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BEFORE YOU START

Using These Guides

How to use these guides, and the words they use.

How the guides are arranged

Each chapter covers one area of TermBook, and each sectionis one task with numbered steps. Tap the
names in boldinthe app exactly as written.

EVERYONE SCHOOLADMIN TEACHERS

Chapters 2,11, 13 Chapters 3, 4,10, 12 Chapters5to 9

Getting started, keepingin Setting up the school, staff, Students, scores, attendance,
sync, and yourrecords and the dashboard and a new ses- comments and printing.
phone. sion.

Words used in these guides

Word Meaning

Tap Touch the button orrow once.

Pressand hold Keep your finger onit forabout a second.

Settings The Settings tab (the cog) on the left rail or bottom bar.

Class page Aclass opened from the Classes tab: Scores, Tally card, Students, Subjects.
Admin The school admin or principal in School mode. In Personal mode, thatis you.

Personal mode

Working on your own? Every admin task in these guides is yours, and there is no submitting or approv-
ing - you mark sheets Final yourself.

TermBook How-To Guides 4



EVERYONE

Getting Started

Install TermBook, create your account and choose how you will work.

RZ TermBook
Cedar Groove College, lkeja

Classes B

L]
+ Addclass JSS1A

@
Home. Scores Tally car. Students  Subjects

Synced just now Classes ) )
Sync now Final  2026/2027 - Third term - cumulative
Everything on this phone has reached the school
@ 5 of 5 subjects final
Settings SS1A 5 of 5 students have a result - class average 57
School dashboard 5 students - 5 subjects

Progress per class - approve and lock results
Dty

YOUR CLASSES

@ Tally card PDF
, SS1A , ssiB

0students - 0 subjects 0 students - 0 subjects
1 BELLO Amina 80
5 subjects - total 1203
, ssic , SS2A
0 students - 0 subjects 0 students - 0 subjects
2 ADEYEMI David 68
, ss2 , s 5 subjects - total 1025
0 students - 0 subjects 0 students - 0 subjects
Gi
3 ETIM Grace 56
5 SS3A 5 Ss3B 5 subjects - total 788
0students - 0 subjects 0 students - 0 subjects
YUSUF Ibrahim
4
3 Ss3c 5 subjects - total 673 45

0 students - 0 sublects

Create your account

° Open TermBook and tap Create account.
e Enter your name, email, phone number and a password, then tap Create my account.

e Check your email for a 6-digit code and type itin. Youraccountis ready.

No code?

Check your spam folder, wait a minute and tap Resend, or go back and correct your email.

Start without internet

On the first screen tap No internet? Set up offline, register later. You work in Personal mode straight
away and can create your account wheneveryou are online (Settings > School mode).

Set up your own (Personal) records

c Enter your school’s name, address, motto and principal’s name (all but the name are optional).

e Choose the session and current term, e.g. 2026/2027, First term.

TermBook How-To Guides 5



Getting Started

Tap Next: your subjects and tick the subjects you teach (search, oradd one not listed).

° Tap Done. Home opens with your workspace.

Signin on another phone, or reset your password

Tap | have an account - signin and enter your email and password.

Forgotit? Tap Forgot password?, enteryour email, type the code youreceive and choose anew
password.

Switch between workspaces

Open Settings and tap the dark workspace card at the top (Switch).

Choose a Personal workspace or a school. You canbelong to up to three schools.

Add a personal school or Invitations and School mode are at the bottom of the list.

Turn on the app lock

° Settings > App lock > Turn on app lock.
e Enter a PIN twice. Turn on fingerprint unlock if your phone hasit.

TermBook then asks foryour PIN when it opens and after two minutes away.

Aforgotten PIN cannot be reset. You would reinstall TermBook and restore your latest backup, so keep
backups up to date.

TermBook How-To Guides 6



SCHOOLADMIN

Setting Up a School

Create the school, then give TermBook the details it prints and the rules it calculates
by.

< School details < My subjects <  Termdates & holidays

Basic Science
188, Saro Road, Ayilara Area, lkeja, Lagos

Motto
Knowledge €¢ Character a€¢ Excellence

+ Add subject

Create the school

Settings > School mode. Signinif asked.

