? — the audience choice is the difference

between a school-wide announcement and a class post.

e Prepare the images/video (images over 3MB are compressed automatically in the app).

Important: The old Announcements (wUbMeVI) page ( /announcements ) carries a banner explaining that new
announcements are now published through the class feed and reach everyone there, and that the list shows

past announcements only. Any new broadcast = a Social post with the "All Classes" audience.

Steps — A School-Wide Announcement or a Class Post from the Web

1. From the sidebar open Social Media (Lawo Jluvgw) ( /social ) and click New Post (3yas> jguinio).

2. Choose the audience: - Specific classes (85320 Wga0) — then tick the desired sections (mandatory): this is the
class post. - All classes (Wgaall Js) — the school-wide broadcast for the whole school. - Staff only (ysakgell

bid) — an internal circular that no parent or student sees.
3. Write the text and attach an image, a video, or an album.

4. Publish. The post appears in the same feed that parents open in the "class feed" on the app, with likes and

comments.
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Steps — A Class Post from the Teacher App

1. From the teacher home screen tap New Post (3> g4iui) (it opens the New Class Post (3ua> a0 jgiixio)

composer).

2. Choose the class, write the text, add images (compressed automatically over 3MB) or a video.

3. Optional extras: tagging students visible in the photos, a poll (stiaiwl), or an invitation with RSVP.

4. Choose: Publish Now (VI ,i0l), schedule for later, or save as a draft. A message appears: "Post published" (w3
yoxiuiall yiws) or "Post scheduled” (jguiuiall dgas cuss).

5. After publishing, the teacher can see who viewed the post and send a reminder to those who have not.
Steps — A Daily Story

1. From the stories composer in the app (for staff), shoot or pick a photo/short clip and publish it as a story.

2. The story appears in the stories bar at the top of the parent's home screen under the school's name, and

disappears automatically after its duration.

Steps — Content Moderation

1. Reports on posts and comments arrive at Content Moderation (ggizxall e 81,iVI) ( /moderation ).

2. For each report: Dismiss (Jolx3) or Hide (slas]) the content.
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e The school-wide announcement appears in every family's feed and they receive a notification.

e The class post appears only to the families of the chosen section.

e The story appears in the parents' stories bar and expires on its own.

Common mistakes

¢ Choosing "All Classes" for a post about one section — a Year 7 section's activity reaches the whole school. Check

the audience buttons before publishing.

¢ Looking for the broadcast button on the old Announcements page — new broadcasts go through the Social

composer with the "All Classes" audience.

¢ Publishing photos containing students from another section inside a section's post — review the photos before

attaching.

¢ Sending an internal circular with a public audience instead of "Staff only".

Troubleshooting

Symptom

The "All Classes" button is

not visible to me

A parent cannot see the post

The video refuses to upload

A post disappeared from the
feed

Related topics

Likely cause

The broadcast audience is for administration and

announcement managers

They are not in the post's audience (another section)

or have not refreshed the feed
It exceeds the video limit (10MB in the app)

Moderation hid it after a report

e Workflow 4 — families view the feed and stories from the app.

Fix

Ask administration, or post to

your own classes

Check the selected sections

Shorten or compress the clip

Check the content moderation

page

e Personal messaging (chats, groups, voice messages) has its own chapter — Social is the school's public voice,

while chats are a person-to-person channel.

e Circulars (pmol=il) ( /circulars ) is a separate channel for official internal circulars with acknowledgement-

signature tracking.
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8.11 10) End-of-Year Rollover: Promotion, Graduation, and Departures

Purpose

Closing the academic year safely: archiving the results, promoting students one grade up (7A — 8A), graduating the

final grade, then handling leavers and closing their families' accounts on request.

Who can do this

¢ Administration only (the WebManager policy), and the class rollover page sits behind a feature flag administration

can enable.

e Account closure ( /departure-requests ): anyone with admin.users.manage .

Before you start

e Publish every report card that needs publishing (Workflow 7) — publishing after the rollover is more complicated.

e Run Archive Year Results from Settings (Workflow 1).

o Settle the financial position as much as possible (Workflow 8) — debts stay on the family, but follow-up is easier
before the classes are reshuffled.

e Take a backup (the backup button in Settings) before any execution.

Warning: The rollover is a large bulk operation performed once a year. Read the preview carefully before

confirming, and never run it "just to try" on a real environment.

Steps — Method (a): Rolling Over Class by Class

1. Open the End-of-Year Rollover (pl2ll 4l Ju=y5) page ( /year-rollover ).

2. The page shows every section with its grade level, its student count, and a suggested destination: the same
section letter one grade up (7A < 8A); the final grade's suggestion is ® Graduate (2,%5); and any ambiguous
case is left at No Rollover (Ju=y5 W).

3. Change any section's destination from its dropdown freely (merging two sections, changing a letter, keeping a

section without rollover...).
4. Watch the live preview line: how many students will be moved and how many will graduate.

