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01
BEFORE YOU START

Using TheseGuides

Howtouse theseguides, and thewords they use.

1.1 How theguides are arranged
Eachchapter coversoneareaof TermBook, andeach section is one taskwith numbered steps. Tap the
names inbold in the appexactly aswritten.

EVERYONE
Chapters 2, 11, 13
Getting started, keeping in
sync, andyour records and
phone.

SCHOOL ADMIN
Chapters 3, 4, 10, 12
Setting up the school, staff,
thedashboardandanewses-
sion.

TEACHERS
Chapters 5 to 9
Students, scores, attendance,
comments andprinting.

1.2 Words used in theseguides

Word Meaning

Tap Touch thebuttonor rowonce.

Press andhold Keepyour finger on it for about a second.

Settings TheSettings tab (thecog) on the left rail or bottombar.

Classpage Aclassopened from theClasses tab: Scores, Tally card, Students, Subjects.

Admin The school adminor principal in Schoolmode. In Personalmode, that is you.

Personalmode
Workingon your own? Every admin task in theseguides is yours, and there is no submittingor approv-
ing– youmark sheetsFinal yourself.
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02
EVERYONE

GettingStarted

Install TermBook, create your account andchoosehowyouwill work.

2.1 Create your account

1 Open TermBookand tapCreate account.

2 Enter your name, email, phonenumber andapassword, then tapCreatemyaccount.

3 Checkyour email for a 6−digit codeand type it in. Your account is ready.

i Nocode?
Check your spamfolder,wait aminute and tapResend, or gobackandcorrect your email.

2.2 Startwithout internet
On the first screen tapNo internet? Set up offline, register later. You work in Personal mode straight
awayandcancreate your accountwhenever youareonline (Settings>Schoolmode).

2.3 Set upyour own (Personal) records

1 Enter your school’s name, address,motto andprincipal’s name (all but the nameareoptional).

2 Choose the session andcurrent term, e.g. 2026/2027, First term.
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GettingStarted

3 TapNext: your subjectsand tick the subjects you teach (search, or addonenot listed).

4 TapDone. Homeopenswith yourworkspace.

2.4 Sign in on another phone, or reset your password

1 Tap I have an account – sign inandenter your email andpassword.

2 Forgot it? TapForgotpassword?, enter youremail, type thecodeyou receiveandchooseanew
password.

2.5 Switchbetweenworkspaces

1 OpenSettingsand tap thedarkworkspacecardat the top (Switch).

2 Choose aPersonalworkspaceor a school. Youcanbelong toup to three schools.

3 Addapersonal schoolor Invitations andSchoolmodeare at thebottomof the list.

2.6 Turn on the app lock

1 Settings>App lock> Turnon app lock.

2 Enter a PIN twice. Turnonfingerprint unlock if your phonehas it.

TermBook thenasks for your PINwhen it opens andafter twominutes away.

! A forgottenPINcannotbe reset. Youwould reinstall TermBookand restore your latest backup, so keep
backupsup todate.
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03
SCHOOL ADMIN

SettingUpaSchool

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

3.1 Create the school

1 Settings>Schoolmode. Sign in if asked.

2 TapCreate a school, enter its name, address, motto and type (Secondary, Primary or Both), and
tapCreate school.

3 TapSet upon this phone. The school becomesaworkspaceonyourphone.

3.2 School details, logo andprincipal’s signature

1 Settings>School details.Check thename, address,motto, phone, email andprincipal’s name.

2 School logo: tapAddandpick an image. TermBook shrinks it toprint size.

3 Principal’s signature: tapSign, then signwith your finger, or tapUseaphotoofmy signature.

4 Tap Save. In Schoolmode every teacher’s report sheets show the logo and signature after their
next sync.
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SettingUpaSchool

School details.

3.3 Add subjects

1 Settings>Subjects.

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

3 TapSelect all compulsory for thecore subjectsof that level.

4 TapAdd.Compulsory subjects are tickedonevery classof their level automatically.

5 For anything not listed, tapAddsubjectand type it.
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SettingUpaSchool

The subject list.

