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Onboarding Process in Skooler 
Documentation of the onboarding process in Skooler 

General information 

Who is this guide for? 
This guide is mainly for customers that does not yet have a Skooler installation. The first section 
applies to existing and new customers, and the next steps applies only to new customers. 
 

The first steps 
This section applies to existing as well as new customers. 
 

Office 365 
The process starts within the Office 365 portal. You should be logged in as an administrator. In the 
left panel, you will find “Apps -> all apps”, where you will be able to find “Store”. 

 

By clicking on “Store”, you will be taken to AppSource, which is the Office 365 store. 
https://appsource.microsoft.com/ 

You will find the app “Skooler LMS” when searching for it. It will appear something like this: 
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Click “Get it now” and follow the process flow. 
 

Skooler Management Portal 
If you are unable to find the Office 365 app, you may also go directly to the Skooler Management 
Portal. 

The Skooler Management Portal address is: 
https://manage.skooler.com/ 

The registration steps 
When you enter from Office 365 or the web site directly, you will be welcomed by this form. From 
there, you will have several options. 
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I am not an administrator 
People that are not administrators are also able to enter this setup form, but they will not be able to 
move forward with the setup process because they will not be able to give an admin consent. 

But non-administrators can send an invitation to one (or more) administrators so they can complete 
the process. Press the blue “I am not an administrator” button and fill out the three info boxes and 
press the “Submit” button. 
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When pressing the “submit” button, there will be sent three emails: 

- One email goes out to the administrator that is invited 
- The logged-in person that invites will get a receipt that an invitation was sent 
- Skooler will also be notified so the sales department is able to make contact 

 

I am an administrator 
If you are an administrator, press the green button labeled “I am an administrator”. An admin 
consent message will be sent to the user from the Office 365 tenant. Choose an admin user or 
continue as the current user. 

The admin consent will appear, asking if it’s OK 
to temporarily access your organization’s 
directory data as you. This access is only valid for 
a short period of about 10 minutes. Skooler 
Management Portal will prompt a new admin 
consent if the access expires. The access token itself 
will be stored in the browser’s cookie cache and not in any Skooler system, so it cannot be misused 
in any way while it’s valid. 

Click the “Accept” button to continue. If you do not wish to give the Skooler Management Portal 
access, press the “Cancel” button and close the web browser. 

Entering your details 
From here, the process is about giving Skooler details about your organization, so we can provide 
the best installation for you. Every country has different basis data, like subjects, courses, terms and 
grading systems. Most counties also have different languages. So, the reason for this step is to define 
both your educational and physical location. 
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The status 
In the top, you will see the over-all status of your installation setup. 

 

From your directory, we have located your Office 365 tenant details (which is important) as well as 
the organization name. The organization name may not be exact, but this can be changed later. 
 

The details 
Below are the registration details. 
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Select your country of education 
The country of education is the education system for your school district and will determine what 
basis data will come as default in the deployment process later. In most cases, this is the same as the 
physical location. But some schools operate in other countries but use the education system from 
home. This cannot be changed after deployment. 
 

Select your physical location 
The physical location is the country where the school or school district exists in. This is in most cases 
the same as the country of education. Together with the physical time zone, Skooler will determine 
the cloud server location to provide the best performance for you. This cannot be changed after 
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deployment. 
 

Select your physical time zone 
Your time zone will in most countries follow the country. But larger countries, like USA, spans over 
multiple time zones and will need to be specified. This will also be used for date and time with 
correct offset. This cannot be changed after deployment. 
 

Select primary language 
Skooler comes with default languages installed. The primary language will define what language 
that should be the main one for the installation. This will also define the default formats for 
displaying currency and dates, as well as calendar behavior. Users may of course change to their 
desired language after logging in. 
 

Do you share your Office 365 tenant? 
In most cases, there is one Skooler installation per Office 365 tenant. In that case, press the “No, this 
Office 365 tenant is not shared” here. 

If your Office 365 tenant is shared between multiple schools or school districts that needs to have 
separate Skooler installation, you should choose the “Yes, my Office 365 tenant is shared” option. Note 
that by doing this, the setup process may take longer time because the details must be handled and 
verified by the Skooler tech team. 
 

My details are not showing in the list 
It could also be that your country, time zone or language is not listed in the dropdown boxes. In that 
case, select the option “My country/time zone/language is not in this list” second to the top in the 
dropdowns. 

When selecting this, a new dropdown will appear to the right of the dropdown you are using. 

 

These dropdowns will contain all countries, time zones and languages available for you to choose 
the correct one. Note that the installation process will take longer time because the details must be 
handled and verified by the Skooler tech team. Please contact Skooler if this is the case, because we 
may not be able to deliver Skooler in your country yet. 
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Completion 
When you are done, press the blue “Save changes” button. The details will be saved, and if you have 
registered all necessary details, you will be able to save changes and submit the installation setup. 

 

When you click this, you will have to confirm by pressing “OK”. Then, the setup process is finalized. 

 

Summary 
When the finalizations are complete, Skooler is registered both in your organization as well as in 
Skooler. 

