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How to use this book

This guide walks you through the Osebo Education & School Operations Suite — the school
operating system for a basic or secondary school: the children on roll, who teaches them what,
the register taken each morning, the marks that become a report card, the fees the families
owe, and the welfare record that sits behind all of it.

Work through Part 1 once, in order, before anybody else signs in. It is the part that decides
what your school IS — its campuses, its year, its terms, its class ladder and its subjects — and
every screen after it is a consequence of those answers. After that you will live in Parts 5 and 6,
which are the week and the term, and come back to Part ? when the head teacher asks how

the school is doing.

Every figure in this book comes from one real workspace — Osebo Academy Trust, a two-
campus school running 14 classes from Kindergarten through Junior High, with 191 children
on its books and 288 adults behind them. Where this book quotes a number, that number is

on the screen beside it.

The big picture — three moves

Whatever your school does on paper today, this suite does three things, and the menu is
organised around them:

* Say what the school is, and who is in it. Campuses, an academic year and its terms, a
ladder of class levels, the classes that sit on it, your subjects, and then the children and the
adults behind them. Parts 1 and 2. Take these slowly — a class opened in the wrong year is
a register nobody can take.

* Run the week. Who teaches what, when and where; the syllabus they are working
through; the register taken each morning; the marks entered as the term goes on. Parts 3
to 6 — the work that repeats.

e Account for it. The fees charged and collected, the welfare record, and the screens a

head teacher reads when somebody asks how the school is doing. Parts 7 to 9.

The one idea to hold on to: the allocation is the hinge

One row holds this whole suite together, and it is not the child. It is the allocation — this

subject, in this class, taught by this person, for this many periods a week.

That single row is what the timetable is built from, what a mark is entered against, what a
teacher’s workload is counted from, and what decides which screens a teacher can see when
they sign in. Osebo Academy Trust has 127 allocations across 21 teaching staff. A subject
sitting on a class with nobody allocated to it is a lesson nobody is answerable for, which is why

the class page shows that as a gap rather than leaving the column blank.



¢ GOOD TO KNOW

If you remember one thing from this book, remember that most questions that start "why can't this
teacher..." end at the allocation. They are not in the class; or they are in the class but not for that

subject.

The one idea for the term: the term is the unit, not the year

Fees are billed per term. Report cards are produced per term. "This term'’s attendance" is the
figure a head teacher is actually asked for. The academic year is the container; the term is
where the work and the money live. Osebo Academy Trust runs three — First, Second and
Third — inside the 2025/2026 year.

What you actually pay for

This is the commercial idea, and it is worth understanding before you invite anybody.

The Education & School Operations Suite is charged for the workspace, not per teacher: your
staff are employees of the school like anybody else’s, and adding a form tutor does not add a

line to your bill. For the current figure, see the suite’s page on the Osebo website.

The suite carries 30 core modules — the register, admissions, the timetable, assessment,
report cards, fees, safeguarding and the rest — and eight add-on packs for the parts of school

life not every school runs:
* Boarding & Hostel Operations — dormitories, beds, roll calls, exeats and visitors.
* School Transport Operations — routes, stops, riders and the morning manifest.
e Canteen & Meal Operations — meal plans, entitlements and the serving counter.
e Library Management — the catalogue, loans, reservations and fines.
e School Clinic & Health — visits, medicines held, and who administered them.
e Events, Clubs & Excursions — clubs, membership, trips and consent.
e External Exams & Results — candidate registration and the results that come back.
e Student Risk & Intervention Intelligence — the signals that say which child is drifting,

before the term ends.

A WATCH OUT
A day school does not need boarding, and a primary school may not need external exams. Take
the packs you run. A pack you have not taken simply is not in your menu — it is not a locked screen

you keep meeting.



Who can do what — and the trap

The suite ships sixteen roles, and they are written to match the jobs a school actually has:
School Administrator, Head Teacher, Class Teacher, Subject Teacher, Form Tutor, Registrar,
Bursar, Accounts Clerk, Admissions Officer, Exams Officer, Safeguarding Lead, School Nurse,

Librarian, Boarding Master, Transport Officer and Catering Manager.

Two of them carry a row scope rather than a permission: a Class Teacher and a Subject
Teacher see the lesson plans, the week on the grid and the syllabus for what they are
allocated to teach, not for the whole school. That scope reads the allocation row — the hinge

again.

A WATCH OUT

The trap is the opposite of the usual one. A teacher who says "l can see the screen but there is

nothing on it" is usually allocated to nothing. Check the class page before you check the role.

% IMPORTANT

Safeguarding is the one place where seeing the screen and reading the file are different things. A
Safeguarding Lead opens a case; a Form Tutor is told there is one and sees no detail. That is

deliberate and it is audited — the suite records who read a restricted record, not just who may.

How to read a figure in this book

Each figure is a real screen from Osebo Academy Trust, captured as this book was written.
Where the prose quotes a number — 191 children, 3,600 register marks, GHS 710,860.00

charged — you can find that number on the figure beside it.

v TIP

A figure's window is part of the figure. A dashboard counting "this term" and a report counting

"this year" will disagree, and both are right. Read the heading before you read the number.

What this suite does not do

It is worth being plain about the edges, because knowing them saves a month of looking:

* It does not teach. There is no virtual classroom, no video lesson and no content library. It

records what was taught, by whom, against which part of the syllabus.

* It does not replace your accounting. Fees are billed, received and chased here, and they

post into Osebo Accounting where the school runs it. The ledger lives there.



* It does not mark for you. Marks are entered by the person who marked the work. What

the suite does is turn them into a grade using YOUR grading scheme, and refuse to move
the number afterwards.

* It does not decide your grading. A school grading 60 as a credit and a school grading it
as a pass are both correct. The bands are yours.



Part 1 — The school itself

Everything else sits on these seven screens. Do them in this order; each one is chosen from a

list the previous one filled.

Step 1. Set up the campuses

A campus is a place the school actually runs from. Osebo Academy Trust has two: Ridge Main
Campus and Adenta Junior Annex. Even a single-site school has one, because a class, a room

and a child are each placed on a campus, and reports are read by campus.

Do this now
1. Open Academics = Campuses and press New campus.
2. Give ita name, a short code and the campus head.

3. Setthe placement status. A campus that is Open is offered everywhere a campus can be

chosen; a dormant one keeps its history and stops being offered.

4. Repeat for each site. You can add one later without disturbing anything.

e ) =
A Demo Administrator
© ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE () 365d left ® ! Q m .

he record, not a second tenant — one s r, one fee ledger, one staff list, and still an answer to

[t 2open for placement H 0 dormant 2 180 students on roll

& 2 on the register

+ New campus

a

CAMPUSES OPEN DORMANT STUDENTS ON ROLL
Asingle-site school keeps one and never sees Offered wherever a campus can be chosen — Still carrying their history; simply no lenger in Across every site, counted once.
the field again. classes, rooms, students. the pickers.

Y FIND A CAMPUS

SEARCH TYPE PLACEMENT

Every type v Open and dormant ~

Q Apply Reset

Adenta Junior Annex AC  Akosua Owusu 3 2 24 Open ® Open £ Edit
Ridge Main Campus A . 2 K8  Kwame Boateng 17 12 167 Open @ Open & Edit
2026 © Osebo Education & School Operations Suite. Designed & Developed By Marvalinks Digital

Figure 1 — Campuses. Osebo Academy Trust runs two — Ridge Main Campus and Adenta Junior Annex. A class, a
room and a child are each placed on one, and a reader restricted to a campus sees that campus’s figures, not the

school’s.



¢ GOOD TO KNOW

Campus is also a privacy boundary. A reader restricted to one campus sees that campus’s
children, and the figures on their dashboard are scoped too — a count that ignored the boundary

would leak the size of the other site even when the list beneath it was clean.

Step 2. Open the academic year and its terms

The year is the container. The terms inside it are where the work and the money live — fees are

billed per term and report cards are produced per term.

Do this now

1. Open Academics = Years & Terms and press New year. Give it a name and its first and last

day.

2. Mark it current. Screens default their year filter to the current year, so a registrar opening a

register sees this year rather than an empty list they have to configure their way out of.

3. Add each term with its own dates and sequence. Osebo Academy Trust runs three: First,
Second and Third.

4. Mark the term the school is actually in as current.

@ =
Fa Demo Administrator
© ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE | @ 365d left o Q m

EDUCA

Academic years

Trust - the container enrclment and promotion hang off. The term

& lonrecord urrent year: 2025/2026 Academic Year > 1running 2 0in planning

+ New year B Allterms

] =

2025/2026 Academic | 1 0 1
Year RUNNING IN PLANNING YEARS ON RECORD
RURRENTVEAR Open for enrolment, registers and marks. Being built — classes and terms described Closed years are kept so one year can be read
Every screen defaulting to "this year” follows it Eeole anyhody is envolled agalnatie fast
Y FIND A YEAR
SEARCH STATUS
Every status v

Q Apply Reset
5 Academicyears 1

2025/2026 Academic Year

@ Current year 3 14 180 Active ® Open || ¢ Edit

2026 © Osebo Education & School Operations Suite. Designed & Developed By Marvalinks Digital



Figure 2 — The academic year and the three terms inside it. The year is the container; the term is where the fees are

billed and the report cards are produced.

A WATCH OuT

Add the terms before anybody bills a fee or enters a mark. Both attach to a term, and a term
added halfway through is a term with no history in it.

Step 3. Build the class ladder

A class level is the rung — Basic 5, JHS 2. A class is the actual group of children on that rung,
and a school usually runs more than one per level. Osebo Academy Trust has 11 levels and 14

classes, so you will see Basic 1 Gold beside Basic 1 Jade.

Do this now

1. Open Academics = Class Levels and add each rung in sequence, lowest first.
2. Open Academics = Classes and press Open a class.

3. Name it, choose its level, its academic year and its campus, and name the class teacher.

4. Repeat for each group. A class belongs to ONE academic year — next year’s Basic 5 Gold is

a new row, which is what keeps this year's register meaning what it meant.

10



£ 00 a Demo Administrator

18] ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left

Classes

Academy Trust - the le groups the tually ru e per level per year. Each ens the clas — who is in it, what is taught in it and by whomn, and whi

© 14 classes this year 14 running 180 students placed A 0 with no form teacher

+ Openaclass mport from spreadsheet

a3 =]
14 14 180 0

CLASSES THIS YEAR RUNNING STUDENTS PLACED WITH NO FORM TEACHER
Opened fresh each year on the same Taking registers, carrying marks and billed for A child not placed in a class appears on no Every class has somebody who takes its register.
permanent ladder of levels. the term. register and no report card.

