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Ali Suleiman
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Hala Issa Sami
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Jprahim Rifal
Wassim R
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Layal Saleh
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User guide

Announcements ¢

This week This month Last 3 months

@ Parent-teacher meeting

School office - 7 h ago

You are warmly invited to the parent-teacher
meeting next Thursday at 4 pm in the school

hall, to talk about your child's progress this
term.

® Field trip to the natural history museum
Salma Rifai - 2026-10-12
The class is going on a field trip on Saturday.

Please sign the consent form and send it back
with your child before Wednesday.

(] Reminder: maths quiz
Sami Hamdan - 2026-10-11

Short quiz on fractions on Tuesday. Please revise
the exercises on pages 42 to 45.

@ Assessment 1 results are out
School office - 2026-10-10

The results of the first assessment are

Edition of October 14, 2026
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‘ Welcome

As the administrator, you run the school in SchoolFace: its staff accounts, its classes and sections, its data, its

grading periods and what is published, and the messages to families. You can also open the app as any user to

see what they see.

In a SchoolFace demo, the school’s data comes in two ways: the Excel sheets of “Data Migration”, or the data

administrator’s “Data Entry”. Use whichever suits you — or both.
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a SchoolFace in one picture

Everyone enters their own part once; everyone else sees it at once.

THE SCHOOL'S STAFF

Administrator

classes, periods, publishing,
announcements

Data administrator

pupils, parents, staff, subjects

Coordinator

grade plans, checking marks

Teacher
marks, homework, messages

Supervisor

attendance, conduct, agenda review

Manager

following the school, direct

3
[0]
wn
(%]
o
«Q
[]
o

Counsellor

alerts to parents

FAMILIES

SchoolFace
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marks and report cards
homework and the agenda
absences and alerts
announcements
conversations



e How information travels

Six journeys show the whole school: who enters what, and where it appears. Your steps are

marked.

1 Setting up the school year

Before anyone signs in, the school’s data goes in once — and every page fills itself from it.

o Administrator

= ClassesandSections @ & 0O

o Data administrator

Table Name

blacklist

ID  PARENT CODE  STUDENT CODE (OPTIONAL)

The data administrator
enters pupils, parents,
staff and subjects — or

imports them from Excel.\f/

oD

Class:

Grade 5

The Section :
A

Subject :

Every subject of this section already
has a teacher

CLASS  THESECTION SUBJECT

Each teacher picks the
sections and subjects they
teach.

Section Delete

A

B

\ 7/

The administrator sets up
the classes and their
sections.

= Activate Rules

Scholar Year:

2026

Choosing sections

Once the sections are settled, lock the choice: each

ections but can no longer

e one. Unlock it to let them change

Choose Active Semester :

The administrator opens
the grading periods, and
locks the choices once
they are settled.
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2

A mark, from the classroom to home

Every mark is entered once, checked, and reaches the family the moment it is published.

e Administrator

= Class Grades

Y oo

= Track Distribution

@

Class:

Grade 5 - A - Science - Reem Saleh

Assessment 1

Note Name

Quiz 1

Test1

Homework & participation 1

Fractions Add up Correctly

Assessment 2

Note Name Max Note
Quiz2

Test 2

The coordinator agrees

Y e

= Enter Grades

Class:
Grade 5 - A - Mathematics
Assessment:

Assessment 1 - Quiz 1

Max Note  Fractior

Student

Absent
Name sen

Ahmad Shehab
Adam Shehab

Ali Suleiman
Omar Suleiman

Bilal Najjar
Tarek Najjar

Fractior

Hala Issa Sami
Issa

Ibrahim Rifai

Grade

The teacher enters the

Scholar Year:

20262027

Class:

Grade 5

Semester:

First average

(] Selectall

Transfer the selected sections to the database

Export the selected sections (Excel)

Published

[J A 2501 Lock Notes (]

N\ )

The administrator checks

each subject’s grade plan: class’s marks and
the tests, and how much

each one counts.

oD

publishes them.

\f’)

= Grade sheet

the averages and moves
them to the report card.

Student Name:

Student Name:

Omar Zein

Semester:
Assessment 1
Subject :

Al

Arabic - Homework & participation 1

Civics - Homework & participation 1

French - Homework & participation 1
Mathematics - Homework & participation 1
Computer Science - Homework & participation 1
English - Homework & participation 1

History - Homework & participation 1

The parent sees each new

mark...

Omar Zein

Code: 30001 Class and Section:
Grade 5 A

Student Name: Omar
Zein Ahmad Zein Scholar Year:

2026-2027

MAX
NOTE

ASSESSMEN
SUBJECT

Islamic Education

Islamics Total

Arabic

Arabic Language Total

French
English

Foreign Language Total

...and the report card,

period after period.
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3  Announcements

One message from the school, to the people it concerns.

0 Administrator

= Announcement ®

Announcements
Category

i This month Last 3 months. This year
A

The Message @ Parent-teacher meeting

School office * 7 h ago
B I HE=E =9 @ @ ;
You are warmly invited to the parent-teacher
®© Preview meeting next Thursday at 4 pm in the school
hall, to talk about your child's progress this

Parent-teacher meeting next Thursday at 4 term.

a ® Field trip to the natural history museum

Salma Rifai - 2026-10-12

pm, in the school hall.