5. To execute: type the word RENEW in the confirmation box ("Type RENEW to confirm" — sl RENEW .stl) then
click Execute Rollover (Jasyil daai5).
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Destination

= Year1A
= Year2 A
= Year3A
= Year4 A
= Year5 A
= Year6 A
- Year 7 A
- Year8A
= YearS A
= Year 10A

= Year 11A

& Graduate .

Tip: The system freezes the student lists before the move begins, so a chain like 7A — 8A — 9A can never

promote a student twice in the same run. Perform the whole rollover in one well-planned run.

Steps — Method (b): Rolling Over the Whole Year from Settings

1. Open Settings — Academic Year (dawl)Jl &l — wislael).

2. On the new (non-current) year click Roll Over the Year to This One (632 JI &l Jua=yi).

3. Read the preview: the number who will be promoted, and the number who will graduate from the final grade level.

4. Confirm. The system: promotes every active/enrolled student one grade level by order, graduates the final level,

clears all section placements, and makes the new year the current one.

5. Start the new year by rebuilding the sections and the placement: Workflow 2.

Important: Clearing the section placements is intentional — sections are rebuilt fresh every year through the

Classes page and Class Placement. Do not be surprised that students are "without a section" on the morning of

the new year; that is the normal procedure.

Steps — Leavers and Account Closure

1. A student leaving the school: open their profile — Edit (J2a=3) and change their status (the statuses include

graduation and others). There is no separate "transfer wizard" — the status on the student's profile is the
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reference, and their record stays preserved.

2. A family requesting closure of their login account (from the app: a departure/account-closure request): the

request arrives at the Account Closure Requests (wblw=Jl §Mel wldb) page ( /departure-requests ).

3. Review the request and click Approve and Close (§\elg slaicl) or Reject (yas)).

Important: Approving the closure only disables the account: no sign-in afterwards, sessions are ended, devices
are blocked, and notifications stop — but it does not delete any school or financial record. The student's records

remain intact.

Expected result

e Every continuing student is in their new grade level, and final-grade students have the status "Graduated".
e The new year is the current one, and the old results are archived and appear in the academic record.

e Departing families' accounts are closed without losing any record.

Common mistakes

¢ Rolling over before archiving or before publishing the cards — always order it: publish — archive « roll over.

¢ Running both methods (a) and (b) thinking they are two consecutive steps — they are alternatives for the same

purpose; choose one depending on whether you need class-by-class control or a bulk rollover.

¢ Panicking at the disappearance of section placements after the rollover — intentional behaviour; the placement is

rebuilt.

¢ Deleting leavers' accounts instead of approving the closure — the approved closure preserves the history and

stops access; do not look for a delete.

Troubleshooting

Symptom Likely cause Fix

The End-of-Year Rollover page The feature flag is off Administration enables it from the
does not exist feature flags

The execute button is disabled You did not type RENEW in the Type it exactly, in capital letters

confirmation box

A section's destination is "No An ambiguous case (no matching section Set the destination manually from
Rollover" one grade up) the list

A departed family still receives The closure request has not been Approve it in Account Closure
notifications approved yet Requests
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Related topics

e Workflow 1 — archiving and setting the current year.

e Workflow 2 — rebuilding the sections and the placement after the rollover.
e Workflow 7 — publish the cards before closing the year.

e Workflow 8 — settling balances before departure.

e Workflow 4 — enrolling the new year's newcomers.
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Chapter 9

Troubleshooting, FAQ, and Glossary

This chapter is your reference for when "nothing works the way it should". Read it in this order:

1. Troubleshooting: problem — likely cause — fix, using the literal messages that appear on screen.
2. FAQ: more than twenty questions school staff actually ask, with direct answers.
3. Glossary: the meaning of every term you will meet in the system and in this manual.

4. Appendix: browsers, support contact, and keyboard shortcuts.

Important: Every message quoted in this chapter is copied literally from the system's screens. If you see the

exact same message in front of you, the fix listed next to it is its fix.

9.1 Part One: Troubleshooting

1. |1 cannot sign in

The web sign-in page is /login ;in the app it is the first screen after choosing the school. A failed sign-in always

shows a clear message — match your message against this table:
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Horizon International School

Welcome Back!

Empowering students, parents and teachers to
achieve excellence every day.

| - 2 r
Q- #
Learn Connect
New skills With others
o

Message on screen

"The email or password is incorrect."
(om0 jue y9pall dolS 9l igyiSIVI 2yll.)

"The account is temporarily locked after
repeated failed attempts. Try again in 15
minutes." (wVglxo 32 G850 Glwsl Jab
48,85 15 sy Jol> .8),Sio dlinld.)

A message that the parent / student

portal is closed

A message that this device is awaiting

school approval

A message that the device is blocked
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Login to Your Account

Email / Username

Enter your email or username
Password

Enter your password

Remember me Forgot Password?