Y FIND A CLASS

SEARCH ACADEMIC YEAR LEVEL CAMPUS
2025/2026 Academic Year... Every level ~ Every campus v
STATUS
Every status ~

Q Apply Reset

Basic 1 Gold Abena Darko

Ridge Main Campus ! AD 13 9 Active | ® Open i\ & Edit
Basicd dade Y Adenta Junior Annex oon ial) ‘Hwabena Amoah 12 9 et [ ® Open |‘ £ Edit
asic coold 5 Ridge Main Campus : an  Adwoa Nyarko 1372 9 Active ® open || &2 i
Basic 2 Jade 2 Adenta Junior Annex ke | Kojo Frimpong 12 9 Active ( @ Open | & Edit
Eellcs/0old 5 2025/20 Ridge Main Campus ) Efuaintwl 14 9 atve [ ® Open [ 7 ea
Basic 4 Gold 3 ) Ridge Main Campus yo ) YeaOfor 14 10 Active (@ Open | | @ Edn
Basic 5 Gold ) 21 er Ridge Main Campus > na)) NenaAgyeman 14 10 Active @ Open | A
B.asir,s Jade Ridge Main Campus v 8 Esi Bediako 13 10 rrT . ® Open | ‘ 2 Edit
Basic 6 Gold el o . ws  Kwesi Appiah i i T —— & e
dHELoM Ridge Main Campus 1 Asa) A Sarpang 1472 10 Active © open | ‘. & Edit

Figure 3 — The classes — 14 of them on 11 levels, so Basic 1 Gold sits beside Basic 1 Jade. A class belongs to one

academic year, which is what keeps last year’s register meaning what it meant.

% IMPORTANT

A class is opened per academic year on purpose. It is why you can still read last year's register,

last year's marks and last year's report cards after the children have moved up.

11



Step 4. Name the subjects, the houses and the rooms

Subjects are what is taught and examined — Osebo Academy Trust runs 12. Houses are what
children are sorted into for sport and pastoral care; this school has four. Rooms are what the

timetable allocates lessons against, and there are 20.

Do this now
1. Open Academics = Subjects and add each one with its code and whether it is examinable.
2. Open Academics = Houses and add yours, with the member of staff who runs each.

3. Open Academics = Rooms and add each teaching space, its campus, its type and its

capacity.

12



£ 00 a Demo Administrator

18] ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left

hing when it is allocated to with icher and a period count — which is why renaming one

+ New subject @ Import from spreadsheet

B ] = o
12 9 11 2

SUBJECTS CORE EXAMINABLE NEED A SPECIAL ROOM
One catalogue entry covers every class that Compulsory wherever they are allocated. Carry marks and appear on the report card The timetable will not put these in an ordinary
takes it. classroom.

Y FIND A SUBJECT

SEARCH CATEGORY EXAMINABLE

Every category v Examinable and not ~

Q. Apply Reset

M Subject catalogue 12

Career Technology

Vocational 3 v Yes 3 © Open J & Edit J
Computing (T A 2 v Yes 12 @ Open ) ] ¢ Edit J
Creative Arts & Design Core A 3 ~ Yes 11 -® Dpen- _y Edit
E’fglis" Language Core 5 v Yes 14 @ Open 2 Edt
Fr.ench Elective 2 v Yes 7 @ Open ) £ Edit
Ghanaian Language (Twi) Core 3 v Yes 12 ® Open ) & Edit
Integrated Science Core 4 v Yes 12 ® Dpen-. d Edit
Mathematics Core 5 v Yes 14 ,® Open )l £ Edit |
Our World Our People (o 3 v Yes 11 | © Open ( & Edit )
Physical Education (e 2 No 14 @ Open ( & Edit
Religious & Moral Education Core 2 ~ Yes 14 @ openr: & Edit
Secial Studies [y 3 v Yes 3 | @® Open £ Edit

Figure 4 — The 12 subjects the school teaches, each with its code and whether it is examinable.

v TIP

Give a room its TYPE honestly. A subject that needs a laboratory is refused any room that is not

one, and that refusal is the thing that stops a practical being timetabled into a classroom.

13



Part 2 — The children, and the adults behind
them

Step 5. Take in the children

There are two ways in, and the difference matters. Admit a student is the composite route:
the child, their guardians, the fee split, a class and — if the office knows them already — fees, a

bus and a bed, in one save. Record only adds the record and nothing else.

Osebo Academy Trust has 191 children on its books and 180 enrolled for the current year.

Do this now
1. Open Students = Student Directory.

2. Press Admit a student for the full intake, or Record only when you are entering a backlog
and will attach the rest later.

3. Fill the identity, the family and the class. The student number is generated on save, carries

your school’s own prefix and is permanent.

4. For a whole intake, use Import from spreadsheet rather than typing. The importer reads

your own column headings.

14



£ 00 a Demo Administrator

18] ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left

STUDE

Student directory

Academy Trust - evel Applica se in admissions and leavers on the alumni register, the children the lly responsible for this morning. Each row

opens the full record

2, 180 on rolt 2, 4in the admissions pipeline #= 32 boarding 2, 0 on roll with no cl.

2. Admit a student + Record only = Include everyone £ Leavers B Import from spreadsheet

Y NARROW THE ROLL

Onroll v Every class v Every house v Day and boarding bod ¥ Filter

Reset
2 Students 180 matching
jaal) Araba Addo STU-OSBA4-2026-00180 JHS 3 Gold Volta House Ridge Main Campus Active
oy ke Adda STU-OSB4-2026-00073 Basic 3 Gold Ashanti House Ridge Main Campus Active
1) saacAdda STU-OSBA4-2026-00002 KG 1 Sunshine Kakum House Ridge Main Campus e
PA P'i"c_e Addo STU-OSB4-2026-00026 Basic 1 Gold Kakum House Ridge Main Campus Active
YA e ndo STU-OSB4-2026-00160 JHS 2 Gold Volta House Ridge Main Campus doa Active
NA Ni adlel $TU-O5B4-2026-00060 Basic 2 Jade Volta House Adenta Junior Annex Active
) ETum Adiatay STU-OSB4-2026-00124 Basic 5 Jade Volta House Ridge Main Campus Active
ma ) Millicant Adjetey STU-OSB4-2026-00051 Basic 2 Gold Mole House Ridge Main Campus Active
ag) vt Agorey STU-OSB4-2026-00029 Basic 1Gold Ashanti House Ridge Main Campus Active
va  VidaAggrey $TU-OSB4-2026-00138 Basic 6 Gold Kakum House Ridge Main Campus Active
g AkosusAgyeman STU-OSB4-2026-00132 Basic 6 Gold Volta House Ridge Main Campus Active
) Ame Agyeman STU-OSB4-2026-00152 JHS 1 Gold Volta House Ridge Main Campus Active
pa | DorisAgyeman STU-OSB4-2026-00048 Basic 2 Gold Volta House Ridge Main Campus Active
pa | RebeccaAgyeman STU-OSB4-2026-00173 JHS 3 Gold Ashanti House Ridge Main Campus Active
va | VidaAgyeman STU-OSB4-2026-00015 KG 2 Rainbow Mole House Ridge Main Campus Active

Figure 5 — The student directory — 191 children, with the four figures a registrar is actually asked for: on roll, in the

admissions pipeline, boarding, and on roll with no class.

% IMPORTANT

A student number is never reissued, even after a child leaves. It is printed on report cards and

quoted on bank transfers, so reusing one would attach a new child to an old family’s payments.

15



Step 6. Record the guardians and who pays

A guardian is one record per adult, however many of their children the school teaches. Osebo
Academy Trust holds 288 of them behind its 191 children.
Do this now

1. Open Students = Guardians and press New guardian, or add them from the child’s own
record.

2. Give a phone number and an email — these are what the register’s absence alerts and the

fee reminders go to.

3. On the child’s record, set each guardian'’s relationship and their share of the fee liability.

16



£ 00 a Demo Administrator

18] ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left

EDUCATION - STUD

Guardian register
Academy Trust - the adults behind the children. One record per person, however ma their children t o person the school bills is very often not the person it phon
and both live here,

2, 288 guardians B 182 fee payers D O with portal access 0 with no phone or email

+ New guardian @ Import from spreadsheet

Y NARROW THE REGISTER

Everybody v Reachable and not v ¥ Fitter GG

2 Guardians 288 matching

MA Ms Adwoa Addo

+233 24 813 2074 adwoa.addo286@family.test 1 Fee payer

Madam Akua Addo

MA +233 54 831 9420 akua.addo36@family.test 1 Fee payer
Ry - DanielAddo +233 20 974 8399 daniel addo3@family.test 1 Fee payer
pig MolsaacAddo +233 24901 1130 isaac.addo287@family.test 1
j) M JosephiAddo +233 27 663 5476 joseph.addo37@family.test i
MP '_‘4“3’" Peace Addo +233 55 472 8345 peace addo254@family.test 1 Fee payer
mP Mf‘ Peace Addo +233 54 375 3868 peace.addol14@family.test 1 Fee payer
ma) M _M’“’ Adjes +233 55 604 1613 abena.adjeidl@family.test 1 Fee payer
My MrNanaAdjei +23359 948 7429 nana.adjei92@family.test i
Jig) ' Emmanuel Adjetey +233 59 400 3657 emmanuel adjeteyl94@family.test 1
mg ) MrEric Adjetey +233 24717 5978 eric.adjetey76@family.test 1 Fee payer
My | MadamNaa Adjetey +233 55 824 4665 naa.adjetey193@family.test 1 Fee payer
ME Mai'a"‘ Esi Aggrey +233 20 346 9355 esi.aggrey40@family.test 1 Fee payer
i | Mrisaac Aggrey +233 27 455 9932 isaac.aggrey217@family.test 1
MJ M’_JDEE"“ Aggrey +233 20 338 3987 joseph.aggrey4l@family.test 1

Figure 6 — The guardian register. 288 adults behind 191 children, one record per adult however many of their

children the school teaches — and the fee payer marked separately from the person the school phones.

A WATCH OouT

The person a school bills is very often not the person it phones. Both live on the same record, and

setting the fee liability share is what lets a separated parent prove they paid their part.

¢ GOOD TO KNOW

17



The share is shown, not corrected. A registrar who entered 50 and 40 has made a decision about

the missing 10%; the screen tells them what it adds up to rather than silently making it 100.

Step 7. Enrol them for the year

An enrolment is one child, one academic year, one class. It — not the student record — is the

academic history: a transcript, a transfer certificate and a repeat decision are all built from it.

Do this now

1. Open Students = Enrolments and press Enrol a student, or enrol from the child’s own
record.

2. Choose the child, the academic year and the class.

3. Check the count afterwards. The directory shows "on roll with no class" as its own figure,

because a child on roll with no class is a child no register will ever include.

18



STUDE

Enrolments

® Osebo Academy Trust

smy Trust - one student, one a

n are all built from.