Tap Create a school, enterits name, address, motto and type (Secondary, Primary or Both), and
tap Create school.

Tap Set up on this phone. The schoolbecomes a workspace on your phone.

School details, logo and principal’s signature

Settings > School details. Check the name, address, motto, phone, email and principal’s name.
Schoollogo: tap Add and pick animage. TermBook shrinks it to print size.

Principal’s signature: tap Sign, then sign with your finger, or tap Use a photo of my signature.

Tap Save. In School mode every teacher’s report sheets show the logo and signature after their
next sync.

TermBook How-To Guides 7



Setting Up a School

& School details

School name

Cedar Groove College, Ikeja

Address

188, Saro Road, Ayilara Area, lkeja, Lagos

Motto
Knowledge &€¢ Character 4€¢ Excellence

Phone

Email

Principal's name

Dr T. A. Balogun

Type of school

< Secondary Primary Both )

Save

School details.

Add subjects

Settings > Subjects.

Tap Add from WAEC list, choose JSS or SS (and Primary for primary schools), and tick the sub-
jects.

Tap Select all compulsory for the core subjects of that level.

Tap Add. Compulsory subjects are ticked on every class of their level automatically.

For anything notlisted, tap Add subject and typeit.

TermBook How-To Guides 8



Setting Up a School

& My subjects
Basic Science
Biology
Chemistry
Civic Education
English Language
Mathematics
Physics

Social Studies

<+ Add subject

The subject list.

Add classes

Open the Classes tab and tap Add class.
Choose thelevel (e.g. JSST) and type the arm (e.g. A). Save.

Openthe class > Subjects tab and tick any extra subjects it takes.

Switch Optional on for subjects only some students take (e.g. French, CRS).

Set the scores and grades

Settings > Assessment & grading > Scores. Name each part and its maximum, e.g. CA120, CA2
20, Exam 60. They must add up to 100.

Grades tab. Check each level’s scale: letter, lowest mark and remark. Tap Reset to go back to
the default.

Display tab. Choose decimals, how ties rank, how absence counts, and the number of registers
aday.

Tap Save settings. If some sheets are already started, choose whetherthey move to the new set-
tings.

TermBook How-To Guides 9



Setting Up a School

&<  Assessment & grading
Scores Grades Display

The parts of each subject's score and their maximums. They must add up to 100

NAME MAXIMUM
CA1 20
CA2 20
Exam 60
+ Add a part Total 100
Renaming a part keeps its marks. Removing a part hides its marks on sheets that switch to these settings.
A new part starts blank
No changes

<  Assessment & grading
Scores Grades Display

A grade applies from its mark up to the next grade. Marks are rounded to a whole number first
39.5 counts as 40

Junior secondary (JSS) Reset
GRADE FROM REMARK
A 0 Distinction €]
70.
[} 50 Credit [©)
50.
P 40 Pass [©)
40.
F 0 Fail e

+ Addagrade

Senior secondary (SS) Reset

No changes

Scores and grade scales.

Choose the report design and report options

sign.

Show positionin class: on or off.

Settings > Assessment & grading > Report sheet.

Report design: tap Navy, Light or Print-friendly. Preview PDF shows a sample report in that de-

Affective traits and psychomotor skills: rename, add orremove items (up to six each).

Tap Save settings. The designisusedforreportsheets, broadsheets, marksheetsandscore sheets.

Set term dates, holidays and the current term

begins.

TermBook How-To Guides

Settings > Term dates & holidays. Set each term’s first day, last day and the date the next term

Add holidays so they are not counted as school days.

Settings > Current term to move the school to the next term.



Setting Up a School

TermBook How-To Guides

&« Term dates & holidays

School days are the weekdays between a term's first and last day, minus holidays. Attendance uses

them; report sheets print "next term begins".
FIRST TERM - 2026/2027

First day

Last day

Next term begins

SECOND TERM - 2026/2027

First day

Last day

Next term begins

THIRD TERM - 2026/2027

First day

Last day

Next term begins

HOLIDAYS

Thit 1 Nnt 2026

Term dates and holidays.