‘ —| ogin —
‘ B sign in from your phone (smart board) |
Don't have an account?Contact your school
B Download the Android app
developed by Sami M.Saleem
* w
Achieve Connect Achieve
Your goals With others Your goals

Sign-in screen

What it means

Wrong credentials

5 consecutive failed
attempts lock the

account for 15 minutes

The school has
temporarily switched
off family or student

sign-in

A new device the IT
department has not

approved yet

The IT department has

blocked this device

What to do

Check your typing (keyboard language, capital
letters). Try the username instead of the email,
or the other way around. If that fails, request a

password reset (Section 2).

Wait the full 15 minutes, then try once, calmly.
Do not keep retrying during the lock — it will not

open any sooner.

This is an administrative decision, not a fault.

Contact the school administration.

See "Device not approved" below.

Contact your school's IT department.
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[ Tip: The sign-in field accepts either the email address or the username — both work in the same box.

A. The password is temporary — "Set your password"

When your account is created (or after your password is reset) you receive a temporary password. On your first
successful sign-in you will not enter the system directly — the system redirects you to the "Set your password" (,ic

)9,0J1 dolS) page ( /account/change-password ), which carries this sentence:

"Your account is using a temporary password. Choose a new password to continue." (jg 0 dalS iy lhlus

dsyliall 83522 5950 dalS sl .di85e.)

This is normal, intended behavior — not an error. Enter the temporary password, then a new password that satisfies

the password policy:

e At least 10 characters.

e An uppercase letter + a lowercase letter + a digit + a symbol (suchas ! or #).

Error messages on this page:

Case What it means
The current password is incorrect You mistyped the temporary password — copy it exactly as you received it
The new password is rejected It does not satisfy the policy above — the page displays the required conditions

Important: The sign-in session is only created after the password change succeeds. Closing the page before

changing means you have not signed in yet.

B. The account is disabled

When an account is disabled from the "User accounts” (¢ juoaiwall wbluws) page ( /users ), the following happens

immediately:

e Every open session is terminated (web and app together).

e The system rejects any new sign-in with that account.

If you were signing in normally and were suddenly logged out of every device with your credentials no longer
accepted, the likely cause is that the account was disabled, or that an "account closure request” submitted by the
family from the app was approved. The only fix: contact the school administration — there is nothing to repair on

your side.

Warning: Approving an account closure request only disables sign-in and deletes no records. The student's

data, grades, and finance records remain intact in the system.
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C. Device not approved — app and web

The system ties every account to its known devices:

e The app (mobile): every sign-in automatically registers the phone with the school. A new phone shows you the
"Awaiting school approval” (du)30Jl d88lge ,Uai5L) screen with a "Back to sign-in" (g1 Juswwid 83g<l) button.
This is not an error in your credentials — your credentials are correct, but the phone itself is waiting to be

approved.

e The web (browser): the first browser you sign in from is approved automatically. Later browsers may be held

pending approval (depending on the school's setting), and you see the awaiting-approval message on the sign-in

page.
Who approves devices? The IT department or the administration:

e From the app: IT panel — "Device approvals" (3;9>V1 wladlgo) tab — approve or block the pending phones.
e From the web: staff list — staff pill bar — "Devices" (s;>V1) ( /staff/devices ).

¢ Pending devices also appear in the administration’s "Action Center" (wlsly>Vl1 ;S,0) ( /action-center ).

Tip: Clearing the app's data or factory-resetting the phone can make the phone look like a new device, so it

returns to the waiting state. This is normal — IT approves it again.

For parents: a new phone is approved in one of exactly two ways: a new family code from the school (works once

and approves that phone automatically) or manual approval by the IT department.

D. Two-factor authentication (2FA)

If two-factor authentication is enabled on your account, after the correct password you move to the "Two-factor

verification” ().ighs ga=il) page ( /login/2fa ) and enter the authenticator-app code (6 digits).

Problem Fix
The code is always rejected Make sure the phone's clock is set to automatic — clock drift breaks the codes

You took too long to enter the | The verification step is valid for only 5 minutes after the password — go back to the

code sign-in page and start again
You lost the authenticator You cannot fix this yourself — ask the system administration to help via your account in
phone /users

In the app: if an authenticator app is registered on your account, a third field "Authenticator app code (6 digits)" (5,

(08,1 6) d85Lanll Guubs) appears on the sign-in screen itself.

Related topics: password reset (Section 2), device approval (C above), the user management chapter.
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2. | forgot my password — the reset path

Purpose Get a staff member, parent, or student who forgot their password signing in again, through a new temporary

password.

Who can do this The administration (System Admin, School Principal, School Owner) and the IT department — from
the "User accounts" page. There is no self-service "Forgot password" link on the sign-in screen; this is intentional, for

the safety of student data.

Before you start - Verify the identity of the person requesting the reset (in person or via a known phone call) — never
reset a password based on an anonymous text message. - Remember: the IT department cannot manage accounts
that hold administration roles (System Admin / School Principal / School Owner) — those can only be reset by a

higher-level administrator.
Steps

1. From the sidebar open "Users" ()goasiuucll) ( /users ).
. Search for the account by name or email and open it.

. Click "Reset password" (;9,0Jl dalS (s 85lc)).