In the top, you will see the status. The request is approved (this happens automatically or manually 
by Skooler). The installation is submitted, approved and completed. 

In the bottom, you will see the summary details registered by you. If something is not correct, make 
sure to contact Skooler. 

Web  https://support.skooler.com 
Email  helpdesk@skooler.com 
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You will need to sign out to see the next status. Press the green “Sign out” button. This will 
completely log you out. Then log in again with the same user. You will be taken to a different 
dashboard where you can see relevant details for your Skooler installations. 

 

This dashboard is under daily changes and development and will provide you with functionality 
and reports that you need. 

You can log out by pressing your name in the top right followed by the “Sign out” link. 
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Managing your organization 
Once signing out of the onboarding process, you will be signing in to the Management Portal that 
you will be use for setting up your Skooler installations. 

First, all new installations need to go through some steps. 
 

Complete deployment 
The deployment needs to complete. This means that the Skooler installation is being deployed to 
Microsoft Azure. You will see the yellow marked are telling you that the installation is currently 
being deployed. This needs to be completed before you can continue, and it usually takes around 15 
to 20 minutes to complete. You may press F5 to refresh the page with an updated status. 

 

Update Skooler manifest 
When the deployment is complete, the manifest that allows Skooler to access your organization 
needs to be updated. Only global administrators can allow that, so it’s important that you are logged 
in with the user that onboarded Skooler. 

Click the “Update Manifest” button. If you cannot see this step, this was completed when 
submitting the installation. Move along to the next step. 



Onboarding Process in Skooler 
   

Error! Use the Home tab to apply Overskrift 1 to the text that you want to appear here.  11 

 

Grant permissions 
When the manifest is updated, you as an administrator needs to grant the permissions on behalf of 
the organization. By doing that, the users in your organization does not need to consent when 
logging in to Skooler. 

Click the “Grant permissions” button and grant the list of permissions appearing. Those are the 
permissions defined in the Skooler manifest. 

 

 
Note that that some of the following elements are still under development and only partially 
completed. Things may not work as intended quite yet. Please contact Skooler at 
helpdesk@skooler.com 
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Global management 
When in the setup page, you can set global settings for the whole organization as well as managing 
contacts and users. These are options applied for all installations. 

 

Global settings 
Press “Settings” in the top menu to access the global settings page. If you plan to allow (or restrict) 
writing to Office 365 / Azure AD, you can set those permissions here. 
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Check the option to allow creating schools, groups and users in Azure AD if that is something you 
would like to do. Then set the user domain names for students and staff (teachers) as well as the 
licensing SKUs. The settings are saved as they are changed. 
 

Manage contacts & users 
Contacts and users are people appearing with roles in the Skooler Management Portal. Some of 
these are able to log in, and some are not. These contacts are also visible to Skooler Support so they 
can direct questions or communication to the correct people on inquiry. 

 

The list will show all contacts and users already present. If you have an already established Skooler 
installation, you can press “Import Contacts” in the menu and import all administrators, managers 
and principals from the available Skooler installations and add them to the contacts & users list. 

If you want to add a person in your organization, you can press “Add Contact” in the top menu and 
do a search. The person needs to exist in your Office 365 / Azure AD. 
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Find and select the person you want should have access to the Skooler Management Portal. Then 
select one or more role for the contact. If you want the person to not having access to all installations, 
select the installations you would like to give access to. If the contact should have access to all 
installations, keep all unchecked. 
 

Installation details 
You will now see details about your installation. You’ll find the web address for Skooler Dashboard, 
where students, teachers and managers log in. You will also find the portal where parents or 
guardians log in. 

In the blue dropdown menu labeled “Manage organization”, you will be able to further manage 
your Skooler installation. In that dropdown menu, click on “Manage organization”. 
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Adding super users 
To get elevated access to a Skooler installation, you can search for users and set access. Press “Add 
Super User” in the top menu. Noe that the user must be added to Skooler or exist in Office 365 to be 
able to be added as a super user. 

 

 

Search for a person, click in the result to select him/her. You can search by name and email address. 
Click on the permissions you want to give and select the schools to add them to. If you want the 
person to access all school, leave all the schools unchecked. Click the “Add” button to set the super 
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user. 
 

Adding schools 
You will need to have schools in your organization. You may add a new school by clicking “Add 
School” in the top menu. If you have no schools at all defined, you may also find a huge button 
below in the “Schools” tab. 

 

When adding a school, you can enter a few details. The only details you must enter is the school 
name. The rest, along with a number of other options, can be added to the school later. 
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Enter a name for our school and click the “Create” button to create the school. 

After creating the school, you will be presented with some options. You may navigate to the school 
details, you may create another school or just finish and get back to the organization summary page. 
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Back on the organization page, you will find your schools. 

 
 
Managing a school 
Click on a school to add more details. 

 

In the top, you will find the breadcrumb bar, allowing you to get back to the organization page at 
any time. Below is the menu toolbar where you may edit the school, add teachers, students, classes 
etc. 