Mon 12 Jan 2026

Thu 2 Apr 2026

Mon 27 Apr 2026

Mon 27 Apr 2026

Fri 24 Jul 2026

Mon 7 Sep 2026

Mon 7 Sep 2026

Fri 11 Dec 2026

Mon 11 Jan 2027
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SCHOOLADMIN

Staff and Invitations

Invite teachers by email and give each one their classes and subjects.

RZ TermBook Settings
Cedar Groove College, Ikeja ScHooL MobE

.o Staff & school account
“=* signed in as Aisha Bello

Synced just now Classes Dashboard
() Sync now 3] >
Everything on this phone has reached the school @ Registers, submitted and approved sheets
Settings "
School dashboard x  Synced just now
B > 4.9 Sync now
Progress per class - approve and lock results Everything on this phone has reached the school
NOUR GEABES _, Switch or add school "
" Personal workspace and up to 3 schools
, SS1A , ssiB
0 students - 0 subjects 0 students - 0 subjects TUDENTe N RECOrES
Import students
3
, ssic 5 SS2A B From Excel or CSV
0 students - 0 subjects 0 students - 0 subjects
g Recentimports 5
- SS2B , ss¢ Undo a student import
0 students - 0 subjects 0 students - 0 subjects
Backup & restore N
Never backed up
SS3A ss38
3 3]
0 students - 0 subjects 0 students - 0 subjects
THIS PHONE
App lock
5 Ss3c g A >
0 students - 0 subjects off
Invite ateacher

Settings > Staff & school account > Add staff.

Enter the teacher’s email.

Class teacher of: choose theirclass, if any.

Subjects: tick each class and subject they teach.

Also a school admin: tick only for people who help run the school.

Tap Sendinvite. They get an email and the invite appears in their TermBook.

One class teacher perclass, and one teacher per subject in each class. Aninvitation lasts 14 days; you
canresend or cancel it from the Staff list.

Accept aninvitation (teacher)

0 Create your TermBook account with the email the invite was sent to.

e Settings > School mode. The invitationis listed. Tap Accept.

TermBook How-To Guides 12



Staff and Invitations
e Tap Set up on this phone. Your classes and score sheets arrive.

Change a teacher’s classes orrole

° Staff & school account > Staff, then tap the teacher.
e Classes & subjects: add orremove assignments.

e Make school admin / Remove adminrole as needed.

Remove a teacher

Tap the teacher > Remove from school. They lose access at once and the school’s records leave their
phone. Their past work stays in the school.

TermBook How-To Guides 13



CLASSTEACHERS

Students

Build and keep the class list. In School mode the class teacher ownsiit.

N Classes B < Import students
+ Add class SS1A ]
@ ®
Hams, Scores Tally car Students  Subjects
Import a student list
Choose an Excel (.xIsx) or CSV file with a Class column, e.g. SS2A.
& Nothing is saved until you have checked the list
i ss1B
0 students - 0 subjs B Chocee i
ss1C [ * Get the Excel template ]

0 students - 0 subjects

0 students - 0 subjects = "
4 No subjects ticked yet

Open the Subjects tab and tick the subjects
you teach in this class.

0 students - 0 subjects

0 students - 0 subjects

0 students - 0 subjects

Add one student

Open the class > Students > Add students > Add one student.

Enterthe surname, firstname, genderand, if you have them, admissionnumber, date of birthand
aparent’s phone.

Save.

Paste alist of names

Add students > Paste a list of names.
Paste names from WhatsApp, notes or aregister, one student perline (surname first).

Check the preview and tap Add.

Import from Excel or CSV

° Add students > Import from Excel or CSV (or Settings > Import students).

e Tap Get the Excel template if you need one, fillitin, then Choose file.

TermBook How-To Guides 14



Students

e Check thelist. Rows that need fixing are showninred: tap arow to fixit here.

° Tap Import. Or Send the file back with errors marked to whoever madeiit.