A 0N

. The new temporary password appears exactly once in a green panel with a notice: share it with the user, and they

will be required to change it at first sign-in. Copy it now — it will not be shown again.

(&)

. Hand the temporary password to the user through a safe channel (a folded note, a phone call, in person).

6. The user signs in with it, the system redirects them to the "Set your password" page, and they choose their

permanent password.
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+e
User Accounts 2 New User
3 staff members have o login yet
Grace Allen [ Student ] Grace Allen ® Active = =
Robert Anderson FAM-2015-0001 o Active @ -
Sarah Johnson Teacher Sarah Johnson ® Active @ =

System Administrator

® Active

(@ Help Center

User accounts page

Expected result The user signs in with the temporary password, changes it immediately, then uses the system

normally. The old password becomes invalid.

Common mistakes

e Closing the window before copying the temporary password — you will have to run the reset again.
¢ Sending the temporary password to a public chat group — send it to the intended person only.

e The user types a new password that does not satisfy the policy (10 characters, upper+lower+digit+symbol) and

then assumes "the system is broken".

Troubleshooting
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Symptom Cause Fix
The reset button does not The account outranks your permission Ask senior administration
appear for you (example: IT trying to manage an

administrator account)

The user says "the It was copied incompletely or with an extra Reset again and re-send it precisely

temporary password is space

rejected"

A parent with no email Families normally sign in with the family code = Generate a new family code from the

address at all "Families" (w\Wlsll) page instead of a
password

Related topics: temporary passwords (1-A), family codes (the student and family registration chapter), IT department

permissions.

3. "Not authorized" or a missing menu item

How the system decides what you see: the sidebar is not the same for everyone. The rule:

e |eadership roles (Super Admin, School Owner, School Principal, System Admin) see all items.

e Every other staff member sees an item only if their role holds its permission (example: "Students" requires

students.view , and "Finance" requires finance permissions).

¢ Students and families have short, fixed menus that never change.

So "my colleague sees a screen | don't" is not a fault — it is a permissions difference.

Where permissions are managed: the "Roles and Permissions” (wl>Wallg lgsV1) page ( /admin/permissions ) — a

matrix: pick the role on the left, switch permissions on or off group by group, then save.
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Not Found

Sorry, the content you are looking for does not exist

(@ Help Center

Roles and permissions matrix

Important: A change in the matrix takes effect at the user's next sign-in. You changed a permission and the

user sees no difference? Ask them to sign out and back in.

Points you must know:

1. The role floor (minimum): every role has a core permission bundle that the system re-applies on every startup —
you can add on top of it and your additions stick, but removing a core permission reverts automatically, so a role

can never accidentally lose its essential screens.

2. Roles with no default permissions: Receptionist, Doctor, Facilities Worker, General Staff — these roles are created
with no permissions at all; their holder sees only the bare minimum (Home, My Leave, Circulars...) until the
administration grants permissions from the matrix. A doctor who cannot see health records? That is why — grant

their role health.view and health.edit .

3. Hard gates (the matrix cannot cross them): some operations are locked to the role itself regardless of
permissions: - Financial data: "Financial data is restricted to the finance office." — shown to anyone who is not
administration or an "Accountant" role and does not hold the revenue-view permission. - Fleet transport data:
"Fleet transport data is restricted to the transport office." - Recording financial payments: administration or the
"Accountant” role only. - Grade locking, publication, year rollover, staff records: administration only.

4. The menu designer: each school can hide items or reorder them from "Settings — Menu Designer" (« wlslac)l
458l puouas) ( /settings/menu ). An item missing for everyone even though the permission is granted? Check

the menu designer — it may be hidden on purpose.
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5. Scope comes from assignment, not the matrix: a teacher sees their own classes because the teaching
assignment defines that — there is no "all classes" permission in the matrix. A teacher not seeing a class? Check

"Teacher Allocation” (¢ysolzoll &2j93) in the timetable, not the permissions.

Related topics: the roles and permissions chapter, the timetable chapter (assignment), the menu designer.

4. Data is not showing

The screen opens but is empty or incomplete? Check these causes in order:

A. You are in the wrong school (group app)

The "Horizon International School" app shows a school picker screen on first launch. Each school is a completely
independent system — a school's account does not work in another, and its data does not appear in another. Picked

the wrong school? On the sign-in screen the "Change school" (430l ,us5) button takes you back to the school list.

B. The publication gate: grades reach families only when published

This is the rule teachers ask about most: entering grades does not mean families receive them. A parent or student

sees in "My Reports" (,85) ( /my-reports ) only report cards that were officially published, and publication passes

through three steps on the "Report Templates” (ju,lEl paolias) page ( /report-templates ):

1. An administrator clicks "Request approval".

2. A different administrator (not the one who requested) approves — self-approval is rejected: "Your request needs

approval from another administrator." (,5T yy30 slaicl g lizy cldb.)

