TAM - Using the TA Spreadsheet/Gradebook 

Before using the spreadsheet, preps (classes) must be created and personal options selected. On the TAM Main Start screen, select Setup Options and then click on the word Preferences. 
Setup Options 
On the My Options tab, there are several choices to make that will determine the accuracy of student grades. These need to be set before creating preps/classes. 

[image: image1.emf]NOTE:   the Mark Calculation Method must be set to Total Points and the Posting Type must be Report Cycle.

· [image: image13.emf][image: image14.emf][image: image15.emf][image: image16.emf]Use Assignment weights - Checking this box allows a weight to be set for each assignment. For example class work may count as a weight of 1 (counted once in the average) and a test may count as a weight of 2 (counted twice in the average). Selecting this method is the closest method to hand calculating a student average. 
· Use Assignment type weights - Checking this box weights each assignment type. The spreadsheet will calculate marks by figuring an average for each assignment type first, and then average all of the assignment type averages together. All Assignment types must be used each reporting period to get an accurate calculation.
· Use Category weights - Checking this box adds yet another layer of averages. For example, a category type of academic and participation are selected. The assignments for the academic category and the participation category will be averaged separately and then weighted by percentage set up in your prep for calculating the reporting term mark. If categories are weighted, then you must have at least one assignment for each category type for every reporting period
· Allow Shared Access to Student Progress - Teachers who teach the same student will be able to view the mark received in every class when this box is checked. This should be an LEA decision. If this box is checked and a student changes schools within the LEA, teachers should be able to see assessments from the previous school within the LEA. 
· Rounding Marks - Checking this box causes the system to round decimal values to whole numbers when posting marks to the reporting cycle. 
· Count Blank Marks as Zeros - Checking this box will cause any blank marks to be counted as a ‘0’ when calculating marks for the student. Leaving the box blank will cause any blank marks in assessments/ assignments to be left out of the calculation.

· Default order of Assignments by due date - Select Ascending or Descending order. Choosing ascending causes the selected number of assessments to display by due date with the oldest date first. Choosing Descending causes the most selected number of assessments to display by due date with the most recent appearing first. 
· Numeric Score Default - The number inserted here defaults as the max score when adding a new assessment. 
· Failure Threshold - Allows a lowest passing mark to be entered and causes all failing marks to be color-coded in the spreadsheet/gradebook.  This can be set to any score you choose, not just below “70”.
Setting up a Prep 
CAUTION: Do not let anyone set up a ‘prep’ for you. You must be logged in as yourself to set up your options and to create preps. If another person is logged in and navigates to you to set options and preps, you will not be able to see them. 

To add a new prep, follow these steps: 

1. Click the My Preps tab. 
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2. Click Add to add a new Prep. This opens the Prep Detail screen. 

3. Enter a title/description in the Enter Description of Prep field. The title should be one that is easily recognized for the class(es) that is attached. For example, English I would be an appropriate title for an English teacher who teaches freshmen English. A Prep is required in order to use the spreadsheet and calculate marks. Once the Prep has been set up and classes are selected, it will not be used again. 
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4. In the Prep Classes section, click the Select Classes button. A list of all classes appears. Select the Assign? box for the class(es) to be added to this prep. 

Note: If one prep is created for each class, then the school will have the ability to use the Teacher Assistant Class Transfer option should a teacher have to leave in the middle of a school year. 

5. In the Prep Category section, click the Add button. Type in the free form field to name prep categories. Add as many as you need. Use category names that allow assessments/assignments to be grouped. 

Note:  Teachers will not be able to enter the Prep Category names. Check with your data manager for the prep names used at your school.  
6. In the Prep classes Report Cycles section, Report Cycles for this class that have been set up by the school are listed. If the View Report Cycle Weights box was checked on the options tab, the weight for each report cycle may be seen. 
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7. In the Prep Assignment types section, Assignment Types are set by the central office level. The assignment type should be general such as classwork, homework, project, notebook, etc., but if there is an assignment type not listed when clicking the Add button, please contact the school data manager to request an assignment type. 
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8. In the Select Assessment Types section, check the Assign? Box for all the assessment types that may be used at some point during the duration of the course. Every assessment type selected does not have to be used for all reporting periods unless Assessment Type Weights has been selected on the My Options tab. 
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9. The completed prep should have a name, class(es), prep category, report cycles, and assignment types as in the screen shot below. Once all of these are completed, click the Save button. 

Note: Teachers can change these Prep Class names to more familiar titles.
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Adding Assignments 

Once a prep has been created and saved, assignments can be added in the spreadsheet. To add an assignment, follow these steps: 

1. Return to the TAM Main Start screen. Select the Classes radio button and then select the class (place the cursor on the line of the class to select). [image: image7.emf]
2. Click the Spreadsheet button on the TAM Main Start screen. Once the spreadsheet button has been selected, the spreadsheet will be seen. 
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TA Gradebook (Spreadsheet) screen 

3. The following fields and actions are available: 

• Class: The course and section selected. 

• Reporting Term: Select the correct reporting term. 

• Category: Contains all the Category Types created in the prep for this class. TAM has the ability to display a student average using one category or all categories. Select the category type to view from the drop down arrow. 

4. The Assignment Types drop-down list contains all the Assignment Types selected in the prep for this class. TAM also has the ability to display a student average using one assignment type or all assignment types. Select the assignment type to view from the drop down arrow. 

Note: If Use Assignment Type Weights or Use Category Type Weights has been selected, then each Assignment Type and/or each Category Type must be used for each reporting period. 

5. To add assignments for the any reporting period, select the correct reporting term and then click the Add Assignment button in the lower right hand corner. 

Add new assignments Screen 
Options on this screen include the following: 


· The Assign Date, Due Date, and Create Date are automatically populated, and can be modified. 

· The Name of the Assignment is free form. The Short Name will automatically populate and can also be modified. The short name will be listed on the spreadsheet. 
· The Score Max should never be over 100. TAM will not calculate marks of more than 100. 

· The Weight box defaults to 1 and can be modified. If Use assignment weights was selected on the options tab, select the appropriate weight for each assignment. 

· The Category and Assignment Type should be selected. The narrative that prints on the student progress report will also be automatically populated and can be modified. 

6. Click the Add This Assignment to Other Classes button to add the assignment to other classes. 
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7. Check the Assign box in the other classes where the assignment should be added. The Assign Date, Due Date, and Reporting Term must also be populated. If adding to more than one class, all fields on one line must be populated before moving to another. 

Note: The Due Date must be a school day. 

8. Click the Save button and exit through the door. 

Entering Marks 

Once assignments have been added, marks may be entered. To enter marks for an assignment, follow these steps: 

1. Click the Enter Mark/Comments box at the bottom of the spreadsheet. This opens the Teacher Enter Grade/Comments screen. 
2. Select the assignment. Once selected, the student names will appear. The marks should be entered in the Mark column. Use the down arrow on the computer to move to the next student. 

Once all marks have been entered, the class average will be displayed at the bottom of the student list. 
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Adding Comments on the Progress Report 

Mark comments added for personalization on the Comments tab of TAM do not print on the report card. They will, however, print on the progress report that is printed from the reports module. School comments may also be added to the progress report. 

To enter a comment about this assignment to print on the progress report: 

1. Select the student by placing the cursor on the correct line and click the Edit Comment button. The Edit Comment screen displays choices of personal comments and/or those of the school. 
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2. Check the comments to be printed on the TAM progress report for this assignment, and click OK. This will return you to the Teacher Enter Grade/Comments screen where the comments will be displayed for review. 
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3. Click Save before leaving the screen. 
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