3.4 Addclasses

1 Open theClasses taband tapAddclass.

2 Choose the level (e.g. JSS1) and type thearm (e.g. A). Save.

3 Open theclass >Subjects taband tick anyextra subjects it takes.

4 SwitchOptional on for subjectsonly somestudents take (e.g. French,CRS).

3.5 Set the scores andgrades

1 Settings>Assessment&grading>Scores. Nameeachpart and itsmaximum, e.g. CA1 20,CA2
20, Exam60. Theymust addup to 100.

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

3 Display tab. Choosedecimals, how ties rank, howabsence counts, and the number of registers
aday.

4 TapSavesettings. If somesheetsarealreadystarted,choosewhether theymoveto thenewset-
tings.
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SettingUpaSchool

Scores andgrade scales.

3.6 Choose the report design and report options

1 Settings>Assessment&grading>Report sheet.

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

3 Showposition in class: onoroff.

4 Affective traits andpsychomotor skills: rename, addor remove items (up to six each).

5 TapSavesettings. Thedesignisusedforreportsheets,broadsheets,marksheetsandscoresheets.

3.7 Set termdates, holidays and the current term

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

2 Addholidays so they are not countedas school days.

3 Settings>Current term tomove the school to thenext term.
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SettingUpaSchool

Termdates andholidays.
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04
SCHOOL ADMIN

Staffand Invitations

Invite teachersbyemail andgiveeachone their classes and subjects.

4.1 Invite a teacher

1 Settings>Staff&school account >Add staff.

2 Enter the teacher’s email.

3 Class teacher of: choose their class, if any.

4 Subjects: tick eachclass and subject they teach.

5 Also a school admin: tickonly for peoplewhohelp run the school.

6 TapSend invite. Theyget anemail and the invite appears in their TermBook.

i Oneclass teacherper class, andone teacherper subject in eachclass. An invitation lasts 14days; you
can resendor cancel it from theStaff list.

4.2 Accept an invitation (teacher)

1 Create your TermBookaccountwith theemail the invitewas sent to.

2 Settings>Schoolmode. The invitation is listed. TapAccept.
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Staffand Invitations

3 TapSet upon this phone. Your classes and score sheets arrive.

4.3 Changea teacher’s classes or role

1 Staff&school account >Staff, then tap the teacher.

2 Classes& subjects: addor removeassignments.

3 Make school admin /Removeadmin roleas needed.

4.4 Removea teacher
Tap the teacher > Remove from school. They lose access at once and the school’s records leave their
phone. Their pastwork stays in the school.
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05
CLASS TEACHERS

Students

Build andkeep theclass list. In Schoolmode theclass teacher owns it.

5.1 Addone student

1 Open theclass >Students >Addstudents >Addone student.

2 Enterthesurname,firstname,genderand, ifyouhavethem,admissionnumber,dateofbirthand
aparent’s phone.

3 Save.

5.2 Paste a list of names

1 Addstudents >Paste a list of names.

2 Pastenames fromWhatsApp, notesor a register, one studentper line (surnamefirst).

3 Check thepreviewand tapAdd.

5.3 Import fromExcel orCSV

1 Addstudents > Import fromExcel orCSV (or Settings> Import students).

2 TapGet the Excel template if youneedone, fill it in, thenChoosefile.
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Students

3 Check the list. Rows that needfixingare shown in red: tapa row tofix it here.

4 Tap Import.OrSend thefilebackwith errorsmarked towhoevermade it.

Import students.

Undoan import
Within 24hours, Settings>Recent imports >Undo removesevery student that import added.

5.4 Edit,moveor removea student

1 Students tab> tap the student toedit their details.

2 Move to another class (appbar)moves them, keepingearlier resultswith theoldclass.

3 Remove fromclass takes themoff the list; a studentwith scores keeps their records.

5.5 Choosewho takes anoptional subject

1 Open the subject’s score sheetand tapChoose students in themenu.

2 Tick the studentswho take it and save.
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06
SUBJECT TEACHERS

Scores

Enter scoresquickly, check them, andhand them in.