< Import students

I

Import a student list
Choose an Excel (.xIsx) or CSV file with a Class column, e.g. SS2A.

Nothing is saved until you have checked the list.

Choose file

[ % Get the Excel template j

Import students.

Undo animport
Within 24 hours, Settings > Recentimports > Undo removes every student thatimport added.

Edit, move or remove a student

Students tab > tap the student to edit their details.

Remove from class takes them off the list; a student with scores keeps theirrecords.

Choose who takes an optional subject

Open the subject’s score sheet and tap Choose students in the menu.

Tick the students who take it and save.

TermBook How-To Guides

Move to another class (app bar) moves them, keeping earlier results with the old class.
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SUBJECTTEACHERS

Scores

Enter scores quickly, check them, and hand themiin.

« English Language

JSSTA - 2026/2027 - Marksheet

Final 5 of 5 with a result

STUDENT 1ST  2ND  3RD  TOTAL  AVG  GRADE POS

Setting: SS1A 5 of 5 students have a result - class average 57
1. ADEYEMI David 74 69 65 208 6 C 2nd 5 students - § subject;
2. BELLO Amina 74 84 78 236 79 A st B Report sheets
3. ETIM Grace 55 50 53 167 56 C 3d
@ Tally card PDF
4. OKAFOR Chioma 33 37 31 101 34 F S5th
5. YUSUF Ibrahim 44 46 42 131 44 P 4th 1 BELLO Amina 80
5 subjects - total 1203
,  ADEYEMI David 8
5 subjects - total 1025
3 ETIMGrace 56
5 subjects - total 788
YUSUF Ibrahi
. rahim 45
5 subjects - total 673

N

Classes B

+ Addclass

JSS1A

Scores  Tallycarc  Students  Subjects

Final  2026/2027 - Third term - cumulative

5 of 5 subjects final

Openthe class > Scores and tap the subject.
Tap astudent’s cell (e.g. CAl). The keypad opens.
Type the mark (half marks allowed, e.g. 17.5). The next cell opens by itself.

ABS marks an absence, EXC an excused student, Clear empties the cell.

Totals, grades and positions update as you type. Marks above a part’s maximum are shown in red and

must be corrected.

Hand in a sheet

SCHOOLMODE
Submit

Menu > Submit. The sheet locks foryou and goes
to the admin with the next sync.

TermBook How-To Guides

PERSONALMODE
Mark as final

Menu > Mark as final. Reopenit any time to make
changes.
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Scores

Approve, unlock and versions (admin)

Open a submitted sheet > Menu > Approve. It locks; the school keeps this version.

To correct anapproved sheet, Menu > Unlock..., and say why. The subject teacheristold and can
changeit.

Menu > Versions shows every approved version and what changed.

The marksheet and earlier-term totals

Tap Marksheet on a subject (or X onits score sheet) for the whole session.

Astudentwhojoinedlate? Tap theirempty first- orsecond-termcelland type the total fromtheir
old school.

English Language
JSS1A - 2026/2027 - Marksheet
Final 5 of 5 with aresult
56 79 34
Class average Highest Lowest
Tap a 1st or 2nd term total to type it in if that term was taught before you used TermBook. * = typed in (not shown
on printouts).
STUDENT 1sT 2ND 3RD TOTAL AVG GRADE POS
1. ADEYEMI David 74 69 65 208 69 c 2nd
2. BELLO Amina 74 84 78 236 79 A st
3. ETIM Grace 55 59 53 167 56 c 3
4. OKAFOR Chioma 33 37 31 101 34 F  5th
5. YUSUF Ibrahim 44 46 42 131 44 P 4th

The marksheet.

Swap scores with a form teacher (Personal mode)

0 Subject teacher: open the sheet > Menu > Send as score file and shareit.

Formteacher: opentheclass>Menu>Importascore fileand chooseit. Check the changesand
import.

TermBook How-To Guides 17



Scores

In School mode thisis not needed: every teacher’s scoresreach the school by sync.

TermBook How-To Guides
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CLASSTEACHERS

Attendance

Aregisterthat takes seconds: everyone starts present.

