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01
WELCOME

Welcome to TermBook

TermBookkeepsateacher’swholeterm–scores,attendance, resultsandreportsheets
– in oneapp thatworkswithorwithout internet.

1.1 About TermBook
TermBook is a record book for Nigerian teachers and schools. It replaces the paper score sheet, the
register, thebroadsheetandthehand-written reportcardwithoneappthatdoes thearithmetic foryou
andprints clean, brandeddocuments. It brings together:

Subject teachers
Enter continuous assess-
ment andexamscores for
theclasses they teach.

Class teachers
Keep theclass list, take the
register, rateeach student
andwrite comments.

Principals andadmins
Set up the school, invite staff,
approve results andcom-
ments, print reports.

Private teachers
Keep their ownclasseson
their ownphone,with nobody
else involved.

Students andparents
Receiveclear report sheets
with every figureexplained.

The school
Keepsoneaccurate set of
records, backedupand in
sync.

1.2 What TermBookdoes
Score sheets for every class and subject,withCAandexamcolumns setby your school.
Totals, grades, subjectpositions, classpositions andaveragesworkedout exactly.
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Welcome to TermBook

Third-termcumulative results across thewhole session.
Daily attendance registerswith a termsummary for every student.
Learner-development ratings and teacher andprincipal comments,with suggestions.
Report sheets, broadsheets,marksheets and score sheets asPDF, in your school’s chosendesign.
End-of-sessionpromotion inone step,with last session kept for reference.
Worksoffline. In a school, everyone’swork comes together automaticallywhenonline.

3
report designs

120
ready-writtencomments

0
calculationsbyhand

1.3 Howa termmoves through TermBook

Set up Enter scores Take registers Submit Approve Print reports

1 Setup. Theschool (ortheteacher, inPersonalmode)addsclasses,subjects,students, termdates
andgrading rules.

2 Enter scores. Subject teachers fill their score sheetsduring the term.

3 Take registers.Class teachersmark attendanceevery school day.

4 Submit.Whena sheet is complete, the subject teacher submits it.

5 Approve. Theadmin approveseach sheet and theprincipal approves thecomments.

6 Print reports. Report sheets, broadsheets andmarksheets areprintedor sharedasPDF.

1.4 Who this guide is for
This guide explains what TermBook is and how it works. Step-by-step instructions for every task are in
thecompanionmanual, TermBookHow-ToGuides.

Accuratebydesign
TermBookkeepshalfmarks exactly, roundsonlywhere the school’s rules say so, andnever changesa
savedscore, commentor approved result by itself.
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02
GETT ING STARTED

Personal andSchoolMode

One app, two ways of working: on your own in Personal mode, or together with your
school in Schoolmode.

2.1 Twoworkspaces

ON YOUR OWN
Personalmode
Yourownclasses, subjects and students, kepton
yourphone. Nothing is shared. Ideal for private
teachers and for trying TermBookout.

WITH YOUR SCHOOL
Schoolmode
The school’s classes, staffand results, shared
through the school’s TermBookaccount. The
admin sets things up; each teacher seeswhat
they teach.

Personalmode Schoolmode

Whosets upclasses You The school admin

Whoenters scores You Each subject teacher, for their sub-
jects

Where records live Yourphone (andyourbackupfile) Your phoneand the school’s ac-
count

Approval of results Mark a sheetFinal Teacher submits, adminapproves

Backup Abackupfile youkeep Automatic – sign in again toget it
back

Account needed No Yes, confirmedbyemail
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Personal andSchoolMode

2.2 Oneaccount, severalworkspaces
OneTermBookaccount, confirmedbya6−digit code sent to your email.
Any numberofPersonalworkspacesandup to three schools.
Switchbetween themfrom theworkspacecardat the topofSettings.
Workspacesnever sharedata: a school’s records stay in that school.

2.3 Workingoffline andonline

NO INTERNET NEEDED
Offline
Entering scores, taking registers, rating students,
writingcomments, printingPDFs, backups –ev-
erything youdoday today.

INTERNET NEEDED
Online
Creatinganaccount, joiningor creatinga school,
sending yourwork to the school, receiving
changes, approving from the server.

i Never blockedby the network
Every change is savedonyourphonefirst. In SchoolmodeTermBook sends it to the school about 30
secondsafter you stopediting,whenever youareonline, andkeeps tryingonabadnetwork. Sync
nowon theHomescreen sends it at once.
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03
SCHOOL MODE

Roles in a School

Inaschool,eachpersonseesandchangesonlywhattheir roleallows. Theserverchecks
every changeaswell as the app.