£ 180 enrolments this year

+ Enrolastudent

Y NARROW THE LIST

*) 180 still open

8 Student directory

OSEBO EDUCATION & SCHOOL OPERATIONS SUITE

nt — not the student

0 enrolled with no class

® 365d left

e academic history: it is

te and a repeat

2025/2026 Academic Year — current” Every class ~ Every status v Reset
2 Enrolments 180 matching
AL Akosua Lamptey STU-0OSB4-2026-00020 2025/2026 Academic Year KG 2 Rainbow Enrolled
KF  Kojo Frimpong STU-OSB4-2026-00119 2025/2026 Academic Year Basic 5 Jade Enrolled
GH  Gifty Hagan STU-OSB4-2026-00022 2025/2026 Academic Year Basic 1 Gold Enrolled
PT  Priscilla Tagoe STU-OS5B4-2026-00068 2025/2026 Academic Year Basic 2 Jade Enrolled
IK  lsaac Kingsley Appiah STU-O5B4-2026-00150 2025/2026 Academic Year JHS 1 Gold Enrolled
EB Efua Bonsu STU-OSB4-2026-00130 2025/2026 Academic Year Basic 6 Gold Enrolled
KA Kwesi Aggrey STU-OSB4-2026-00029 2025/2026 Academic Year Basic 1 Gold Enrolled
BC  Belinda Comfort Nyarko S$TU-O5B4-2026-00104 2025/2026 Academic Year Basic 5 Gold Enrolled
RE  Rebecca Efua Ansah STU-05B4-2026-00009 2025/2026 Academic Year KG 1 Sunshine Enrolled
AG  Adjoa Gifty Tetteh STU-O5B4-2026-00042 2025/2026 Academic Year Basic 1 Jade Enrolled
KK Kelvin Kwesi Mensah STU-O5B4-2026-00123 2025/2026 Academic Year Basic 5 Jade Enrolled
AA Adjoa Abena Yeboah STU-05B4-2026-00076 2025/2026 Academic Year Basic 3 Gold Enrolled
PB  Peace Bonsu STU-OSB4-2026-00031 2025/2026 Academic Year Basic 1 Gold Enrolled
YA Yaw Anaman STU-OSB4-2026-00094 2025/2026 Academic Year Basic 4 Gold Enrolled
AM  Adjoa Mavis Ofori STU-O5B4-2026-00176 2025/2026 Academic Year JHS 3 Gold Enrolled

Figure 7 — Enrolments. One child, one academic year, one class: 180 of them, and the count of any enrolled with no

class shown beside it.

% IMPORTANT

One enrolment per child per year — never two, or the child has two registers and two sets of

marks.

19



Part 3 — Who teaches what, and when

Step 8. Allocate the subjects

This is the hinge described at the front of the book. Osebo Academy Trust has 127 allocations

across 21 teaching staff.

Do this now
1. Open Academics — Classes and open a class.

2. Add each subject the class takes, the member of staff who teaches it, and how many

periods a week it gets.

3. Look down the teacher column before you leave. A blank is a subject nobody is answerable

for.

20



o =
A Demo Administrator
[ ® (Ocebo Academy Trust  OSEBO EDUCATION 6 SCHOOL OPERATIONS SUITE | (® 365d left & Q a

Basic 1 Gold

Basic 1 2025/2026 A 2 - Gold stream

R Active & 13 of 20 on roll % Abena Darko ‘A 0 subjects unstaffed & Today's register started

€ Back 2 Edit

Ridge Main Campus Room B1G Abena Darko

€ us v FC R

- - oz . ’ <
| & Todays register (already started) | [ESICSSUFTSSSIUEN | 2 Class results | | £ Reportcards | | £ Timetable || [ Bilsforthisclass | [EECREYEEEYES
£ What this class owes © Chase arrears
OWING ACROSS THE FAMILIES IN ARREARS CHILDREN ON THE ROLL AVERAGE OWED
CLASS 7 13 GHS 1,152.17
GHS 8,065.20

2, Bring astudent into Basic 1 Gold

Students

Children with no class at all are listed first — they are the ones appearing on no register, in no gradebook and on no report card. Moving a child who is already somewhere else takes them out of that class in the same act

g2 Timetable 29 | E3 Openthe hmelable. |

Period 4 Physical Education Daniel Ntim

Period 2 Mathematics Abena Darko
Period 3 Integrated Science Abena Darko
Period 1 English Language Abena Darko
Period 1 English Language Abena Darko
Period 2 Mathematics Abena Darko
P.enod 2 Mathematics Abena Darko
Period 3 Integrated Science Abena Darko

Figure 8 — A class opened, showing its allocations — the subject, the teacher and the periods a week. A blank in the

teacher column is a lesson nobody is answerable for, which is why it is surfaced rather than left empty.

¢ GOOD TO KNOW

Periods a week is not decoration. It is what the timetable builder works to, and what tells you

afterwards that a class is short of a subject it is supposed to be getting.
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Step 9. Set the bell schedule

The periods are the school’s day — the rows every timetable is drawn on. Osebo Academy

Trust runs 11, including registration, two breaks and lunch.

Do this now

1. Open Academics = Bell Schedule and add each period in order, with its start and end

time.
2. Mark which are teachable. A break is a period on the grid but nothing is placed in it.

3. Say which days each period rings on, if your week is not uniform.
13} ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left i) 00 a Demo Adminkstrator

EDUCATI TIME

Bell schedule

the columns every timetable is drawn on. Breaks and a ly belong here too — that is what makes “period 4" mean the same thing to the office and the

K

11 periods in the day = 8 teachable & First bell 07:30 # Last bell 14:10

+ Add a period B2 Timetables

Timetables Bell schedule Lesson plans Cover & substitutes Teacher workload

& ]
1 8 07:30 14:10

PERIODS IN THE DAY TEACHABLE PERIODS FIRST BELL LAST BELL
Lessons, breaks and assembly alike — the whole Available to the timetable to place a lesson in Where the teaching day the staff roster And where it ends — cover is paid in the minutes
day, described once. publishes begins. between the two

T NARROW THE SCHOOL DAY

CAMPUS KIND OF PERIOD

Every campus v Every kind of period v

Q Apply Reset
@ The schoolday, in order 11 -+ Add apericd

;  Registration 07:30-07:50 20 Registration 0 Active @ o;:enr: \,p Edit |
2 Period 1 07-50-08:30 40 Lesson - Th A 72 Active @ Open Il & Edit )
3 Period 2 08:30-09:10 40 Lesson | 71 Active ® Open £ Edit
4 Period 3 09:10-09:50 40 Lesson Wed 65 Active [ Open_‘ :y Edit
5 Morning Break 09:50-10:10 20 Break A W ] 0 Active .® Open ) ‘..? Em:.
6 Period 4 10:10-10:50 40 (e §. The 55 Active ® Open & Edit
¢ BeiodS 10:50-11:30 40 Lesson | ' 49 Active [ © open |[ & ean
g lnech 11:30-12:10 40 Break wed 0 Active ® Onenr: ja eait |
9 Period 6 12:10-12:50 40 Lesson Wed . 43 Active | @ Open ] £ Edit J
19  Period7 12:50-13:30 40 e W 37 Active ® open || 2 eat |
..  Prep&Reading ORI - SRS - o [P | ee—

22



Figure 9 — The bell schedule: 11 periods including registration, two breaks and lunch. These are the rows every

timetable is drawn on.

A WATCH OuT

A timetable cannot be drawn before the bell schedule exists — its columns ARE your periods. And

a register taken "in period 3" means nothing until period 3 is a row somebody defined.

Step 10. Build the timetable

A timetable version is in force between two dates. The grid is drawn by period down and day
across, and each cell is one lesson: a class, a subject, a teacher and a room. Osebo Academy

Trust's current version holds 407 lessons.

Do this now
1. Open Academics = Timetables and create a version, with the dates it is in force.

2. Click any free cell on the grid. The dialog opens over it, already aimed at that day and that
period.

3. Choose the class, the subject, the teacher and the room, and place it.

4. Run the clash check, read the findings, and publish when it is clean.
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EDUCA TIMETABLES

Second Term Timetable

o: emy Trust - TT-2

@ Published & All campuses

€ Allversions

Timetables Bell schedule

LESSONS PLACED
Every one checked against the teacher, the

5 2025/2026 Academic Year Second Term

Lesson plans

® Osebo Academy Trust

26 — 28 Aug 2026

Cover & substitutes Teacher workload

Zal

TEACHERS ON THIS GRID

OSEBO EDUCATION & SCHOOL OPERATIONS SUITE

® 365d left

© 0 blocking - 0 to accept

0

IMPOSSIBLE TO RUN

00 a Demo Administrator

(2]
0

WARNINGS TO ACCEPT

Publishing writes each of them onto the staff Nothing physically impossible on this grid. All clear.
class, the room and the room type before it roster as teaching duty.
@  Thisis the live timetable
PUBLISHED DUTY WRITTEN ONTO THE STAFF ROSTER IN FORCE
16 Oct 2026 02:45 1,584 assignments 11 May 2026 — 28 Aug 2026

(@ Lessons on a published grid cannot be moved — that is what keeps a register taken last Tuesday meaning what it meant. Build a new version starting on the day the change takes effect and
publish that instead.

88 Thegrid 402 lessons By class ~  Basic1Gold v [ ® show
Registration
etiod ENG ENG ENG ENG ENG
y Abena Darko Abena Darko Abena Darko Abena Darko Abena Darko
Room BAG Room BIG Room BIG Room BIG Room BIG
Ferlod 2 MTH MTH MTH MTH MTH
h Abena Darko Abena Darko Abena Darko Abena Darko Abena Darko
Room B1G Reom B1G Room B1G Room B1G Room B1G
Palod scl sci scl sci
Abena Darko Abena Darko Abena Darko Abena Darko
Room B1G Room B1G Room B1G Room B1G
Morning Break
ks PED owo owo owo
Daniel Ntim Abena Darko Abena Darko Abena Darko
Sports Field Room BIG Room B1G Room BIG
Pertad 5 ™I ™l ™I
. Abena Darko Abena Darko Abena Darko
Room B1G Room B1G Room B1G

Figure 10 — The published timetable. 407 lessons across the week, each cell carrying the subject, the teacher and the

room. A published grid cannot be edited — a change is a new version starting the day it takes effect.

% IMPORTANT

A lesson on a PUBLISHED grid cannot be moved. That is what keeps a register taken last Tuesday
meaning what it meant. To change the timetable, build a new version starting the day the change
takes effect and publish that instead.

¢ GOOD TO KNOW
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Four things can clash — the teacher, the class, the room, and the room’s type — and placement is
checked against all four before it lands. An impossible placement is refused, not saved and

reported later.