) Classes B < Import students
+ Add class SS1A 2
® =
Ham Scores Tally car Students  Subjects
e Import a student list
Classes Choose an Excel (.xlsx) or CSV file with a Class column, e.g. SS2A.
& Nothing is saved until you have checked the list
i ss1B
0 students - 0 subj; B Choose file
ss1c [ * Get the Excel template

0 students - 0 subjects

SS2A

0 students - 0 subjects = "
i No subjects ticked yet

Open the Subjects tab and tick the subjects
you teach in this class.

$S2B

0 students - 0 subjects
Go to Subjects

s§s2Cc

0 students - 0 subjects

SS3A
0 students - 0 subjects

Take the day’sregister

Open the class and tap the Attendance icon (top right).
Tap today. Everyone starts present.

Tap each absent student. Press and hold a student to mark them late.

Tap Save. Theregister counts only onceitis saved.

Term dates must be set first (Settings > Term dates & holidays). In School mode only the class teacher

takes the register; the admin canviewit.

Check a student’s attendance

Switchthe attendance page to Students to see each student’s days present, absentandlate. Students

absentthree ormore daysinarow are listed at the top.

TermBook How-To Guides



CLASSTEACHERS

Comments and Assessment

Rate each student, approve acomment, and move through the class one student ata
time.

OLLEGE, IKEJA < JSS1Areport sheets

Open the class list

Open the class > Tally card > Comments & Assessment.

Check the counter, e.g. 12 of 35 completed. Filter by Not started, In progress or Completed.

Set your name and signature at the bottom, as they print on the report sheets.

Assess a student

Tap a student. The page shows theirname, admission number, class, term and Student 4 of 35.

Tap one box, 1to 5, for eachitem. Tapping another boxreplaces it. 1= Needs attention, 2 = Fair,
3=Good, 4 =Verygood, 5 = Excellent.

Read the suggested comment. It appears once every itemisrated and fits the ratings. Editit, or
tap Suggest another.

Third term: choose Promoted or Repeat.

Tap Save & Next. The student is marked completed and the next one opens.

TermBook How-To Guides 20



Comments and Assessment

Button Whatit does

Save & Next Saves and opens the next student. On the last studentitreads Save &
Finish.

Previous Saves your changes and opens the previous student.

Save & Returnto List Saves and goes back to the list.

Missing ratings

If anitemis notrated, TermBook saves the student as In progress, highlights what is missing inred, and
stays on that student.

Ratings changed?

If you change ratings after acomment was written, TermBook tells you the comment may need review.
It neverreplaces acomment you edited.

TermBook How-To Guides 21



PRINCIPAL

Principal’s Comments

Review each student’s results and approve a comment that fits them.

<  JSS1Areport sheets

CEDAR GROOVE COLLEGE, IKEJA
e THIRD TERM REPORT SHEET
T s =

VE COLLEGE, IKEJA

Review and approve

Open the class > Tally card > Principal’s comments.

Tap a student. Read the academic summary: average and grade, position, change since last
term, strongest and failed subjects, promotion and the teacher's comment.

Read the suggested comment. Tap Suggest another, or edit it.

Tap Approve & Next. On the last student, Approve & Finish shows how many are approved.

Pending No commentyet.

Draft Written or edited, not approved.

Approved Prints onthe report sheet.

Needs review Approved, but the results changed afterwards. Check and approve again.

TermBook How-To Guides 22



EVERYONE

Printing and Sharing

Print or share report sheets, broadsheets, marksheets and score sheets.

Before you print

The Tally card shows whatismissing, e.g. Before printing: 3 assessments not completed e 5 principal’s
comments not approved. Missing items print blank; nothing is invented for them.

Report sheets

c Open the class > Tally card > Report sheets for the whole class, or tap one student > Report
sheet.

Check the preview, then tap the printer to print or the share button to send the PDF (WhatsApp,
email, Drive).

TermBook How-To Guides 23



Printing and Sharing

& JSS1Areport sheets

CEDAR GROOVE COLLEGE, IKEJA

THIRD TERM REPORT SHEET

74.59% i erm

Va
n ]
A

\

Areport sheet preview.