6.1 Enter scores

1 Open theclass >Scoresand tap the subject.

2 Tapa student’s cell (e.g. CA1). The keypadopens.

3 Type themark (halfmarks allowed, e.g. 17.5). The next cell opensby itself.

4 ABSmarks an absence,EXCanexcusedstudent,Clearempties thecell.

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

6.2 Hand in a sheet

SCHOOL MODE
Submit
Menu>Submit. The sheet locks for youandgoes
to theadminwith thenext sync.

PERSONAL MODE
Mark as final
Menu>Mark as final. Reopen it any time tomake
changes.
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Scores

Draft Submitted Approved

6.3 Approve, unlock andversions (admin)

1 Opena submitted sheet >Menu>Approve. It locks; the school keeps this version.

2 Tocorrect anapprovedsheet,Menu>Unlock…, andsaywhy. Thesubject teacher is toldandcan
change it.

3 Menu>Versions showsevery approvedversion andwhat changed.

6.4 Themarksheet andearlier-term totals

1 TapMarksheetona subject (orΣon its score sheet) for thewhole session.

2 Astudentwhojoined late? Taptheiremptyfirst-orsecond-termcellandtypethetotal fromtheir
old school.

Themarksheet.

6.5 Swap scoreswith a form teacher (Personalmode)

1 Subject teacher: open the sheet >Menu>Sendas score fileand share it.

2 Formteacher: opentheclass>Menu> Importascorefileandchoose it. Checkthechangesand
import.
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Scores

In Schoolmode this is not needed: every teacher’s scores reach the school by sync.
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07
CLASS TEACHERS

Attendance

A register that takes seconds: everyone starts present.

7.1 Take theday’s register

1 Open theclassand tap theAttendance icon (top right).

2 Tap today. Everyone startspresent.

3 Tapeach absent student. Press andhold a student tomark them late.

4 TapSave. The register countsonly once it is saved.

i Termdatesmustbe set first (Settings> Termdates&holidays). In Schoolmodeonly theclass teacher
takes the register; the admincan view it.

7.2 Check a student’s attendance
SwitchtheattendancepagetoStudents toseeeachstudent’sdayspresent,absentand late. Students
absent threeormoredays in a roware listedat the top.
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08
CLASS TEACHERS

Comments andAssessment

Rate each student, approve a comment, andmove through the class one student at a
time.

8.1 Open the class list

1 Open theclass > Tally card>Comments&Assessment.

2 Check thecounter, e.g. 12 of 35completed. Filter byNot started, In progressorCompleted.

3 Set your nameand signatureat thebottom, as theyprint on the report sheets.

8.2 Assess a student

1 Tapa student. Thepage shows their name, admission number, class, termandStudent 4of 35.

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

3 Read the suggested comment. It appears onceevery item is ratedandfits the ratings. Edit it, or
tapSuggest another.

4 Third term: choosePromotedorRepeat.

5 TapSave&Next. The student ismarkedcompletedand thenext oneopens.
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Comments andAssessment

Button What it does

Save&Next Saves andopens thenext student. On the last student it readsSave&
Finish.

Previous Saves your changesandopens theprevious student.

Save&Return to List Saves andgoesback to the list.

! Missing ratings
If an item is not rated, TermBook saves the student as In progress, highlightswhat ismissing in red, and
stayson that student.

i Ratings changed?
If youchange ratings after a commentwaswritten, TermBook tells you thecommentmayneed review.
It never replaces acomment youedited.
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09
PR INCIPAL

Principal’sComments

Revieweach student’s results andapproveacomment that fits them.

9.1 Reviewandapprove

1 Open theclass > Tally card>Principal’s comments.

2 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.

3 Read the suggestedcomment. TapSuggest another, or edit it.

4 TapApprove&Next.On the last student,Approve&Finish showshowmanyare approved.

Status Meaning

Pending Nocomment yet.