Step 11. Let teachers arrange their own

A Subject Teacher can be given their own week: they see the lessons they are allocated to and
may place them on a DRAFT version. They cannot publish, and they cannot touch a class or

subject they are not allocated to.

Do this now

1. Give the role the row-scoped permission rather than the wide one. In Roles &
Permissions, a Class Teacher or Subject Teacher holds the .own timetable pair — view

and edit their own — in place of the school-wide pair.

2. There is no second screen and no menu entry for this. The teacher opens Academics —
Timetables and the same grid comes up headed My week, carrying only the classes and

subjects they are allocated to.

3. They click a free cell on a draft version and press Place this lesson. It is checked against
the teacher, the class, the room and the room type before it lands — an impossible

placement is refused rather than saved.
4. A coordinator then presses Run clash check and Publish. The teacher has no publish

control, because publishing writes the staff duty roster.

% IMPORTANT

Publishing stays one person'’s act, because publishing writes onto the staff roster and decides

every register that follows. A teacher arranges; a coordinator publishes.
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Part 4 — The syllabus, and the lesson

Step 12. Load the curriculum

A framework is the published syllabus structure — for Ghana, the GES Standards-Based
Curriculum, whose tiers run Strand — Sub-strand = Content standard — Indicator. A

curriculum is that framework for one subject, one class level and one year, and it is versioned.

Do this now

=

. Open Academics = Curriculum & Syllabus and choose the framework.

N

. Create a curriculum for a subject and a class level.

3. Build out its tree, or upload the syllabus document and let the extractor read the structure

out of it.

4. Send it for review. A published curriculum’s identity is frozen.
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EDL

Curriculum & syllabus

d curriculurr LCture

actually being d d rather than

6 curricula on record 2 published & live waiting on a reviewer

+ New curriculum

Coverage board Gaps Frameworks

o e
6 2 1 10

CURRICULA ON RECORD PUBLISHED & LIVE WAITING ON A REVIEWER CURRICULUM ITEMS APPROVED
One row per subject, class level, year and Lessons and assessments can be mapped to Nothing imported is live until somebody reads The unit of teachable content a lesson is
version — never one per subject. these. it. actually mapped to.

Y FIND A CURRICULUM

SEARCH FRAMEWORK SUBJECT CLASS LEVEL
Every framework v Every subject v Every class level v
ACADEMIC YEAR STATUS
Every year ~ Every status v

Q. Apply Reset

Physical Education GES Standards-Based Curriculum . 1

Physical Education — Kindergarten 1 v2026.1 Published
Mathematics — Basic 4 Mat.hsmallcs ) GES. Sla.n‘dardvBased‘Curr\culum 4 v2025.1 [ —
Ma.thematlcs - Bas!c 5 Mathemal.lcs GES Standards-Based Curriculum : 4 v2026.1 Draft
Englifh Language — Basic 4 . English La.ngL{agE GES SlandardSVBajsEd Curriculu.m 0 ) S
E|j|glis.,h Langfjag.e— Basic 4 English La.ngL.JagE GES Standards-Based Curriculum 5 v2025.1 Published
Integrated Sciem:zxj — Basic 5 \nleglatz.ed Sci.ence GES Standards-Based Cumzulu.m 4 v2025.1 Review required
2026 ® Osebo Education & School Operations Suite. Designed & Developed By Marvalinks Digital

Figure 11 — The curriculum register. A curriculum is a framework for one subject, one class level and one year,

versioned, and it moves draft = review — published — archived.

¢ GOOD TO KNOW

The uploaded document stays the authoritative source. The structure is what lessons and

assessments map to, so that coverage can be measured at all.

% IMPORTANT

The author is not the reviewer. A teacher may author the syllabus for the subjects they teach and

send it for review; approving and publishing it is somebody else’s decision.
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Step 13. Plan the lessons

A lesson plan is what a teacher intends to teach, and — once it has happened — the record that
it did. Osebo Academy Trust holds 48.

Do this now
1. Open Academics = Lesson Plans and press New plan.

2. Choose the class, the subject, the date and the period.

3. Attach the curriculum outcomes the lesson delivers, and say whether it delivers them in full,

makes a start, or revisits them.

4. Submit it for review where your school reviews plans.
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18] ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left

Lesson plans & schemes of work

Academy Trust - what a teacher intends to , and — once it has happened — the record that it was. Each plan binds to the timetable that was live on its 50 a new grid published next

month never rewrit

[ 48 plans on record 8 10 waiting on a reviewer + 0 sent back

+ New lesson plan

Timetables Bell schedule Cover & substitutes Teacher workload

o g
48 10 0 8

PLANS ON RECORD WAITING ON A REVIEWER SENT BACK FOR REVISION DELIVERED
Each one bound to the grid that was live on its Somebody has to read these — reviewing is a The teacher reads the reason that was given The record that the lesson happened — a
own date different permission from writing. with it delivered plan can never be deleted

T FIND A LESSON PLAN

SEARCH STATUS CLASS SUBJECT
Every status g Every class ~ Every subject v
TEACHER TAUGHT BETWEEN
Every teacher ~ dd/mm/yyyy ] dd/mm/yyyy [m]

Q Apply Reset

Striking and fielding — underarm throw accuracy E:::c:l ;cu:non DN Daniel Ntim Fri 16 Oct 2026 = Submitted for review @ Open & Edit

Guided reading — Sosu's Call Balc 1 dade KA Kwabena Amoah FH150ct2020 -22 Delivered © Open
English Language L

Guided reading — Sosu's Call Badicd Gold AD  Abena Darko frids0ec2026 -22 Delivered ® Open
English Language L )

Direct and reported speech Bale gl AN Adwoa Nyarko i S0cr2leh -22 Submitted for review © Open || & Edit
English Language L )
Basic 2 Gold Fri 16 Oct 2026

Guided reading — Sosu's Call B AN Adwoa Nyarko -22 Delivered | ® Open
English Language \

Adjectives and comparison 5 2 Ralnbow KA Kofi Asante Fri 15 0ct2025 -22 approved ® Open || & Edit
English Language . AN /

Comprehension — inference and evidence Bas'_c 4Geou AD  Abena Darko Thud3 Oet2020 -22 approved @ Open & Edit
English Language § » )

Adjectives and comparison HGL Smnshine AM  Ama Mensah Thulsoct2026 22 approved ® Open |[ £ Edit
English Language F & S
KG 2 Rainbow Thu 15 Oct 2026

Guided reading — Sosu's Call < KA Kofi Asante -22 Delivered @ Open
English Language —

Figure 12 — Lesson plans. What a teacher intends to teach, and afterwards the record that it happened — mapped to

the curriculum outcomes it delivers.

A WATCH OouT

A teacher sees and writes only their own plans. If a head of department needs to read across the

school, that is a wider permission, not a wider scope.
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Step 14. Read the coverage

This is the screen that makes the rest worth doing. Coverage counts each piece of the

curriculum as planned, taught or assessed — and the three are different claims.
e Planned - a lesson exists against it.
e Taught — that lesson happened.

e Assessed — an assessment mapped to it has had marks actually entered.

Do this now
1. Open Academics — Curriculum Coverage.

2. Leave the year on *Current year* and pick a Class level, a Class or a Term to narrow the

board. Each row is one subject at one class level.

3. Read the three columns — Planned, Delivered, Assessed — across, not down. A row that is

strong on Planned and weak on Assessed is a subject being taught and not checked.

4. Sort on Below to find the rows under your threshold, then press Where it is not for the
same question asked the other way round: the parts of the curriculum nobody has

reached.
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EDUCATIO

Coverage board

delivered? Planned means a lesson is mapped to it. Delivered means one of those lesso| marked delivered. Assessed means a

@ 2 published curricula in scope & 0% planned ~ 0% delivered

& Whereitis not E Register

Register Coverage board Gaps Frameworks

=] ©
2 0% 0% 0%

PUBLISHED CURRICULA IN SCOPE PLANNED DELIVERED ASSESSED
Drafts are excluded — counting a syllabus 0 of 6 items have a lesson mapped to them. 0 of 6 items were actually taught. 0 of 6 items have marks against them, not
nobody has agreed to would report coverage.. merely an assessment.

Y NARROW THE BOARD

ACADEMIC YEAR CLASS LEVEL CLASS TERM

2025/2026 Academic Year ~ Every class level v Every class e Every term ~

db Subject by subject, worst first 2 | & Where itis not

English Language e 5 2 0
Physical Education . . 1 v 0

Percentages are against the deepest tier of each curriculum, because that is the unit of teachable content, Evidence attached to a parent counts for everything beneath it — a teacher who maps a lesson to a content

standard has taught the indicators under it

2026 © Osebo Education & School Operations Suite. Designed & Developed By Marvalinks Digital

Figure 13 — The coverage board. Planned, taught and assessed are three different claims, and a piece of the syllabus

counts as assessed only once a mapped assessment has had marks actually entered against it.

% IMPORTANT

A mapping is not evidence on its own. An assessment drafted in September and never sat proves
nothing, and counting it would turn the one number a head teacher trusts into a number about

paperwork.

v TIP
Coverage is counted against the DEEPEST tier — the Indicator — because that is the unit of

teachable content. Evidence on a parent counts for everything under it.
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Part 5 — The register

Step 15. Take the register

A register is one class, one date, one period, and everyone on one page. Osebo Academy
Trust holds 3,600 marks: 89.8% present, 4.0% absent, 2.8% late, 2.3% excused and 1.1% sick.

Do this now

1. Open Attendance & Results = Registers and choose the class, the date and the register
type.

2. Press Mark all present, then correct the exceptions — that is how a register is actually taken,

and the button only fills the rows nobody has touched.
3. Add minutes late and a reason where one is needed.
4. Submit. The marks save and the guardian alerts go out.

5. Lock it when the day is settled.
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EDUCATION - ATTENDANCE

Register - Basic 1 Gold

my Trust - on d one page. Mark all present, then correct the exceptions — that is how a reg “tually taken, and the button only fills the rows nobody

& Fril6 Oct 2026 i= Daily register &, 13 on roll & Abena Darko

« Attendance

@ WHICH REGISTER
CLASS DATE REGISTER TYPE

Basic 1 Gold - 13 on roll ~ 16/10/2026 [m] Daily register ~

- Open Reset

Basic1Gold - Fri16 Oct 13

@ [ ¢ Present A Absent L Late E  Excused S | Sick

Late still counts the child as in school. Absent is the only mark that leaves the absence unexplained — Excused and Sick are explanations, and the attendance figures and the family alerts read that difference.

pa Prince Addo i P Fad] L FEY| 'S
KA Kwesi Aggrey

ks Kwabena Anaman )
Elikem Antwi
Abena Appiah
Samuel Bediako

P8 P:ace.Eonsu

Afia Essien

AE plla])(L)[e]ls
G Cifty Hagan elfallL][E]ls
i Nana Kissi = 3 ) )

ML Michael Lamptey

N Vida Ntim P A L £ s

no NaaOwusu

Figure 14 — A register: one class, one date, everyone on one page. The legend above the roll names all five marks,
and says the two things that change what a teacher records — late still counts the child as in school, and absent is the

only mark that leaves the absence unexplained.