3. "Publish to parents" — each approval allows exactly one publication run.
So: "the family cannot see the grades” usually means not published yet, not a technical problem.

¢ Only one student not receiving the card even though it was published? Students under a payment hold (an

unpaid installment recorded with a hold) are skipped by publication automatically. Review the hold list on the

report templates page together with finance.

e A published card is a frozen snapshot — editing grades after publication does not show to the family until a new

approval-and-publication cycle is run.

C. Feature flags are switched off

Entire sections sit behind feature flags that the administration manages from the "Feature Flags" (wljioll auiléo)

page ( /feature-flags ). The flags that actually exist:
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Flag
Class stories
Post polls

Live bus map for

families

Internal accounting

section

In-system grade

entry

What switching it off hides
The story photo rings at the top of the families page
Voting on class post polls (old votes remain stored)

The live location and ETA on the "My Child's Bus" page

The fees, installments, and collection pages all disappear from the menu (switched off when the

external accounting program via the finance bridge is the only source of money)

Mark-entry screens and grading schemes become hidden/read-only — report cards, results, and

the family app keep working

Example: "All the fee pages vanished from the menu!" — check the "Internal accounting section” flag first before

assuming a fault.

@ Help Center

search for students, staff classes. T S o o ° System Administrator
~earth for STLdents, stall, dasses - mEls Print

t| Feature switches

shipped feature off for the whole school (2 planned window or an incident) and back on. Everything here is ON by default; changes take effect within about half a minute

Class story rings

The phota story rings families see at the top of the feed

Past polls

Voting on class-post polls (existing votes are kept while off).

Family live bus map

Live bus position, ETA and child status on the family’s My-Bus page.

Internal accounting module

The ERP's own fees/invo tion pages. Turn OFF when the offline accounting program (via the finance
bridge) is the only

Internal grade entry

The ERP's own marks entry, graded subjects and grad Turn OFF when t ool's grading
progr —n car and the parent app keep working

Wlisoll pilio dxbio

D. Other quick causes
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Symptom

A teacher cannot see a class in

attendance/grades

Empty lists after a new year starts

Students with no sections after

rollover

A parent sees only one of their

children

5. File uploads rejected

Complete User & Training Manual

Likely cause Fix

No teaching assignment for "Timetable — Teacher Allocation"

that class

The "current" academic year "Settings — Academic Year — Set as current"

was not switched

Rollover clears section Re-place them from "Class Placement" (g.jq5

assignment on purpose Wgauall) ( /students/placement )

The other child is not linked The registrar corrects the student-family link

to the same family

Size limits and the literal messages

Type Limit
Chat image 3 MB
Voice message 3 MB (and a 5-

minute safety cap)

Chat video 10 MB
Chat file/document 5 MB
Homework 5 MB
submission photo

Payment 4 MB per
attachment attachment

Message when exceeded

"The image is too large (limit 3 MB)." ((<ublswo ¥ asdl) 13> 8,08 §)0uall.) —
but the app automatically compresses larger images before sending, so

you will rarely see it

"The voice message is too long (limit 3 MB)." (a=dl) 13> dugb dxigall dlw)ll
(cobleso V)

"The video is too large (limit 10 MB). Try a shorter clip." (13> ,.uS goauall
radilahio iz (ublare ) a2Jl).)

"The file is too large (limit 5 MB)." ((cubleww 0 axl) 13> 08 waloll)

"The image is too large (maximum 5 MB)." (0 28Vl 3=J1) 13> 8,5 &)l
(Coblxge.)

A rejection message in the payment recording dialog

Document types allowed in chat

Documents are restricted to: PDF, Word (doc/docx), Excel (xIs/xIsx), CSV, ZIP. Anything else is rejected with:

[ "That file type isn't allowed. Send PDF, Word, Excel, CSV or ZIP""

And the check runs on the file's real content, not its name — a disguised file (for example a program renamed to

.pdf ) is rejected with:
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[ "That file's contents don't match its type."

Extra rules for ZIP files: they are inspected from the inside and rejected if they contain executables, scripts, macro-

enabled Office files, nested archives, or encrypted files.

Tip: Large PDF? Most scanners and office apps have a "Reduce PDF size" option. Large video? Record a shorter

clip instead of trying to compress it.

The storage budget

Each school has a media budget that the system manages from the administration's "Storage" ((,2j&l) page
( /storage ) (heaviest uploaders, per-user limits). If an upload of valid size and type keeps being rejected, the user's

or the school's quota may be full — the administration reviews it from the storage page.

6. Voice messages

The correct way to use it: in chat, long-press the microphone button for quick recording (like WhatsApp), or tap once

to open a pinned recording bar with a live waveform.