The class is going on a field trip on Saturday.
Please sign the consent form and send it back
with your child before Wednesday.

o] Reminder: maths quiz
Sami Hamdan - 2026-10-11

Short quiz on fractions on Tuesday. Please revise

the exercises on pages 42 to 45.

The administrator writes an It appears at the top of each
announcement and chooses who recipient’s home page.
receives it.
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4 Absences and alerts

When something needs a parent’s attention, they hear about it the same day.

You take no step in this one, but it helps to know it.

0 == )

= Attendance 0 = Send Notification [N

Date : Class :
10/14/2026 Grade 5 A v
STUDENT NAME ALERT TYPE

Class :

Grade 5 A

Ahmad Shehab Adam Shehab
Name Absence

Ahmad Shehab Adam Shehab Al Suleiman Omar Suleiman
Ali Suleiman Omar Suleiman

Bilal Najjar Tarek Najjar 0 Bilal Najjar Tarek Najjar

Hala Issa Sami Issa

Ibrahim Rifai Wassim Rifai Hala Issa Sami Issa

Khaled Haddad Ziad Haddad

Layal Saleh Mazen Saleh Ibrahim Rifai Wassim Rifai

The supervisor marks who The counsellor sends a

is absent today. \f_)ote to a pupil’s parents.
oD Y e

= Direct Notification a = My Notifications

Receiver
Choose From Menu

Parent-teacher meeting
The Message 3102026
You are warmly invited to the parent-
teacher meeting next Thursday at 4 pm in
the school hall, to talk about your child's
progress this term.

Field trip to the natural history

museum

12-10-2026
The class is going on a field trip on
Saturday. Please sign the consent form and
send it back with your child before
Wednesday.

Reminder: maths quiz
11102026

Short quiz on fractions on Tuesday. Please

The administrative staff Every alert lands in the
can write to any parent parent’s notifications, with
directly. a push to the phone.
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5 Homework and the agenda
What happened in class and what is due, lesson by lesson, in every parent's pocket.

You take no step in this one, but it helps to know it.

@ @2 o €D OXGED

= Agenda

Date : Date :

10/14/2026 10/14/2026 10/14/2026
Class: Student Name:

Monday  Tuesday
Grade 5 A Omar Zein

Thursday ~ Friday ~ Saturday

Tuesday (@ Monday  Tuesday

Monday

SESSIONS WEDNESDAY
2026-10-14 Thursday ~ Friday ~ Saturday Thursday ~ Friday ~ Saturday

SESSION 1 Grade 5
A SESSIONS WEDNESDAY SESSIONS WEDNESDAY
2026-10-14

Syl 2026-10-14
_— SESSION 1 Mathematics SESSION 1 Mathematics
SESSION 2 Grade 10 Practice: areas Practice: areas

A
aluabyl SESSION 2 Islamic Education SESSION 2 Islamic Education

Revise fractions for Tuesday's quiz
Practice: areas Lesson: table manners Lesson: table manners

SESSION 3 SESSION 3 Arabic SESSION 3 Arabic
SESSION 4 Grade 5 Grammar exercises, page 22 Grammar exercises, page 22
B Reading: A trip to the mountains Reading: A trip to the mountains
The teacher fills in the The supervisor reviews The parent sees the week,
agenda: the lesson, the each class's agenda. day by day.

homework, the next quiz.

6 Conversations
Parents and staff write to each other directly, with photos and files.

You take no step in this one, but it helps to know it.

oD oD

= Conversation ® ¢ 2 = Conversations

Sami Hamdan
« = Teacher
foll Ahmad Zein (Lina Zein, Om

Oct 12, 2026 Parent Thank you!

Of course: the exercises at the end of
chapter 3 are very useful, and I'l send a

worksheet home with Omar.

A parent writes to a teacher... ...and the teacher finds it among
their conversations, and answers.
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° Getting started

What SchoolFace is

SchoolFace brings a school and its families into one app. The school enters things once — a grade, a
homework, an absence, an announcement — and everyone concerned sees it on their phone at once, in their

own language: Arabic, English or French.

Every person signs in with their own account, and each account has a role: administrator, data administrator,
manager, coordinator, teacher, supervisor, counsellor or parent. The role decides which pages you see. This

guide describes yours.

Opening the app

Use SchoolFace on a phone, a tablet or a computer: open the link your school sent you in your browser, or the
SchoolFace app on your phone. It is the same app everywhere, and your data follows you from one device to

the other.

Signing in
You need three things, all given by your school: the school code, your username and your password. Type the

school code exactly as you received it — it tells the app which school you belong to.

The first time you sign in with a password the school made for you, the app asks you to choose your own.

Choose one only you know; the school will not know it any more.

Forgot your password? On the sign-in screen, type the school code and your username, then press “Forgot

your password?” and send the request. The school resets it and gives you a new one.

On your own phone the app remembers your accounts. A parent with an account in two schools, or a teacher

who is also a parent, can switch between them from the sign-in screen without typing the password again.