3.1 The three roles

PR INCIPAL / ADMIN
School admin
Sets up the school, invites
staff, approves score sheets
and theprincipal’s comments,
andprints for thewhole
school.

FORM TEACHER
Class teacher
Owns theclass list and regis-
ter, rateseach student and
writes theclass teacher’s
comment.

SUBJECT TEACHER
Subject teacher
Enters the scores for their
subjects in theclasses they
are assigned, andchooses
who takes anelective.

One person can hold several roles – for example, class teacher of JSS1A and Mathematics teacher in
JSS1Aand JSS1B.
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Roles in aSchool

3.2 Whocandowhat

Task Admin Class teacher Subject teacher

School details, logo, principal’s signature Yes – –

Classes, subjects, grading, termdates Yes – –

Invite andmanage staff Yes – –

Add, import andedit students Yes Ownclass –

Enter scores – Primary: own
class

Ownsubjects

Submit a score sheet – Primary: own
class

Ownsubjects

Approveor unlock a score sheet Yes – –

Take the register – Ownclass –

Rate students; class teacher’s comment Yes Ownclass –

Principal’s comment andapproval Yes – –

Start a newsession andpromote Yes – –

See the tally card All classes Classes taught Classes taught

3.3 Joining a school

1 The admin invites youbyemail, naming theclasses and subjects you take.

2 Youcreate a TermBookaccountwith that email address, if youdonot haveone.

3 The invitation appearsunderSchoolmode. TapAccept.

4 Set the school uponyour phone. Your classes and score sheets arrive.

Invitationsexpire after 14days; the admincan send themagain.
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04
THE APP

ATour of theApp

Three tabs hold everything: Home for today’swork, Classes for records, andSettings
for the school andyourphone.

4.1 Home
Homeshowstheschoolyouareworking in, the term, thesyncstatusandyourclasses. Subject teachers
seeMysubjects; class teachers seeMyclass; admins see theSchool dashboardcard.
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ATour of theApp

Home inSchoolmode.

4.2 Classes and the class page
Openaclass to reach its four tabs:

Tab What it holds

Scores A score sheet for every subject theclass takes this term,withprogress.

Tally card Every student’s results across all subjects, positions, and the report tools.

Students Theclass list, withgender counts.

Subjects The subjects theclass takes, andwhich areoptional.

Introducing TermBook 10



ATour of theApp

Theclass list andaclass’s Tally card.

4.3 Settings
Settings is the one place for everything else, grouped as School, Term & session, School mode, Stu-
dents& records, This phoneandAbout. Rowsyoucannot change showa lock and the reason.

Settings: the school’s set-up, andSchoolmode, records and this phone.
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05
SCORES

Scores,Grades andPositions

Your school’s rules, applied the samewayonevery sheet, every time.

5.1 Assessment settings
Theadmin (or you, in Personalmode) sets theseunderSettings>Assessment&grading:

Setting What it controls

Scores Theparts of each subject’s score, e.g. CA1 20,CA220, Exam60. Theymust
addup to 100.

Grades Agrade scaleper level: Primary, JSSandSS, e.g. A1–F9or A /C /P / F.

Display Decimals, howequal scores are ranked, howanabsencecounts, the third-
termaverage.

Report sheet Learner-development items, position in class, and the report design.
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Scores,Grades andPositions

Setting the scoreparts and thegrade scales.

Every changecreates a newversionof the settings. Sheets already started keep their own version until
the teacher chooses tomove them to thenewone, sofinishedwork never changesby surprise.

5.2 What a score canbe

Amark
Anymark up to thepart’smax-
imum, includinghalfmarks
suchas 17.5.

ABS–absent
The studentmissed it. Byde-
fault it counts as0.

EXC–excused
The studentwasexcused. The
subject is not counted for
them.

5.3 How results areworkedout
Total= the sumof theparts, exact to thehalfmark.
Gradecomes from the total rounded toawhole number (39.5becomes40).
Subject position ranks theclass in that subject; equal totals share aplace (1st, 2nd, 2nd, 4th).
Average= total of all subjects taken÷numberof subjects taken.
Classposition ranks studentsby their average.
Third termadds thefirst and second term totals and showsacumulative average.