Problem Message/symptom Fix
Recording does "Microphone permission is required to Grant the app microphone permission from the phone
not start record." (Juzewid) 1g9g,Saall (53] p3.) settings (Settings — Apps — the app — Permissions), then

come back and try

Recording stops = You hit the safety cap (5 minutes / 3 "The voice message is too long (limit 3 MB)." — send the

by itself MB) message in two parts

An old message @ "This voice message's format is not Old messages were recorded in a format iOS cannot play.

will not play on supported on this device." (i dsuo Update the app to the latest version — recent versions

iPhone 3o le dogedo yue diigrall dlwyl handle the formats and record in a format everyone

jle=dl) understands. New messages after the update play on every

device

Audio recorded Media volume or silent mode Raise the media volume; on iPhone check the side silent

but nothing is switch

heard

Important for iPhone: if you hit audio playback problems, the first step is always to update the app from the

store. iOS playback problems were fixed at the root in recent versions.
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7. Notifications are not arriving

Check this list in order — in the vast majority of cases the cause is in it:

1. Is the device approved? A device "awaiting school approval" receives nothing, because it never signed in. (Section
1-C)

2. Are app notifications allowed on the phone? Phone settings — Notifications — the app — Allow. On Android also
check "battery optimization" — some devices (especially those with aggressive battery saving) kill notifications;
exclude the app from battery saving.

3. Is the conversation muted? Every conversation has a "Mute notifications” (wl)lei)l @iS) option. On mute you see
"Notifications for this conversation are muted X" (&islxall 630 wlleil cosS X ), and on unmute "Conversation
notifications restored /1" (d5sl=oll wljlsi) u.)u.c| /1). Open the conversation and check.

4. Sign out, then back in. Signing in refreshes your notification address (the push token) with the server — this fixes
"notifications suddenly stopped after a system update or restoring a phone backup".

5. Open the app regularly. The notification count badge refreshes when the app opens, even if push is delayed.

6. A helper alternative: a Telegram account can be linked to receive alerts, from the "Connect Telegram" (ln,

ely2.l5) page ( /connect-telegram ) on the web.

Warning: Do not delete and reinstall the app as a first fix — reinstalling can make the phone look like a new

device that needs IT approval again. Try the steps above first.
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8. Report and printing problems

Symptom

The print button does nothing

The PDF downloads empty or as a

white page

The report is cropped or scrambled

when printed

A student report card will not open for

the family

The printout letterhead is missing or

outdated

"Print vouchers" for family codes does

not show the codes later

The timetable/attendance/exams PDF

is stale

Cause

The browser blocks pop-

ups

Your web session expired

Browser zoom is not 100%,

or the margins

Not published, or the
student is under a payment
hold

The print design was not

updated

Codes are shown once at
generation only, then

stored encrypted

You printed a saved copy

from before the edit
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Fix
Allow pop-ups for the system'’s site in the

browser settings, then retry

Sign in again in the same browser, then print —

PDF links need a live web session

Reset the zoom to 100% with Ctrl+0 , then

print with ctrl+P and choose default margins

See the publication gate (Section 4-B)

The administration edits it from "Settings —
Print Design" (deldall pacuas — wislacYl)
( /settings/print )

Print immediately at generation; if the moment
has passed, generate a new code (it cancels

the old one)

Regenerate the file from the print button after

saving

Printing any page as you see it: ctrl+P ( Cmd+P on Mac). PDF files inside the app open in a built-in viewer:

9.2 Part Two: FAQ

1. | forgot my password — what do | do? There is no self-service on the sign-in screen. Contact the school

administration or the IT department; they reset it from the users page and you receive a temporary password that you

change at first sign-in. (Section 2)

2. | received a temporary password, and on sign-in a page appeared asking me to change it — is this normal? Yes,

this is the design. You do not enter the system until you choose a permanent password (at least 10 characters,

upper+lower+digit+symbol).

3. "The account is temporarily locked" — how long do | wait? 15 minutes after 5 failed attempts. Waiting is the only

fix; trying during the lock does not open it sooner.

4. A parent bought a new phone and cannot sign in — why? Every phone must be approved. The fastest route: a new

family code from the school (they sign in with it directly and the phone is approved automatically). The alternative:

the IT department approves the pending device manually.
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5. The family code says "The code is incorrect or already used — request a new code from the school.” (. jo)lI
duydoll (o 13032 Ty lgalbol — PIZiume gl Zazuo.) A family code works once only. If it was ever used (even on the same
old phone), it is spent. The school generates a new code from the "Families" page — and the new code cancels the

old one.

6. Why don't | see the "Finance" menu while my colleague does? Financial data is restricted to the administration, the
"Accountant” role, and anyone explicitly granted a finance permission. The menu shows only what your role holds a

permission for. (Section 3)

7. The teacher entered the grades but the family cannot see them in the app — where is the fault? No fault: grades
reach families only after official publication (request approval — a different administrator approves — publish).

Before that they are internal only. (Section 4-B)

8. We published the cards and everyone received them except one student — why? The student is most likely under a

payment hold; publication skips them automatically until the hold is lifted and a new publication cycle is run.

9. The administration changed my permissions and nothing changed for me. The change takes effect at the next

sign-in. Sign out, then back in.