The screen

At the top of every page: the menu button (=), the page’s name, the “?” that opens the page'’s picture guide,
the button that switches between the light and the dark look, and the bell with your unread notifications.

The menu lists the pages of your role, grouped by what they are for. On a large screen it stays open on the

side. At its bottom, for everyone: your notifications, the settings, and “About”.

The home page

Home is the first page after signing in. It shows the announcements sent to you by the school and the

teachers, newest first. Choose the period above them to see older ones.

Notifications

When something concerns you — a published grade, an absence, a message, an announcement — SchoolFace

sends a notification to your phone and keeps it in “My Notifications”. The bell at the top shows how many you
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have not read yet.

Messages

Conversations are direct messages between a family and the school: parents, teachers, supervisors and the
administration. Open “Conversations” in the menu to see yours, or press “+" to start one. You can send a

picture or a file with a message; a photo taken with the phone is made smaller automatically before it is sent.
Settings

In “Settings”: your details, your password, the app’s language — saved with your account, so it follows you to

every device — and the look: light, dark or like your device. “Log out” ends your session on this device.
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a Your first steps

1. Sign in with the school code and the administrator account from your welcome email, and choose your

password.

2. Bring in your school’s data, in this order: classes and subjects, sections, then teachers, parents and
students. With Excel: download each template in “Data Migration”, fill it in, upload it and migrate. Or have

the data administrator type them in “Data Entry”.
3. In “Class subjects”, say which subject each class takes and out of how much.

4. Create the staff accounts: managers (“Administrative Staff”) and coordinators (“Coordinators”). Teachers,

supervisors and parents get theirs from the import, with their passwords shown once for you to hand out.
5. In "Activate Rules”, choose the period that is open for grading and what parents may see.

6. Send a first announcement to everyone with “Announcement”.
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G Your pages

Every page in your menu, in a line or two. In the app, the “?" at the top of a page walks you

through it, picture by picture.

IN THE MENU: HOME
[
Announcement

An announcement to a whole group — everyone, the parents, the teachers... It reaches their phones and their

home page.

Direct Notification

A private notification to the people you choose.

IN THE MENU: ADMINISTRATION
4
Administrative Staff

The managers’ accounts: add one, reset a password, or choose which classes a manager sees.
Opened from this page

Administrator Permissions

The classes a manager may see. With none chosen, they see all.

Coordinators

Make a teacher a coordinator: they get a second account for coordinating.

Classes and Sections

The sections of each class (A, B...).

Multi Agenda

Teachers allowed to put more than one class in the same session — for a shared lesson, for example.

Login As User

Open the app as any user, to see exactly what they see or to help them.

Parent Year Linking

Link a parent’s past school years to their account when their code changed between years, and answer their

requests to do so.
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Missing user data

The accounts the import left incomplete — a missing phone, name or username. Fill the gaps here.

Password requests

Users who asked for a new password from the sign-in screen. Reset each one; the new password is shown once, for

you to give them.

IN THE MENU: DATA

[
Data Migration

Bring the school’s data in from Excel: classes and subjects, sections, teachers, parents, students. Download each

template, fill it in, upload it, then migrate, in the order the page shows.

Transfer Course

Hand a subject in a section over from one teacher to another, with its grades.

Transfer Sessions

Swap two sessions in a section’s timetable. The colours tell you at once whether a swap would clash with a teacher’s

other classes.
Opened from this page

Conflicting Sessions

The timetable’s clashes: a teacher booked in two sections at once. Move one, or mark it as intended.

Activate Rules

The grading periods: which one is open for entering marks, which ones are active, and which report cards parents

may see.

Share Notifications

Send many personal notifications at once from an Excel file — one row per message and recipient.

IN THE MENU: REPORTS
(

Class Grades

A class's marks for a period, section by section — and where report cards are published to the parents.

Subject Grades

A section’s marks in one subject, column by column, with the teacher’s name.

Grade Setup
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The grade columns of every class, section and subject, period by period. Confirm a period’s layout here so teachers

can enter marks.

Opened from this page

Edit Distribution

One grade column: its name, maximum, weight, and whether it is locked.

Notifications Report

Everything sent on a given day — announcements, alerts, grade notices — and whether it is still waiting to be

delivered.

Unpublished Results

Every mark in the school that is not published yet, class by class.
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G A typical week

® Answer password requests in “Password requests”.
® Fill the gaps the import left in “Missing user data” (phones, names).
® Send announcements, and check delivery in “Notifications Report”.

® At the end of a period: review “Class Grades”, publish the report cards, and switch the next period on in

" Activate Rules”.
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° Questions people ask

A user forgot their password.

Their request appears in “Password requests”; resetting it gives a new password, shown once.

The import refuses a sheet.

Each sheet must use its template’s columns, and some need others first (classes before students): “Data

Migration” shows what is missing in red.

The school reached the demo’s limit.

The demo allows a set number of students and accounts and a file size per upload. Contact SchoolFace to

go further.

| want to see the app as a teacher sees it.

Use “Login As User”: you stay as them until you sign out.
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Need help?

The “?" at the top of every page opens its picture guide inside the app.

For anything else, ask your school’s administration.
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