% IMPORTANT

The five marks are P Present, A Absent, L Late, E Excused and S Sick. Late still counts the child as
in school. Absent is the only mark that leaves the absence unexplained — Excused and Sick
are explanations, and the attendance figures and the family alerts read that difference. Choosing

between A and E is choosing whether a parent gets contacted.
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¢ GOOD TO KNOW

Submitting is not locking. A teacher correcting a mis-tap thirty seconds later is the normal case;
making that an administrative event would teach everyone to delay submitting until they were

sure. Locking is the separate, deliberate act that closes the register.

A WATCH OuT

"Outstanding" means a class with no session for that date — nobody has taken that register.
Opening the screen writes nothing, so a register you looked at and left is still outstanding, which

is the honest answer.

Step 16. Handle the absence notes

An absence note is what the family told the school. Recording one changes nothing on the

register; accepting it does.

Do this now

1. Open Attendance & Results = Absence Notes and record what the family said, or let it

arrive from the parent portal.
2. Attach it to the dates it covers.

3. Accept or decline it. Accepting is what turns an unexplained absence into an explained

one.
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EDUCAT

Absence notes
=my Trust - what families have said about z d what the school decided about it. A note changes nothing on the reg somel epts it — that decision is the

record

B 4 awaiting review @ 12 accepted ® 0 rejected 0 4 from the parent portal

E} Record a note < Attendance

Y NARROW THE NOTES

SEARCH STATUS REASON TYPE

Any status v Any reason ~

Y Filter Reset

& Notes 16

PT Priscilla Tagoe Basic 2 Jade 15 Oct 1 Medical appointment Mavis Tagoe Awalting review _ s
ka Kofi Amoah KG2Rainbow 6Ot et HindaAmioah Awaiting review -
- Godfrec.l Baidoo Basic 4 Gold 10ct 3 Sickness : " Rebecca Baidoo T .
58 Sandra Baidoo Basic 2 Gold 28.55;: 1 M.ed.lcal appointrient Ebenezer Baidoo I~ = N
oa DorsAgyeman plo o 14 Oct 4 Religious observance Sandra.Agyeman e # 3
o Godfred Kis.si o 90ct . 5‘_"‘“’*“ ) Kwaku Kissi S P
T Michael‘Nyarko el 80ct 1 Sickness Bright Nyarko T N N
a  Kwesi A.ggrey Be A 6Oct i BEreavement Esi Aggrey P 1 >
K8 Kelvin Bempah KG 2 Rainbow 6 Oct 1 Religious ohservance Kwesi Bempah P 1 5
wL Michael Lamptey Bash 2 0ct Refigious observance Esi Lamptey

; ic 1 Gold ; 1 v f Accepted i >

Figure 15 — Absence notes. What the family told the school; recording one changes nothing on the register, and

accepting it is what turns an unexplained absence into an explained one.
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Part 6 — Marks, grades and report cards

Step 17. Define the grading scheme
Your bands are the only authority on grading anywhere in the suite. Nothing decides a grade

from a range written into the software.

Do this now
1. Open Attendance & Results = Grading Schemes and create one.
2. Choose its type — letter grades, points, percentage, or Ghana BECE 1-9.

3. Add the bands, each with its range, its label and what it is worth.

. 7 -
A Demo Administrator
9] ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE © 365d left o Q @

EDUCATION (33 NT &

Grading Schemes

cademy Tr mark means at this school. Every grade on creen — the gradebook, the term result, the report card — is coloured and labelled from a band defined here, never

7 Aschool default is set

Y NARROW THE SCHEMES
SEARCH KIND STANDING

Every kind ~ Active and dormant ~

T Apply Clear

£ Grading schemes 1

Ghana Bagc Schaol Grading Letter grades (A-F) 6 a0 0-100 covered School default

2026 © Osebo Education & School Operations Suite. Designed & Developed By Marvalinks Digital

Figure 16 — Grading schemes. The bands here are the only authority on grading anywhere in the suite — nothing

decides a grade from a range written into the software.

% IMPORTANT

A school grading 60 as a credit and a school grading it as a pass are both correct, and both must

be able to say so without anybody touching the software.
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Step 18. Set the assessment types

An assessment type is a kind of markable event and the share of the term mark it carries. The

load-bearing field is its category: continuous or exam.

Do this now
1. Open Attendance & Results = Grading Schemes and press Assessment types.

2. Add each kind of markable event your school runs: its Name, its Code, its Category —
continuous or exam — what it is Marked out of, and its Weight.

3. Read Weighting health at the top of the screen. The active types should add up to 100%

between them; anything else still produces a total, just not the one the school intends.
4. Set Applies to stage where a type only belongs to part of the school — an end-of-term

paper that Kindergarten does not sit.

+ GOOD TO KNOW

The category, not the name, is what produces the two columns a report card shows. A school
calling its end-of-term paper a "Terminal Review" still gets its marks in the exam column, because
the split is derived from the category.

Step 19. Enter the marks

Osebo Academy Trust holds 762 assessments and 8,913 scores against them.

Do this now

1. Open Attendance & Results = Assessments and create the assessment: its class, its

subject, its type, its maximum score and its date.
2. Map it to the curriculum outcomes it checks.
3. Enter the marks in the gradebook.

4. Publish it. Publication is the act that says these marks count.
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Assessments

sy Trust - every markable eve ol — 3 end-of-term papers — from draft, through marking and moderation, to the moment it rt counting

rds a child's term result

762 on record £ 127 open for marking « 0 waiting on a moderator 635 published

+ New assessment R Grading schemes

127

Y NARROW THE GRADEBOOK

SEARCH CLASS SUBJECT TERM
Every class ' Every subject v Every term v
STATE
Any state ~

Y Apply Clear

(@ Assessments 762

Homework & Exercises — Physical Education Basil: 1 Jade Second Term 10 10% 0 4 Jul 2026 Open
0s8: Physical Education

. & = Physical S 3Cold Second Term 10 10% 0 43ul2026 Open
Physical Education
Homework & Exercises — Computing JHS 3 Gold Second Term 10 10% 0 4312026 Tt
Computing
Homework & Exercises — Religious & Moral Education JHS 3 Gold Second Term 10 10% 0 43ul2026 Open
4-2 Religious & Moral Education
Homework & Exercises — Ghanaian Language (Twi) JHS 3 Gold Second Term 10 10% 7 4Jul2026 Markin
4 n Ghanaian Language (Twi) g
Homework & Exercises — Career Technology JHS 3 Gold Second Term 10 10% 6 4312026 Markin
4 v Career Technology 2 9
Homework & Exercises — Social Studies JHS 3 Gold Second Term 10 10% 9 430l 2026 Marking
Social Studies
Homework & Exercises — Integrated Science JHS 3 Gold Second Term 10 10% 1 4 3ul 2026 Marking
3 Integrated Science
Homework & Exercises — Mathematics JHS 3 Gold Shcand Tt 10 10% 10 4 Jul 2026 MR
) k Mathematics 2
Homework & Exercises — English Language JHS.B Gold Second Term 10 10% 0 4 3ul 2026 Open
v English Language
Homeworkh Bxarcises — French ‘g::ii Gold Second Term 10 10% 9 4 Jul 2026 Marking
Homework & Exercises — Physical Education JHS 2 Gold Second Term 10 10% 8 43ul 2026 Marking

Physical Education

Figure 17 — The assessments — 762 of them, carrying 8,913 scores. Publication is the act that says these marks count;

an unpublished assessment never reaches a term result.

A WATCH OouT

An unpublished assessment never reaches a term result. A term average that silently moved when

a teacher entered a draft mark is a figure nobody can stand behind.

¢ GOOD TO KNOW
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Each assessment contributes its percentage, so a test out of 20 and a paper out of 100 are
comparable. An exempt mark leaves the numerator and the denominator; an absent mark is a
zero and stays in both. That is the difference between a child who missed a test and a child who

was never expected to sit it.

Step 20. Compute the term results

A term result is what one child scored in one subject in one term, as the school computed it:
the continuous score, the exam score, the total, the band and the position in class. Osebo
Academy Trust holds 3,304.

Do this now
1. Open Attendance & Results = Term Results.

2. Choose the Class and the Term, and press Recompute. Every subject result for that class
and term is rebuilt from its PUBLISHED assessments, and the totals, grades and positions

are frozen at that moment.

3. Read the table before you release anything. Last computed tells you whether you are
looking at this morning’s answer or September’s, and Held back tells you what no family

has seen yet.

4. When you are satisfied, press Release the filtered results. That makes the held-back
results visible to families — and nothing else. The report cards are a separate act.
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Term Results

continuous marks and the exam brought together into one weighted total per subject, banded against the I's grading scheme and placed in the
itself on read — the school d th er is fixed

1,652 subject results in view released to families db 61.3% average total Computed 13 hours ago

&) Report cards mport from spreadshe:

,652 0 13 hours ago

W WHICH CLASS, WHICH TERM

CLASS TERM SUBJECT RELEASE
Every class v Second Term (current) v Every subject ~ Released and held v
Y Apply Clear
"

S Compute and release

Computing reads only published assessments. A mark still being entered, or one submitted but not yet moderated, is a teacher's working copy — pulling it in would let a half-marked test reorder

aclass.
Class * Term *
Choose a class N Second Term v

Choose a class and a term above first

3 Recompute

i= Subjectresults 1652

mi Michael Kissi English Language

JHS 2 Gold % = » O 10f13  Heldback
MN Micha.el yaro Physical Education Basic 2 Gold 99 - 99 10f13 Held back
na  NitAdjei Integrated Science Basic 2 Jade % = % 1of12 Held back
) Solinda ko, Computing Basic 5 Gold % & » 3 1of14 Held back
Ay /\cloa Teiteh integrated Sclence Basic 1 Jade %8 = %8 1of12 Held back
N Ccmfor.t Nkrumah Creative Arts b.Deslgn Basic 2 Gold o7 _ o7 n 1of13 Heid back
Bl Ebenezer Sarpong Iniegmted Screnioe Basic 5 Jade 97 - 7 3 10f13 Held back
iy MiemtAes Computing JHS 2 Gold % = % 3 1of13 Held back

Kwiahana Anaman Odiir Warld Onir Paanla R

Figure 18 — Term results: 3,304 frozen answers. Each was computed and stored, and nothing recomputes it on read.