Broadsheet, marksheet and score sheet

Document Where

Broadsheet Tally card > Broadsheet PDF.
Marksheet Scores tab > Marksheet on a subject.
Score sheet Openthe sheet > PDF button.

TermBook How-To Guides 24



SCHOOLADMIN

The School Dashboard

See the whole school at aglance and approve in bulk.

RZ TermBook ) Classes B

Cedar Groove College, Ikeja

+ Add class JSS1A

2026/2027 - First term w

Home: Scores  Tallycarc  Students  Subjects
. JSS1A
ant 5 students - 5 subjects
Synced just now Classes
@ ¥ . Sync now Final  2026/2027 - Third term - cumulative

Everything on this phone has reached the school

ko3 5 of 5 subjects final
SS1A

(g School dashboard 5 5 students - § subects
Progress per class - approve and lock results

5 0f 5 students have a result - class average 57

YOUR CLASSES

SS1A Ss1B

1 1
0students - 0 subjects 0 students - 0 subjects
1 BELLO Amina 80
5 subjects - total 1203
, ssic , SS2A
0students - 0 subjects 0 students - 0 subjects
2 ADEYEMI David 68
, ss28 , s 5 subjects - total 1025
0 students - 0 subjects 0 students - 0 subjects
3 ETIM Grace 56
5 SS3A sS3B 5 subjects - total 788
0students e 0 students - 0 subjects
YUSUF Ibrahim
4
ss3c 5 subjects - total 673 45

0 students - 0 sublects

Use the dashboard

Home > School dashboard (or Settings > Dashboard).

Eachclass showsits students, whethertoday’sregisteris taken, and every subject as not started,
draft, submitted or approved.

Tap asubject to openits sheet, oraclass to openits tally card.

Approve all submitted for one class, or for the whole school.

TermBook How-To Guides 25



SCHOOLMODE

Keepingin Sync

Yourwork reaches the school by itself. Here is how to checkit.

Settings Settings
L] N
SCHOOL MODE
@ a dar Groove College, Ikeja @
e School admin - 2026/2027 - First term Switch Hom .o, Staff & school account S
. & *=* signed in as Aisha Bello
= ScHooL
Classes Classes (g Dashboard »
o School details o Registers, submitted and approved sheets
>
g‘ Name, address, motto, head teacher
Settings Settings "
. Synced just now
[£3 Sync now
Subjects Everything on this phone has reached the school
>
B 0 subjects
_, Switch or add school "
Assessment & grading " Personal workspace and up to 3 schools
= >
= CAs and exam, grade scales, decimals
STUDENTS & RECORDS
TERM & SESSION
[ mportstudents .
{g Currentterm From Excel or CSV
4
2026/2027 - First term
g Recentimports 5
o Term dates & holidays Undo a student import
3 >
4 School days for attendance, next term date
Backup & restore
& C >
= Session & promotion 5 Never backed up
New session, move classes up, past sessions
THIS PHONE
SCHOOL MODE
@ Awplock 5
Staff & school account off

Check and sync

Look at the sync card on Home: Synced just now, orhow many changes are waiting.
Tap Sync now to send andreceive atonce.

Offline? Keep working. Everythingis saved on your phone and sends when you are back online.

Needs attention

Tap Needs attention on the sync card.

A clash (two people changed the same record): choose Keep mine or Use the school’s.

Arefusal(theschooldidnotacceptachange, withthereason). tapUndotogobacktotheschool’s
version.

TermBook How-To Guides 26



SCHOOLADMIN

Starting a New Session

Close the session and move every class up in one step.