Draft Writtenor edited, not approved.

Approved Prints on the report sheet.

Needs review Approved, but the results changedafterwards. Checkandapproveagain.
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10
EVERYONE

Printing andSharing

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

10.1 Before youprint
TheTallycardshowswhat ismissing,e.g. Beforeprinting: 3assessmentsnotcompleted•5principal’s
comments not approved. Missing itemsprint blank; nothing is invented for them.

10.2 Report sheets

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

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

A report sheetpreview.

10.3 Broadsheet,marksheet and score sheet

Document Where

Broadsheet Tally card>Broadsheet PDF.

Marksheet Scores tab>Marksheetona subject.

Score sheet Open the sheet >PDFbutton.
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11
SCHOOL ADMIN

TheSchool Dashboard

See thewhole school at aglanceandapprove inbulk.

11.1 Use thedashboard

1 Home>School dashboard (or Settings>Dashboard).

2 Eachclassshows its students,whether today’s register is taken,andeverysubjectasnotstarted,
draft, submittedor approved.

3 Tapa subject toopen its sheet, or a class toopen its tally card.

4 Approve all submitted for oneclass, or for thewhole school.

TermBookHow-ToGuides 25



12
SCHOOL MODE

Keeping in Sync

Yourwork reaches the school by itself. Here is how tocheck it.

12.1 Check and sync

1 Look at the synccardonHome: Synced just now, or howmanychangesarewaiting.

2 TapSyncnow to sendand receive atonce.

3 Offline? Keepworking. Everything is savedonyourphoneand sendswhen youarebackonline.

12.2 Needs attention

1 TapNeeds attentionon the synccard.

2 Aclash (twopeople changed the same record): chooseKeepmineorUse the school’s.

3 Arefusal (theschooldidnotacceptachange,withthereason): tapUndotogobacktotheschool’s
version.
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13
SCHOOL ADMIN

Starting aNewSession

Close the session andmoveevery class up inone step.

13.1 Start the newsession andpromote

1 Finish third termfirst: results approved, commentsdone, report sheetsprinted.

2 Settings>Session&promotion>Start newsession andpromoteclasses.

3 Check the newsession’s name (e.g. 2027/2028) andwhereeachclassgoes.

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

5 TapStartandconfirm. Thenewsessionopens in first term.

6 Schoolmode: chooseCopy teachers togive thenewclasses last session’s teachers.
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StartingaNewSession

Session&promotion.

13.2 Look at apast session
Settings > Session & promotion > tap the old session. Home showsViewing 2026/2027 – read-only;
tapBack to return. Nothing in apast sessioncanbechanged.
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14
EVERYONE

Your Records andPhone

Keepyour records safe andyourphone secure.

14.1 Back up (Personalmode)

1 Settings>Backup& restore>Backupnow.

2 Save thefile toGoogleDriveor send it to yourself onWhatsAppor email.

TermBookHow-ToGuides 29



Your Records andPhone

Backup& restore.

14.2 Restoreon a newphone

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

2 Choose thefile, checkwhat is in it, andconfirm.

i Schoolmode
School records are not restored fromafile. Sign inon thenewphoneand theydownloadagain. Sync
beforechangingphones sonothing is left behind.

14.3 Changeyour email or password

1 Settings>Schoolmode>Changeemail, enter the newaddress and thecodesent to it.

2 Forgotpassword? on the sign-in screen resets itwith a code.
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Your Records andPhone

14.4 Troubleshooting

Problem What todo

A row inSettings showsa lock. It belongs to the school admin, or youare viewingapast session.

A score sheet saysViewonly. It is another teacher’s subject, it is submittedor approved, or it is a
past session.

Attendanceasks for termdates. Theadmin sets them inSettings> Termdates&holidays.

Thecomment is not suggested. Rateevery itemfirst; then tapSuggest.

A report printswithout theprincipal’s
comment.

Thecomment is not approvedyet.

My school does not appear. Accept the invitation in Settings>Schoolmode, thenSet upon
this phone.
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