% IMPORTANT

Aterm resultis a FROZEN answer. It was decided when it was computed and stored, and nothing
recomputes it on read. The suite recomputes only when somebody presses Recompute —
because a term total that quietly changed between two viewings is a number the school cannot

defend to the family holding the printed version.
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Step 21. Issue the report cards
The report card is the document the school hands a family. Osebo Academy Trust has
produced 360.
It moves through four states, and they are three different people:
e Draft — a shell exists for this child and term.

* Generated — the figures are computed and frozen onto it, and the class teacher has

written their comment.
e Approved — the head teacher has read it, added their comment and stood behind it.

* Published — the family can see it.

Do this now

1. Compute the term first (Step 20). A card is a printed view of computed results, not a
second calculation, and a child with no computed result is skipped rather than handed an

empty card.

2. Open Attendance & Results = Report Cards, choose the Class and Term under

*Generate a class’s cards*, optionally pick a Design, and press Generate.

3. Open a card from the list. The class teacher writes their remark and presses Save

comments.

4. The head teacher opens the same card and presses Approve — a different person from the

one who generated it.

5. Finally press Publish to the family. Print view and PDF are on the card itself when you

need paper.
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EDUCATION - REPO

Report Cards

generated by approved by ed = ag : and three people, because a report card is the school's formal

ement about a child and every

D 180 cards in view 80 waiting on a head teacher » 0 approved, not released < 0 with families

8 Card designs £ Term results

180

Y NARROW THE CARDS
CLASS TERM STATE

Every class ~ Second Term (current) v Any state W

Y Apply Clear

[ Generate a class's cards
A card is a printed view of computed term results, not a second calculation. Compute the term first, then generate — a child with no computed result is skipped rather than given an empty card, and a card
already published is never quietly rewritten

Class * Term *

Choose a class ~ Second Term v
Design

Leave each card as it is v

[ Generate
&) Reportcards 180

RE) Mwalw Owusy JHS 3 Gold RPT-0S84-2026-00358 10 AN - | 1of13 . Generated
ya Ya2Addo g2 cold RPT-05B4-2026-00322 10 CE - | 10f13 : Generated
E5) Samuel Otoo JHs1.cold RPT-OSB4-2026-00307 10 A - ] lof14 Generated
) 1o fnaman Sasicocold RPT-OSB4-2026-00269 10 ws (3 lof14 Generated
) heneze Sarpeng Ehsica e RPT-OSB4-2026-00251 10 57 (3 lof13 L Generated
g Ebenezer Essien Basic Gold RPT-0584-2026-00217 10 sss MW lof14 0 Generated

Figure 19 — Report cards — 360 issued. The four states are three different people: the class teacher generates, the

head teacher approves, and publishing is a separate permission again.

% IMPORTANT

Approval refuses to be done by whoever generated the card, and publishing is a different
permission from entering marks. That is not ceremony: a report card is the school’s formal

statement about a child, and every inspection regime in the region asks who checked it.

A WATCH OUT
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Published is terminal. A published card that is wrong is corrected by issuing an amended one —
never by quietly editing the sheet the family already read.
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Part 7 - Fees

Step 22. Build the fee structures

A fee structure is a tariff: what a class level pays in a term, item by item. Osebo Academy Trust

runs 22.

Do this now
1. Open Fees & Finance — Fee Structures and create one for a class level and a term.
2. Add each item — tuition, boarding, transport, examination — with its amount.

3. Say which are compulsory and which a family opts into.
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Fee structures

Academy Trust - what th ool cha

22 structures © 22live & 0 draft

+ New fee structure I Run billing

El
22

STRUCTURES

Ewery tariff this school has written, draft and live.

Y NARROW THE LIST

® Osebo Academy Trust

nd who i ges it to. A structure

E 360 bills raised

22

LIVE
A billing run can apply these.

Any status

i=  Feestructures

JHS 1 — First Term Fees

JHS 1 — Second Term Fees

Eas?c 1— Second Term Fees

Basic 2 — Second Term Fees

Basic 5 — First Term Fees

Bjasi.c 4 — Second Term Fees

JHS 2 — First Term Fees

JHS 3 — First Term Fees
Kind.ergarlen 2 — Second Term Fees
Basic 3 — Second Term Fees

Basic 4 — First Term Fees
Kindergarten 1 — Second Term Fees

Basic 6 — Second Term Fees

OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left

ope — the m ecific one that fit: hild is the one they are billed on.

0

DRAFT
Still editable. Publishing fixes the items.

Any academic year v Any campus

2025/2026 Academic Year i GHS 1,410.00

2025/?026 Academic Year 7] GHS 2,100.00

ZOZSIZUZSS Academic Year 4 GHS 2,100.00

2025/2026 Academic Year 7\ GHS 1,410.00

2025/20.25 Academic Year 4 GHS 1,410.00

2025{?026 Academic Year a GHS 1,670.00

202512026 Academic Year 4 GHS 1,670.00

2025/2026 Academic Year 3 GHS 2,100.00

2025/2026 Academic Year 4 GHS 2,100.00

2025/2026 Academic Year 4 GHS 1,140.00

2025/2026 Academic Year 4 GHS 1,410.00

2025/2026 Academic Year 4 GHS 1,670.00

2025/2026 Academic Year 4 GHS 1,140.00

2025/2026 Academic Year % GHS 1,670.00

00 a Demo Administrator

&
360

BILLS RAISED

Term bills produced from these tariffs.

14

14

14

25

25

27

14

13

13

11

14

14

10

14

v | ¥ Fiter

Reset

22 @ Import from spreadsheet

26 Jan 2026

26 Jan 2026

25 May 2026

25 May 2026

25 May 2026

26 Jan 2026

25 May 2026

26 Jan 2026

26 Jan 2026

25 May 2026

25 May 2026

26 Jan 2026

25 May 2026

25 May 2026

Figure 20 — Fee structures. 22 tariffs, each one a class level and a term, item by item.

A WATCH OUT

Money is entered the way a person says it — 250.00, never 25000. The suite stores it to the pesewa

underneath, but what you type is what you mean.
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Step 23. Bill the term

Billing raises the term’s charges onto each child’s account. Osebo Academy Trust has charged
GHS 710,860.00 and received GHS 540,647.80, leaving GHS 170,212.20 outstanding
across 180 accounts.

Do this now
1. Open Fees & Finance — Billing & Collections and start a billing run for the term.
2. Review what it will raise, by class and by item, before you commit it.

3. Commit. Each child’s account carries the charge, and the family’s statement shows it.

o =
A Demo Administrator
[ ® (Ocebo Academy Trust  OSEBO EDUCATION 6 SCHOOL OPERATIONS SUITE | (® 365d left ® & o a

very term bill th s as charged, what reached the ledger, and what is still owed. L fees are real r s — they age, they part-settle, and they

atement like an

[@ 360 bills raised GHS 170,212.20 still owed 360 past their due date

P Run a term's billing @ Take a payment © Arrears & Bank reconciliation

P a g
360 568,820.00 170,212.20 360

BILLS RAISED BILLED (GHS) STILL OWED PAST THEIR DUE DATE
Every term bill on the school's books What has been charged, before anything was Across every open student account Abill only ages when its structure carries a due
paid. date.

¥ NARROW THE LIST

ar / bill reference, student nar Any status v Any term ~ Any campus ~ | T Filter Reset
E  Termbills 360
BILL-OSB4-2026-00360 An f'_""ba Addf’ JHS3Gold  SecondTerm  GHS 2,100.00 GHS2,10000 25 May 2026 90+ days Charged
BILL-OSB4-2026-00353 ap AdjoaDarko JHS3Gold  FirstTerm GHS 2,100.00 GHS2,10000 26 .Jan 2026 90+ days Charged
BILL-OSB4-2026-00342 ko) Kwabena Dzata JHS3Gold  SecondTerm  GHS 2,100.00 GHS2,10000 25 May 2026 90+ days Charged
BILL-OSB4-2026-00348 so 5"’”""‘_“ Opoku JHS3Gold  SecondTerm  GHS 2,100.00 GHS2,100.00 25 May 2026 90+ days Charged
BILL-OSB4-2026-00343 fy fFosterHagan JHS3Gold  First Term GHS 2,100.00 GHS2,10000 26 Jan 2026 90+ days Charged
BILL-OSB4-2026-00350 fg) Vel Owsu JHS3Gold  SecondTerm  GHS 2,100.00 GHS2,10000 25 May 2026 90+ days Charged
BILL-OSB4-2026-00335 () Kojo Lamptey JHS3Gold  First Term GHS 2,100.00 GH$2,10000  26Jan 2026 90+ days Charged
BILL-OSB4-2026-00355 T EricTeuen JHS3Gold  First Term GHS 2,100.00 GHS2,10000  26Jan 2026 90+ days Charged
BILL-OSB4-2026-00347 so S‘m“_ﬂ Opokd, JHS3Gold  First Term GHS 2,100.00 GHS2,10000 26 Jan 2026 90+ days Charged
BILL-05B4-2026-00341 k| Kwabena Pzafa JHS3Gold  First Term GHS 2,100.00 GHS2,10000 26 Jan 2026 90+ days Charged
BILL-OSB4-2026-00345 RA _“ebe“? Agyeman JHS3Gold  First Term GHS 2,100.00 GHS2,10000 26 Jan 2026 90+ days Charged
BILL-OSB4-2026-00339 kp Kwabena Dz_a‘a JHS3Gold  FirstTerm GHS 2,100.00 GHS2,10000  26Jan 2026 90+ days Charged
BILL-OSB4-2026-00338 TA) Linda Anu JHS3Gold  SecondTerm  GHS 2,100.00 GHS2,10000 25 May 2026 90+ days Craroed
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Figure 21 — Billing and collections. GHS 710,860.00 charged against GHS 540,647.80 received.

¢ GOOD TO KNOW

A charge is never deleted. A charge raised in error is reversed, which leaves both lines visible —

that is what makes a family’s statement something the school can defend.

Step 24. Take the money, and chase what is left

83 of Osebo Academy Trust's 180 accounts are behind.

Do this now
1. Record a receipt from the child’s record, or from Billing & Collections.

2. Name who paid. Naming the payer is what lets a separated parent prove they paid their

share.
3. Open Fees & Finance = Payment Plans where a family needs to spread what they owe.

4. Read the arrears screen for who is behind, and by how much.
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EDU N - FEES & FINAN

Payment plans

Academy Trust - agreements about when a family pays

£ 10 plans © 10 approved

+ New plan © Arrears

10

PLANS
Every arrangement the schoal has on record

Y NARROW THE LIST

£} Instalment plans

2026 © Osebo Education & School Operations Suite.

9 0 awaiting approval

® Osebo Academy Trust

e
10

APPROVED

ver about how much. The

OSEBO EDUCATION & SCHOOL OPERATIONS SUITE

10 behind on this page

Agreed with the family and in force.