10. Who can record a payment from a family? The administration or holders of the "Accountant” role only — even if
others are granted finance view permissions, the recording itself is locked: "Only the finance office can record
payments". A "payment request" notification from the family records no money — "receiving" the request is only an

acknowledgment, and the payment is recorded manually in "Installments”.

11. Can a parent or student create a chat group? No, by design. Creating groups and channels is exclusive to staff.

Families can only message the official contacts shown to them (their children's teachers and the school office).

12. Voice messages do not work on iPhone. Update the app from the store — iOS audio playback was fixed at the

root. Very old messages in an unsupported format show a clear message. (Section 6)

13. I sent a file in chat and it was rejected even though it is small. Documents are restricted to PDF, Word, Excel, CSV,
and ZIP, and the check runs on the file's real content, not its extension. ZIP files are rejected if they contain programs,
scripts, or nested archives. (Section 5)

14. How do | mute a noisy conversation without leaving it? Open the conversation — conversation options — "Mute

notifications". You will see "Notifications for this conversation are muted X" and you can undo it any time.

15. Notifications never reach me at all on a new phone. Check in order: device approval, notification permission on

the phone, excluding the app from battery saving, then a sign-out/sign-in to refresh the push token. (Section 7)

16. Does attendance work without internet? Yes, in the app: class lists are cached, and offline saves queue up and
send automatically when the network returns — "No connection — saved and will be sent automatically when the
internet returns." (vl 83ge e Wl Juuyiwg ka5 — Jlasl a>gy V). If a pending attendance record is later rejected,

the app tells you explicitly and never drops it silently.

17. The attendance clock says "get closer to the school location" while | am inside the school. Clock-in requires a

GPS position inside the school's geofence. Turn on "High accuracy” for location, move away from the building's
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interior toward a window or courtyard, and wait for the accuracy reading shown on screen to improve. If the problem

persists for everyone, the geofence radius may need adjusting from "HR Settings".

18. The message "Fake location detected — stop mock GPS apps" appeared. (wliubs adgi — CadiuSo DY &990 GPS
S.,«-m:‘gll) The app detects location-spoofing software and blocks clock-in with it. Remove/disable any mock location

app and try again.

19. How do I change the system language? Web: the language flags on the sign-in card (Arabic, English, Kurdish
Badini, Turkish, German, Swedish). App: from the flags on the sign-in screen or from "My Account". Arabic is the

default language.

20. How do | enable fingerprint or face sign-in in the app? After the first successful password sign-in the app offers

"Enable quick sign-in?" — accept. Or enable it later from "My Account — Fingerprint / Face sign-in".

21. | sent a message by mistake — can | withdraw it? Yes: long-press your message — "Undo send" (Jlw)Vl ;e g=1)3).

"Edit message" (Jlwyl Joas) is also available for text.

22. We approved a parent's "account closure request’ — was their children's data deleted? No. Approval disables
sign-in only: sessions are terminated, devices are blocked, and notifications stop. Student records, grades, and

finance remain intact.

23. | have children in two schools of the group — can | switch between them in the app? Each school is an
independent system with an independent account. From the sign-in screen use "Change school" to switch, and sign

in with each school's account separately.

24. Where does a parent find report cards? On the web, the "My Reports" ((:g),g)LiiJ) page ( /my-reports ); in the app,

from the child's screen. It shows published cards only.

25. Why is our grades page read-only with no mark entry? Your school uses an external grading program, so the "In-
system grade entry" flag is switched off. Grades are imported ready-made, and report cards, results, and the family

app work normally.

26. "Set as current" versus "Year rollover" — what is the difference? "Set as current" only switches the working
academic year. "Rollover” is a full end-of-year operation: promote students one stage, graduate the final stage, and

clear section assignments so they can be rebuilt. Always archive the year's results before rolling over.

© 2026 SMS Kurdish — Sami M. Saleem Page 245 of 249



SchoolERP — School Management Platform

9.3 Part Three: Glossary

Term

School (tenant)

Academic year

Term (semester)

Stage (grade

level)

Class / section

Teaching

assignment

Timetable slot

Publication (the

publication gate)

Payment hold

Invoice /

installment

Voucher

Finance bridge
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Meaning

The independent unit in the system. Each school in the group has its own fully isolated data,
accounts, and settings; nothing crosses between two schools except through deliberate transfer

tools.

The largest time container (e.g. 2024 - 2025). Exactly one is "current", and classes, attendance, and
fees are built on it. There is no button to create a year — the system prepares the years, and the

administration switches the current one, rolls over, and archives from "Settings".

A division of the year for grading purposes (first/second term...); each term has a weight and grade

components (e.g. coursework 40 + final exam 60) configured in "Grading Schemes".

The student's vertical level (Reception, Year 1 ... Year 11). It governs curriculum, subjects, and fees,

and the student climbs one stage at rollover.

The actual section students sit in: a stage + a section letter (e.g. Year 7 - A) with a capacity and a

room. Sections are rebuilt each year through "Class Placement".