When you edit a school, there are some ground rules to consider. If this is a school controlled by a 
SIS (School Information System), you are not able to manage all the details. In that case, the 
checkbox “Sync form SIS” is checked and there is a SIS Id set. That indicates that there will come 
details from the SIS overwriting your changes on the next sync. 

However, you as an administrator may (on your own responsibility) override this from here. It’s 
recommended to leave SIS controlled schools alone. 
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Select the school roles applicable for the school, add a principal (headmaster) and any other details 
you have on the school. When setting a principal, this person must already be registered in Skooler. 
If the principal is not already registered as a teacher, you may add him/her as a super user and then 
add as principal. 

Press the “Save” button when you’re done. 
 

Adding teachers 
You may add new teachers to the school. Press “Add Teacher” in the top menu. 

If the teacher is already added in Skooler (to another school) or already exists in Office 365, you can 
search for this person by name or email address. 
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If the teacher was not found in Skooler, you can trigger a search in Office 365 if you want to. Press 
“Click here to search in Office 365”. 

If the teacher was found, select him/her and press the “Add” button. 

If the teacher was not found, you may create him/her in Office 365 and Skooler by selecting the 
“Create a new teacher” tab. Note that the Skooler setup admin must allow writing to Office 365. 

 

Write the first name and surname (family name / last name) and a valid Office 365 username that is 
not already taken. 

Press the “Add” button to create the teacher. 

 

The teacher will now appear in the Teachers tab in the school page. If you click a teacher row, a 
summary dialog will appear, showing a quick summary about the teacher. If you want to edit the 
teacher, you may press the “edit” circled button to the right on each row. Pressing this will open the 
teacher in a new page. 
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Adding homerooms 
You may add homerooms to the school. A homeroom is a group of students in the same grade level 
sharing a set of teachers. They are often named by a teacher’s name (like “Mr. Johnson, 4. Grade”) or 
by the grade level (like “5B” or “8. Grade”). 

Click “Add Homeroom” in the top menu. 

 

Enter the details and then click the “Add” button to add the homeroom. If you have a teacher 
registered, you can set the homeroom teacher. If not, you may add the teacher later. 

 

If you click a homeroom row, a summary dialog will appear, showing all details about the 
homeroom. If you want to edit the homeroom, you may press the “edit” circled button to the right 
on each row. Pressing this will open the homeroom in a new page. 
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Adding classes 
You may add classes (courses) to the school. A class is a course related one (or more) subjects and 
often named after the subject along with the grade level or the teacher teaching the class (like 
“Mathematics, 6. Grade” or “Biology, Mr. Clarke”). 

Click “Add Class” in the top menu. 

 

Enter the details and then click the “Add” button to add the class. The only required fields to enter is 
the class name, but it’s recommended to enter as many details as possible. If not, these details may 
be added later. 
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If you click a class row, a summary dialog will appear, showing all details about the class. If you 
want to edit the class, you may press the “edit” circled button to the right on each row. Pressing this 
will open the class in a new page. 
 

Adding students 
When teachers, homerooms and classes are added, you can start creating students. Click “Add 
Student” in the top menu. 

If the student is already added in Skooler (to another school) or already exists in Office 365, you can 
search for this person by name or email address. 

Search for the student in the “Search for a student” tab. If the student was found, select him/her and 
press the “Add” button. 

If the student was not found, you may create him/her in Office 365 and Skooler by selecting the 
“Create a new student” tab. Note that the Skooler setup admin must allow writing to Office 365. 
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Enter name and an unused, valid username. Then select an optional grade level and a homeroom, 
then click the “Add” button. 

You will be presented by some alternatives where you can add another student, view the student 
page or finish and go back to the school page. 

 

If you click a student row, a summary dialog will appear, showing all details about the student. If 
you want to edit the student, you may press the “edit” circled button to the right on each row. 
Pressing this will open the student in a new page. 
 

Managing classes 
When a new class is added, there are no students in them. Only the teacher if that was set in the 
adding process. Go to the school where you want to manage a class and select the “Classes” tab. 

 

We see that the Earth and biology class has a teacher, but no students in it. Click the circled “edit” 
button to the right of the class. The class opens in its own page. 
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You can add students to the class by clicking “Add Students” in the top menu. If this is the first 
students added to a class, you will find a larger button in the students list in the bottom of the page. 

A dialog opens, allowing you to search for students. Note that these students must exist in Skooler 
already. You may start searching for the students by email address or name.  

 

The matches will appear in the list below the search. By clicking on the student, it will be added to a 
selection list and you can continue searching for more students of you like. 
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If you have your students structured by homerooms, you may also add all or a selection of students 
from one of the homerooms.  

 

When selecting a homeroom, the students in that homeroom will appear in the search. 

 

You may now select a student from the match result list, or just add the whole homeroom. Click the 
“Add all” button to select all students from the homeroom group to be added to the class. 
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You may remove students from the list by clicking the circled “x” button to the right of the student 
you want to remove. You can continue searching for students or click the “Add” button to add the 
selected students to the class. 

 

If you want to remove a student from the class, just press the circled “x” button to the right of the 
student you want to remove and confirm the action. 

You may do the same operation (besides the homeroom selection) for adding and removing teachers 
to the same class. 