Any status

PLAN-0SB4-2026-010 iy weiiidoo Second Term GHS 3,472.00
PLAN-0SB4-2026-009 ko Kofi Ocoi Second Term GHS 4,858.00
PLAN-O5B4-2026-008 Ga Godfred Asante Second Term GHS 2,870.00
PLAN-OSB4-2026-006 p  Peace Lamptey Second Term GHS 987.00
PLAN-OSB4-2026-005 Fey Ellkem Baidoo Second Term GHS 1,874.00
PLAN-OSB4-2026-007 mg Millicent Boadu Second Term GHS 1,974.00
PLAN-OSB4-2026-004 gg EricBoateng Second Term GHS 1,974.00
PLAN-O$B4-2026-003 ) Samuel Bediako Second Term GHS 1,974.00
PLAN-O$B4-2026-002 ra  Rebecca Ansah Second Term GHS 2,128.00
PLAN-OSB4-2026-001 po| Prince Dzata Second Term GHS 1,596.00

dule is filled from the

0

AWAITING APPROVAL

© 365d left

ount's real payments every time it is re:

Nothing is waiting on a decision.

~  Anycampus

GHS 1,488.00

GHS 2,082.00

GHS 1,230.00

GHS 423.00

GHS 846.00

GHS 846.00

GHS 846.00

GHS 846.00

GHS 912.00

GHS 684.00

£ 00 a Demo Administrator

a family behind on their

=
10

BEHIND ON THIS PAGE
Counted from payments actually received, not

ticked off by hand
~ | ¥ Filter Reset

10
Instalment 2 missed Approved >
Instalment 2 missed Approved >
Instalment 2 missed Approved >
Instalment 2 missed Approved >
Instalment 2 missed Approved >
Instalment 2 missed Approved ]
Instalment 2 missed Approved >
Instalment 2 missed Approved >
Instalment 2 missed Approved >
Instalment 2 missed Approved >

Designed & Developed By Marvalinks Digital

Figure 22 — Payment plans. A plan splits a bill the family already owes into dated pieces — it does not reduce what

they owe and it posts nothing to the ledger.
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18] ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left

Arrears & ageing

Academy Trust - who o and for how long. Every figure here is walked out of the student ledger — payments settle the oldest charge first — so t e and a family's statement are

ne arithmetic and cannot disagree

s GHS 102,271.60 outstanding 83 accounts in arrears GHS 102,271.60 over 90 days {50 bills past due

« Billing & Export CSV

E F E = =
0.00 0.00 0.00 0.00 102,271.60

NOT YET DUE 1-30 DAYS 31-60 DAYS 61-90 DAYS OVER 90 DAYS
GHS, walked out of the student GHS, walked out of the student GHS, walked out of the student GHS, walked out of the student GHS, walked out of the student
ledger ledger. ledger. ledger. ledger.

¥ NARROW THE LIST

Every campus v Every academic year ~ | T Filter Reset
@ Accounts in arrears a3
RA Re“_‘_“’ A_gye_”"’" JHS 3 Gold Ridge Main Campus ~ GHS 7.800.00 000 000 000 000  7.80000 274 days >
PRY YaaAddo JHS 2 Gold Ridge Main Campus  GHS 7,800.00 000 000 000 000  7,800.00 274 days >
Exj EricTetteh JHS 3 Gold Ridge Main Campus ~ GHS 6,600,00 000 000 000 000 660000 274 days »
kp Hwabena Dzata JHS 3 Gold Ridge Main Campus GHS 6,600.00 000 000 0.00 000  6,600.00 274 days >
ARY Al Ntim JHS 2 Gold Ridge Main Campus ~ GHS 6,600.00 000 000 000 000 660000 274 days >
ka Hwaku Antwi JHS 1 Gold Ridge Main Campus GHS 4,960.00 000 0.00 0.00 000 496000 274 days y
ko MofiOdoi Basic 5 Gold Ridge Main Campus GHS 4,858.00 000  0.00 0.00 000 485800 263 days >
ap AdioaDarko JHS 3 Gold Ridge Main Campus ~ GHS 4,524.00 000 000 000 000 452400 263 days >
BEg Promlidesl ' JHS 2 Gold Ridge Main Campus GHS 4,200.00 000 000 0,00 000 420000 263 days >
ka Kingsley Anku IHS 1 Gold Ridge Main Campus ~ GHS 4,200,00 000 000 000 000 420000 263 days >
AY "2 Yeboah srence Basic 5 Jade Ridge Main Campus ~ GHS 4,025.20 000 000 000 000 402520 263 days »
= Rkt M5 1 Gold Ridge Main Campus ~ GHS 3,600.00 000 000 000 000 360000  156days >
P Pe“e_s"rp""g Basic 3 Gold Ridge Main Campus GHS 3,580.00 0.00 0.00 0.00 0.00 3,580.00 274 days >

Figure 23 — Arrears: 83 of 180 accounts behind, GHS 170,212.20 outstanding, counted from payments actually
received rather than ticked off by hand.

% IMPORTANT

A payment plan splits a bill the family ALREADY owes into dated pieces. It does not reduce what
they owe and it posts nothing to the ledger. The odd pesewa lands on the first instalment, so a

family never finds a stray balance after they thought they had finished.

¢ GOOD TO KNOW
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Where the school runs Osebo Accounting, a receipt is allocated against the family’s open invoices

oldest first, and the whole fee cycle posts into the books.
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Part 8 — Welfare, and the rest of school life

Step 25. Behaviour and intervention

A behaviour record is one event: who it was about, what kind of thing it was, and when. Osebo

Academy Trust holds 112. An intervention is the support plan that follows, and who owns it.

Do this now

=

. Open Welfare & Safeguarding — Behaviour and press Record behaviour.

2. Name the child, the type and the date. The type is what decides whether the points add to

the house total or come off it.

3. Say whether the family has been told. The list filters on exactly that, so *Family not yet told*

is a worklist rather than a column nobody reads.

4. Where the pattern needs more than a record, open Welfare & Safeguarding —
Interventions and raise a plan with a named owner. A concern nobody owns is a concern

nobody is working on.
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EDUCATI

Behaviour

Osebo Academy Trust - merits, concerns, incidents and s.

& 9 open

+ Record behaviour

9

‘OPEN RECORDS

Logged and not yet actioned or closed.

& 35 merits in 30 days

® Osebo Academy Trust

12 concerns & incidents in 30 days

@ Interventions

<
35

MERITS, LAST 30 DAYS

A log with no merits in it is a log children learn

OSEBO EDUCATION & SCHOOL OPERATIONS SUITE

(@© 365d left

5. The column that matters most is the last one — whether the family has been told.

% 0 family not yet told

=
12

CONCERNS & INCIDENTS, 30 DAYS

Three for one child inside 90 days is a pattern,

00 a Demo Administrator

0

FAMILY NOT YET TOLD

This is the first thing a complaint tests. Record

to dread not a run of events. the call, not the intention.
Y FIND A BEHAVIOUR RECORD
SEARCH TYPE SEVERITY STATUS
1 lescription... Every type ~ Any severity ~ Any status v
CLASS AT THE TIME CONTACT OUTSTANDING
Every class o Family not told
gz Behaviourlog 112
BHV-05B4-2026-00020 kn | Kingsley Nyarko Merit 43 Homework _ _ ¢ Ly
BHV-0SB4-2026-00051 oy [abena Dzata Merit 43 Eflom @ atitude Low
BHV-OSB4-2026-00046 R hebeccaDarko Merit 43 rohatiude Low
BHV-OSB4-2026-00013 i) /w02 Himpoig Merit 45 | :fchievement _ - 2 Low
BHV-OSB4-2026-00109 ) Afia Exslen Incident g Deflanca Medium
BHV-OSB4-2026-00065 g | Gifty Koomson Merit +3  Homework i 202 Low
BHV-O584-2026-00052 Ef Erc Toeeh Merit 4f  Hewlines Low
BHV-05B4-2026-00075 jaj) NanaLamptey Merit +§  Homework _ Low
BHV-OSB4-2026-00038 gn) FsiBempah : Merit 45  Achievement ) 2026 14 Low
BHV-OSB4-2026-00068 ~ ep  CikemDzata Merit 4 Achevemem ¢ Low

Figure 24 — Behaviour records — 112 of them. Points are always positive; the type decides whether it adds to the

house total or takes it off.

v TIP

Points are always a positive number. A merit adds to the house total, a demerit takes it off — the

TYPE decides the direction, never a minus sign.
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Step 26. Safeguarding and the clinic

These are the two restricted records, and they behave differently from everything else in this

book.

Do this now

1. Open Welfare & Safeguarding = School Clinic and press New clinic visit for a child

seen today: the complaint, who saw them, the outcome, and whether the family has been
told.

2. Use Medications for anything the school is holding for a child, and record each dose
against the person who administered it.

3. Raise a safeguarding concern from Welfare & Safeguarding — Safeguarding. \Who may
read it is decided there and nowhere else.

4. Have a second person close it. The suite refuses to let the person who recorded a concern

be the person who closes it.
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18] ® Osebo Academy Trust  OSEBO EDUCATION & SCHOOL OPERATIONS SUITE @ 365d left

CLINIC

School clinic

Academy Trust - the da open while the child is in the room an hen you know how it endi iich is not always what you ex

#= 4 in the clinic now B 2 visits today 0 sent home or referred today 0 family not yet told

+ New visit & Medications

[ @ Restricted register. A child's medical record is not ordinary school business. Every record you open here is written to the audit trail with your name and the time against it }

=] ()
4 2 0 0

IN THE CLINIC NOW VISITS TODAY SENT HOME OR REFERRED TODAY FAMILY NOT YET TOLD
Visits still open — a child in the room, or a Children and staff together. One day-book, not The outcomes that require the family to have A child sent home with no recorded call is the
record nobody closed. two. been told. worst thing this module can produce

W FIND A CLINIC VISIT

SEARCH STATUS QUTCOME NARROW TO

Today
hi T i Any status v Any outcome ~

Q Apply Reset
2 Clinic visits 31

Family not told

CLV-0S84-2026-00015  vA ‘a2 Appiah 365° i o =
CLV-0SB4-2026-00007  Kka  KOfiAmoah 368° . Returmed to class =
CLV-OSB4-2026-00017 GK Godl‘r?d . 36.8° F Returned to class -
CLV-OSB4-2026-00006 val) VidaAdyeman 36.5° r Returned to class =
CLv-0s84-2026-00011 | Nk henaKissi 68 Returned to class =
CLV-05B4-2026-00026 Ga) GodiredBaldoo 367° Referred to a clinician w 1447
CLV-OSB4-2026-00003 HAY) Miea hsante 36.5° ! Returned to class =
CLV-05B4-2026-00024 prlj Privce Tegoe 36.5° Retumed to class -
CLV-OSB4-2026-00029 gl Beliita Nyako 36.8° r Returned to class =
CLV-OSB4-2026-00025 Moj) Micent Ofed 3 : 37.0° Returned to class =

Figure 25 — The clinic. Visits, and the medicines the school is holding for a child, with who administered each dose.