Linking a teacher to a subject, a class, and a weekly period count ("Teacher Allocation"). It is what
determines which classes a teacher sees in attendance and grades — scope comes from

assignment, not from permissions.

A day+period cell in the timetable carrying a subject, a teacher, and a room; built in the "Timetable

Studio” manually or by automatic generation, and an individual slot can be locked.

The golden rule of grades: families see a report card only after request approval — approval by a
different administrator — publish. A published card is a frozen snapshot, and each approval allows

one publication run.

A financial flag on a student that makes publication skip their card until dues are settled and the
hold is lifted.

The amount owed by the family per the fee structure and installment plan. Managed in "Fee
Structure” and "Installments”, with payments recorded against them under an automatic receipt

number in the form R-yymmdd-####.

The official accounting document: a receipt voucher for money in and a payment voucher for money

out, from "Accounting — Vouchers".

The synchronization channel between the school's fee records and the accounting program
(exchanging encrypted packages). When it is the only source of money, the "Internal accounting

section" is switched off.
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Term

Family code

Device approval

Feature flag

Role versus

permission

Hub (pill

navigation)

Temporary

password

Two-factor
authentication
(2FA)

Cashbox

Audit log

Geofence

Class feed and

stories

Offline queue

Rollover

Menu designer
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Meaning

An 8-character sign-in code (or QR) printed as a voucher for the family. It works once: it creates the
parent's session and approves their phone automatically. It is stored encrypted and its text is visible

only at the moment of generation; a new phone needs a new code.

Every phone (and sometimes every browser) must be approved by the school before signing in. A
new device is "awaiting school approval" until the IT department approves it from "Device

approvals".

A school-level on/off switch for an entire feature (class stories, polls, bus map, internal accounting,

grade entry). All are on by default; the flags exist for planned or emergency temporary switch-off.

Arole is the person's title (teacher, accountant, registrar...) and a permission is a fine-grained right
to a screen or an action (such as students.view ). A role is a permission bundle with a fixed floor,
and the administration adds on top of it from the "Roles and Permissions" matrix. Some actions are

locked to the role itself no matter the permissions (recording payments, for example).

A single menu item that opens a group of related screens as "pill" buttons at the top of the page —
such as the attendance hub (daily register, period attendance, monthly register...), the grades hub,

and the fees hub. Nine hubs in the system shorten the sidebar.

A password generated at account creation or reset, shown once, forcing its owner to choose a

permanent password at first sign-in.

An extra protection layer: after the password, a 6-digit code from an authenticator app is required.

Enabled from "Settings" on the web.

The cash box a cash payment is attributed to when it is recorded; set up in "Accounting Setup".

A read-only record of who did what and when ( /audit ) — the administration's reference in any

dispute.

A geographic circle around the school (or the bus route) used to verify staff clock-in locations and

bus alerts.

The social channel: class posts with photos, video, and polls, plus story rings at the top of the family

screen. Distinct from official "Announcements” and from personal "Messages".

The app's mechanism when the network drops: saves are stored locally and sent automatically

when the connection returns, with explicit notice if any pending item is rejected.

The end-of-year operation: promote all active students one stage, graduate the final stage, clear

section assignments, and make the new year current. Preceded by "archiving the year's results".

A per-school tool to reorder the sidebar, group it, or hide items from it ("Settings — Menu

Designer").
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9.4 Appendix

Supported browsers

e Use a modern, updated browser: Google Chrome or Microsoft Edge (recommended); the system also works on

recent Firefox and Safari.

e The web portal works on desktop and mobile, but for families and students the app is the best experience on

mobile.

e The system is live and interactive (it keeps a live connection to the server) — if a disconnection message appears,

reload the page with F5 .

e Do not use very old browsers or aggressive "data saver' modes that cut live connections.

Contacting support

[Put your school's support contact details here: the IT officer's name, internal phone number, email, and

support hours]

Before contacting support, prepare:

1. Who: username and role (teacher/parent/...).
2. Where: web or app, and the screen name or its link.
3. What: the exact literal text of the message shown, or a screenshot of it.

4. When: the time the problem occurred — it helps the administration match the audit log.
Tip — the demo environment: for training and safe experimentation, a demo environment with dummy data

(such as the "demo student") is available; trainees sign in to it with the demo password School@2025 . Never

experiment on the school's real data.

Keyboard: zoom and printing

Action Windows Mac

Zoom in ctrl + + Cmd + +
Zoom out ctrl + - Cmd + -
Reset zoom to 100% Ctrl + © Cmd + ©
Print the current page Ctrl + P Cmd + P
Reload the page F5 or Ctrl + R Cmd + R
Find on the page Ctrl + F Cmd + F
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Important: Before any official printing, reset the zoom to 100% with ctrl+e — non-standard zoom crops tables
and letterheads in print.

Related topics: the sign-in and getting-started chapter, the roles and permissions chapter, the grades and publication
chapter, the messaging and communication chapter, the finance chapter.
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