5.4 The life of a score sheet

Draft Submitted Approved
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Scores,Grades andPositions

Status Meaning

Draft Beingfilled in. The teacher canchangeanything.

Submitted Complete and sent to theadmin. It is locked for the teacher.

Approved Acceptedby theadmin and locked. The school keeps this version.

Final Personalmode: markedfinishedby you. Reopen it to change it.

Anapproved sheet canbeunlockedby the adminwith a reason. The teacher corrects it, submits again,
and theadmin approves a newversion. Every version is kept,withwhat changed.

Themarksheet: one subject across thewhole session.
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06
STUDENTS

Classes, Students andAttendance

Class lists that arequick tobuild andhard togetwrong.

6.1 Adding students

Oneat a time
Name,gender, admission
number, dateofbirth anda
parent’s phone.

Paste a list
Paste names fromWhatsApp,
notesor a register –oneper
line.

Excel orCSV
Every row is checkedbefore
anything is saved. Fix prob-
lems in the app.

An import canbeundone for 24hours fromSettings>Recent imports.

Introducing TermBook 15



Classes, Students andAttendance

Importinga student list fromExcel orCSV.

6.2 Optional subjects
Markasubjectoptional for aclassand its subject teacherchooses thestudentswho take it. Only those
students appear on its score sheet andhave it counted in their results.

6.3 Attendance
Set the term’s first and last day andanyholidays first; TermBookworksout the school days.
The class teacher opens the day’s register. Everyone starts present – tap the students who are ab-
sent, press andhold for late, then save.
Schools can takeone register aday, or two (morningandafternoon).
Each student’s termsummary –dayspresent, absent and late –prints on the report sheet.
Students absent threeormoredays in a roware shownat the topof the register.
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Classes, Students andAttendance

Termdates andholidaysdecide the school days.
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07
RESULTS

Report Sheets andComments

From the last score toaprinted report sheet,without retypinga thing.

7.1 What a report sheet shows
The school’s logo, name, address andmotto, and the termandsession.
The student’s details, overall average, gradeand (if the schoolwants it) position.
Everysubjectwith itsCAs,exam, total, gradeandremark; in third term,all three termsandthecumu-
lative average.
Attendance, learner-development ratings and thepromotion status.
Theclass teacher’s comment and theprincipal’s approvedcomment.
Theclass teacher’s andprincipal’s namesand signatures, anda report ID.
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Report Sheets andComments

A third-term report sheet in theNavydesign, exactly as TermBookprints it.

7.2 Three report designs
The admin chooses one design for the whole school. It is used for report sheets, broadsheets, mark-
sheets and score sheets.

Navy
The full-colour design,with a
navy headerband.

Light
Awhite headerwithgold lines;
uses less colour ink.

Print-friendly
Black text andgold rules; best
for black-and-whiteprinters.
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Report Sheets andComments

7.3 Comments andassessment

1 The class teacher rates each student from 1 (needs attention) to 5 (excellent) on items such as
punctuality, neatness, handwriting and sports.

2 TermBook suggests a teacher’s comment that fits those ratings, fromabankof 63. The teacher
keeps it, edits it, or asks for another.

3 Theprincipal reviewseachstudent’sacademicsummarywithasuggestedcommentfromabank
of 57, edits it if needed, andapproves it.

4 Report sheets print the saved teacher’s comment and theapprovedprincipal’s comment.

i Comments never changeby themselves
Asavedcomment staysexactly aswritten. If the ratingsor results change later, TermBookflags the
comment for review; it does not rewrite it.

7.4 Broadsheets andmarksheets

WHOLE CLASS
Broadsheet
Every student and subject on landscapepages,
with totals, averages, grades, theclass average
andsignature lines.

ONE SUBJECT
Marksheet
Onesubject across the session: each term’sCAs,
examand total, then thecumulative total, aver-
age, gradeandposition.
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Report Sheets andComments

A third-termcumulativebroadsheet.
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08
END OF SESS ION

ANewSession

When third term isdone, thewhole schoolmovesup inone step.