% IMPORTANT

The person who records a concern must not be the person who closes it. And a reader who may
not open a safeguarding file is not told one exists — "there are 2 cases you may not read" is itself

the disclosure the restriction exists to prevent.

¢ GOOD TO KNOW
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The clinic holds visits and the medicines the school is keeping for a child, with who administered

each dose. A medicine is attached to a child, so the record follows them.

Step 27. Boarding, transport, canteen and the library
These are the four add-on packs for the parts of school life beyond the classroom. Take the
ones you run.

e Boarding — dormitories, rooms and beds; a bed holds one child per term. Roll calls,

exeats and visitors.
e Transport — routes and stops, who rides which, and the manifest the attendant carries.
e Canteen — meal plans, who is entitled, and the serving counter.

e Library — the catalogue, who has what out, reservations and the fine when it is late.

Do this now

1. Take only the packs you run — a day school has no use for boarding, and an unbought pack

is simply absent from your menu rather than a locked screen you keep meeting.

2. For boarding: Campus Operations - Boarding Houses, press New boarding house,
build its rooms and beds, then place children. Work the term through Roll Call, Exeat

Requests and Visitors.

3. Fortransport: build Bus Routes and their stops, set Rider Assignments, and print the

morning Trip Manifests for the attendant.

4. For canteen and library: Canteen & Meals holds the plans and entitlements; Library holds

the catalogue and Loans & Fines what is out and what is owed.
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full it is, and how much of it is a y e tonight

& 2 boarding houses = 80 beds built out 2 32 beds occupied B 32 beds free # 16 out of service & escalated roll calls (7d)

+ New boarding house 8 Who sleeps where @ Rollcall [@ Exeats & Visitor book

(-] 2
2 80 32

BOARDING HOUSES BEDS BUILT OUT BEDS OCCUPIED

(4]

32 16 0

BEDS FREE ‘OUT OF SERVICE ESCALATED ROLL CALLS (7D)

W FIND A BOARDING HOUSE
SEARCH STATUS INTAKE CAMPUS

Any status ~ Any intake ~ Every campus v

Q_ Apply Reset
& Boarding houses 2

Aggrey House Rldge Main Campus Nana Agyeman 5 0 45% - 14 free Open ® Open || & Edit
Sarbah House Ridge Main Campus Mercy Dzata 5 o 35% - 18 free Open ® Open || & Edit
2026 © Osebo Education & School Operatiens Suite. Designed & Developed By Marvalinks Digital

Figure 26 — Boarding. Dormitories, rooms and beds — a bed holds one child per term.

A WATCH OuT

A transfer is a process, not a flag — requested, cleared, approved, completed — and the middle is

exactly where the library book, the boarding property and the outstanding balance live.

Step 28. Events, clubs and consent

Clubs and their membership, events and trips, and the permission slips that have to come

back before a child goes.

Do this now

1. Open Campus Operations — Clubs & Societies and press Open a club: its kind, when it

meets, its patron and the term fee if it charges one.

2. Enrol the members. The list will show you *Active with no patron*, which is the club that

quietly stopped having an adult.

3. Create the trip under Campus Operations — Events & Trips.
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4. Send the permission slips from Records & Comms — Consent Requests, and work the

overdue ones before the day — an unanswered request is not a yes.
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Figure 27 — Clubs and societies, with their membership and the events they run.

% IMPORTANT

Silence is not consent. A request that is never answered shows as overdue — it never turns into a

yes on its own.
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Part 9 — Reading the school

Step 29. The Control Tower

The Control Tower is the head teacher’s screen, and it speaks in exceptions: the registers not
taken, the children on roll with no class, the accounts behind, the report cards waiting for

approval.

Do this now

1. Open Control Tower — the first entry in the menu — and leave it on *Whole school*, or pick

a campus if you only run one.

2. Clear Registers still open today first. It is the only item on the screen that cannot be

caught up later: an unmarked register is a day with no attendance record for that class.

3. Work Flagged, and nobody working on it next — children the suite has raised that no

adult has taken on.

4. Then the rest of the day's shape: cards waiting for approval, accounts behind, children on

roll with no class.
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180 are generated and waiting for a signature 0 of 180 for this term have been published
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10 have an active instalment arrangement 73 need a follow-up call

THIS W
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6 families have not answered 7 consent requests across the school are past the date a reply was asked for

[ 6 pieces of curriculum are not in anybody's plan for this term. Open the coverage board - = The 6

Kindergarten 1 Physical Education — 1 of 1 never appear in anybody's scheme of work. ~ Basic 4 English Language — 5 of 5 never appear in
anybody's scheme of work

£\ MEEDS ATTENTION NOW g Each figure opens the list it counts.

5]
10 GHS 0.00 GHS 17021220 |0 1

CHILDREN ABSENT TODAY COLLECTED TODAY TOTAL ARREARS BUSES OUT BOARDERS SIGNED OUT
6 with no explanation on file - 0 83 families in arrears, GHS. Across 83 open accounts, 31 manifest exceptions - 2 not yet 0 overdue back - 1 awaiting a
guardians not yet told 170,212.20 outstanding departed decision

0 180 0

ROOMS OUT OF SERVICE REPORT CARDS UNPUBLISHED COMPLIANCE ITEMS EXPIRING
0 closed - 0 limited - 3 overdue an Term ended 49 days ago - 180 still 0 expired - 0 expiring within 30 days
inspection awaiting approval 7 consents overdue

(4 SETTLED, FOR THE RECORD g  Nothing here is asking for anything. Every one still opens its own list
Figure 28 — The Control Tower. It speaks in exceptions: the registers not taken, the children with no class, the

accounts behind, the cards waiting for approval.

v TIP

Open it first thing. It is written to answer "what needs me today", not "how is the school doing" —

that is Part 9's other two screens.
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Step 30. Student risk

Risk Intelligence is the Plus-style pack that watches attendance, marks and behaviour together

and says which child is drifting — while there is still a term left to do something about it.

Do this now

1. Open Insight = Student Risk and press Run a scan. Every child on roll is rescored against

the current policy and today's stored scores are replaced, so levels will move.

2. Read What the register is saying today before the table — it is the summary the rest of the

screen explains.
3. Open a child to see Score and why: the signals behind the number, not just the number.

4. Give every critical and high child an owner from the child’s own row. Use Risk policy to set

what the school counts as drifting — the defaults are a starting point, not your school.
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Attendance is 65% across 20 registered sessions in the last
60 days. The school works to a 90% threshold

7 sessions missed with no explanation on file, most recently
15 Oct 2026.

Missed 3 of the last 4 Mondays. That is a pattern rather than

scatter, and a pattern usually has a reason somebody can ask
about.

A run of 3 consecutive sessions missed inside the window.

Eric Osei Average mark has fallen from 38.3 to 34.8 term on term — a 65%
5 pnn JHS 2 Gold drop of 3.5 points across 10 subjects First scan o v None needed ® Openaplan

Below the pass standard in 7 of 10 subjects this term.
» 3 behaviour records logged in the (ast 60 days, alongside 1
merit

The family account is GHS 1,050.00 in arrears and no
payment has been received for 135 days. This is a signal
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Figure 29 — Student risk. Attendance, marks and behaviour read together, to name the child who is drifting while

there is still a term left to do something about it.

¢ GOOD TO KNOW
The point of a risk screen is the children it names that nobody had flagged. A child failing in one

subject is noticed; a child slipping two percent a month across all of them is not.
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Step 31. Analytics, and the reports

The analytics screen answers the questions a board asks — attendance by class over the term,
results by subject, collection against what was billed. The report centre holds the printable

ones.

Do this now

1. Open Insight = Analytics. The panels are the board’s questions: Attainment by class,
How the marks are spread, Charged against collected, Arrears by how long since a
payment, Enrolment movement and Campus comparison.

2. Setthe campus filter once at the top; every panel answers for that campus.

3. For anything you have to print, hand over or file, use Reports & Analytics — the one report

centre at the top of the menu, not inside the education section.

4. The centre lists a reader exactly the reports they may run, so a bursar and a form tutor open

the same door and are offered different things.
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Figure 30 — Analytics — the questions a board asks, answered across the term rather than for one child

>

A WATCH OUT

A report opens on its own default period, and that period is its own decision. The prose and the

screen can both be correct and still disagree, so read the heading before you quote the number.
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Glossary

e Allocation — this subject, in this class, taught by this person, for this many periods a week.

The row the whole suite hangs off.
¢ Academic year — the container. Term — where the work and the money live.
e Class level — the rung on the ladder. Class — the actual group on it, opened per year.
* Enrolment — one child, one year, one class. The academic history.
* Curriculum — a framework for one subject, one class level and one year, versioned.
¢ Indicator — the deepest tier of the syllabus, and the unit coverage is counted against.
* Coverage — planned, taught and assessed, as three separate claims.

e Session — one register: a class, a date and a period. It exists only once the register has

been taken.

e Continuous / exam — the category of an assessment type, and what produces the two

columns on a report card.

e Term result — a frozen answer: what a child scored in one subject in one term, as
computed and stored.

* Fee structure — the tariff for a class level in a term. Payment plan — the same debt, in

dated pieces.
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The setup checklist

. Campuses.
. Academic year, marked current.
. Terms, with the current one marked.

. Class levels, in sequence.

1
2
3
4
5. Classes, each on a level, a year and a campus.
6. Subjects, houses and rooms.

7. Children, and the guardians behind them.

8. Enrolments for the year.

9

. Allocations — every subject on every class, with a teacher.
10. The bell schedule.
11. The timetable, clash-checked and published.
12. The grading scheme and the assessment types.

13. The fee structures for each level and term.
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The routine

Every morning

e Take the register, in each class, in the first period.
* Clear the Control Tower's exceptions.

e Accept or decline the absence notes that came in overnight.

Every week

* Write and submit the lesson plans for the week ahead.
* Read the coverage board for the subjects you teach.

e Chase the accounts that have gone further behind.

Every term

e Bill the term before it starts.

Publish the assessments as they are marked.
e Recompute the term results when the last mark is in.

* Generate, approve and publish the report cards — in that order, by those three people.

Read the risk screen before the term ends, not after.
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Where to go next

The suite sits inside Osebo Workforce OS, so a school already running Osebo for its staff
keeps one workspace: the teachers in this book are employees in Core HR, paid through
Payroll, and the fees in Part 7 post into Osebo Accounting where the school runs it.

For pricing, the add-on packs and a trial, see the Osebo website.
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