RZ TermBook
Cedar Groove College, lkeja

<  Session & ti
ession & promotion 7

2026/2027

2026/2027 - First term
2026/2027 - Third term

59 Start new session and promote classes.

Synced just now

Sync now
Do this when third term results are done. Classes move up, students keep their records, and this Everything on this phone has reached the school
session stays available read-only.
Seting
® School dashboard s
Progress per class - approve and lock results
YOUR CLASSES
1 SS1A 1 ss1B
0 students - 0 subjects 0 students - 0 subjects
ss1c ss:
1 2 2A
0 students - 0 subjects 0 students - 0 subjects
$S2B ss2c
2 2
0 students - 0 subjects 0 students - 0 subjects
3 SS3A 3 Ss3B
0 students - 0 subjects 0 students - 0 subjects
3 ss3c

0 students - 0 subiects

Start the new session and promote

Finish third term first: results approved, comments done, report sheets printed.
Settings > Session & promotion > Start new session and promote classes.
Check the new session’s name (e.g. 2027/2028) and where each class goes.

Open each class and mark only the exceptions: Repeat or Left. Students marked Repeat on
theirreport are already set.

Tap Start and confirm. The new session opensin first term.

School mode: choose Copy teachers to give the new classes last session’s teachers.
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Starting a New Session

&  Session & promotion

- 2026/2027
2026/2027 - Third term

&9 Start new session and promote classes

Do this when third term results are done. Classes move up, students keep their records, and this
session stays available read-only.

Session & promotion.

Look at a past session

Settings > Session & promotion > tap the old session. Home shows Viewing 2026/2027 - read-only;
tap Back toreturn. Nothingin a past session can be changed.
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EVERYONE

Your Records and Phone

Keep yourrecords safe and your phone secure.

<  Backup & restore Settings

SCHOOL MODE
& Back up © Restore I

. Staff & school account
Never backed up * Signed in as Aisha Bello
Saves everything for Cedar Groove
College, lkeja &€" classes, students
and scores 4€” into one file. Keep it
on Google Drive or send it to yourself
on WhatsApp. If this phone is lost,

® Dashboard
Registers, submitted and approved sheets

back by signing in, not from a file
new Settings :
oA Tk cn's e phcs e (s Symeed just now o
O Restore from file ' Everything on this phone has reached the school )
The file contains students' names and
results. Only share it with yourself or

people you trust - >
Personal workspace and up to 3 schools

Switch or add school

& Back up now
STUDENTS & RECORDS

[y mportstudents
From Excel or CSV

 Recentimports
Undo a student import

Backup & restore
Never backed up

THIS PHONE

App lock
@ off 2

Back up (Personal mode)

° Settings > Backup & restore > Back up now.

e Save the file to Google Drive or send it to yourself on WhatsApp or email.
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Your Records and Phone

¢ Backup & restore

& Back up S Restore

Never backed up Open a TermBook backup file. You will see

what s in it before anything changes
Saves everything for Cedar Groove

College, lkeja 4€" classes, students
and scores a€” into one file. Keep it
on Google Drive or send it to yourself

Restoring a school replaces that school's
records on this phone; other schools are not
touched. School-mode workspaces come

on WhatsApp. If this phone s lost, back by signing in, not from a file.

install TermBook on a new phone and

Iestore t [ O Restore from file j
The file contains students’ names and

results. Only share it with yourself or
people you trust.

& Back up now

Backup & restore.

Restore on a new phone

° Install TermBook and choose Restore from a backup file, or Settings > Backup & restore > Re-
store from file.

a Choose the file, check whatisinit, and confirm.

Schoolmode

Schoolrecords are not restored from a file. Signin on the new phone and they download again. Sync
before changing phones so nothingis left behind.

Change your email or password

° Settings > School mode > Change email, enter the new address and the code sent toit.

e Forgot password? on the sign-in screenresetsit withacode.
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Your Records and Phone

Troubleshooting
Problem What to do
Arow in Settings shows alock. It belongs to the school admin, oryou are viewing a past session.
Ascore sheet says View only. Itis anotherteacher’s subject, itis submitted orapproved, oritis a

past session.

Attendance asks for term dates. The admin sets themin Settings > Term dates & holidays.

The comment is not suggested. Rate every item first; then tap Suggest.

Areport prints without the principal’s The commentis not approved yet.

comment.

My school does not appear. Accept theinvitationin Settings > School mode, then Set up on
this phone.
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