8.1 Promotion
Each classmoves up: JSS1 to JSS2, JSS3 to SS1, SS3 leaves; Primary 6moves to JSS1 in a school with
both.
Every student starts asPromote. Markonly the fewwhoRepeator have Left.
Students theclass teachermarkedRepeaton their third-term report are alreadymarked.
Subjects andelective choicescarry over. Students keepall their records.
In Schoolmode theadmincancopy last session’s teachers to thenewclasses.
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ANewSession

Session&promotion.

8.2 Past sessions
Last session stays exactly as it was. Open it from Settings > Session & promotion to read or print its
records; nothing in it canbechanged.
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09
YOUR DATA

Privacy, Security andBackups

Children’s records deserve care. TermBook protects them on the phone and in the
school’s account.

9.1 Howyour data is protected
Recordson yourphoneare stored in anencrypteddatabase.
Anoptionalapp lockasks for your PIN (or fingerprint)when TermBookopens.
In Schoolmodeeachperson receivesonlywhat their role needs.
A removedstaffmember loses access at once, and the school’s records leave their phone.
Nothing is soldor used for advertising.

9.2 Backups

PERSONAL MODE
Backupfile
Saveabackupfile toGoogleDriveor send it to
yourself. Restore it on a newphone. TermBook
reminds youwhenabackup isdue.

SCHOOL MODE
Your school’s account
The school’s records are kept in its TermBook
account. Onanewphone, sign in and theydown-
loadagain.
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Privacy, Security andBackups

Backup& restore.

! Keepyour PIN andbackups safe
A forgotten app-lockPINcannotbe reset: youwould reinstall TermBookand restore your latest
backup. Changesnot yet synced inSchoolmodeareonly on yourphone– syncbeforechanging
phones.
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10
SUPPORT

GettingHelp

Where togowhenyouneedahand.

10.1 Commonquestions

Question Answer

I did notgetmy6−digit code. Check your spamfolder,wait aminute and tapResend, or correct
your email.

I cannot changea setting. The rowshowsa lock andwhy: it belongs to the school admin, or
youare viewingapast session.

A score sheetwill not open for entry. It is another teacher’s subject, or it hasbeen submittedor ap-
proved.

Mywork is not reaching the school. Check the synccardonHome. Yourwork is safeon thephoneand
sendswhen youareonline.

Something is underNeedsattention. Someonechanged the same record, or the school did not accept
achange. Open it andchoosewhich to keep.

I cannot see the test school. It is only in test builds: Settings>Developer.

10.2 Contact

TermBook support
In a school, ask your school admin first. For anythingelse, contact TermBook support at sup-
port@novaxion.ng (or throughwww.novaxion.ng) with your name, your school anda screenshotof
what you see. Never sendyourpasswordor PIN.
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A
REFERENCE

StatusGlossary

Record Status Meaning

Score sheet Draft Beingfilled in.

Submitted Sent to theadmin; locked for the teacher.

Approved Acceptedand locked; a version is kept.

Final Personalmode: finished; canbe reopened.

Assessment Not started No ratingsor comment yet.

In progress Savedas adraft.

Completed Every item ratedandacomment saved.

Principal’s comment Pending Notwritten yet.

Draft Written, not yet approved.

Approved Prints on the report sheet.

Needs review Approved, but the results havechangedsince.

Sync Waiting to send Savedon thephone, not yet at the school.

Needsattention Aclashor refusal to lookat.
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B
REFERENCE

Key Terms

Term Meaning

CA Continuous assessment: a test or pieceofwork that counts towards the term
total.

ABS /EXC Absent (counts as0bydefault) / excused (not counted).

Cumulative average Third term: the averageof the student’s totals across the session’s terms.

Tally card Theclass’s results: every student and subject,withpositions.

Broadsheet The tally cardprinted for thewhole class.

Marksheet Onesubject’s scores for oneclass across thewhole session.

Workspace APersonal set of recordsor one school, switched fromSettings.

Sync Sending your changes to the school and receivingeveryoneelse’s.

Introducing TermBook 28



C
REFERENCE

ImportantNotices

TermBookcalculatesresultsfromthescoresandsettingsentered. Schoolsremainresponsibleforcheck-
ingresultsbeforetheyare issued. Reportsheetsshowwhethertheyareprovisional. TermBookisaprod-
uctofNovaxionSystemsLtd.
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Scores. Attendance. Results. Offline andonline.
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