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Teacher Assistant Module (TAM)

Setup My Options
Screen

Step 1: Click the Setup
Options button.

Step 2: Click the 
Preferences button.



Put √ in 

“Use 

Assignment 

weights”

Put √ in 

“use 

assignment 

type 

weights ”

Put √ in “use  

report cycle 

weights ”

NEVER put  √

here.  DO 

NOT USE!

Put √ in “delete 

assignments at year 

end.  IMPORTANT

Set between 

40-60 (your 

decision)

Put √ in 

“Rounding 

Grades”

GPA will 

not 

calculate 

the same, 

if not 

checked. 

Put ● in 

“Report 

Cycle”

Set-up My Options

Only check if you 

share grades with 

other teachers. i.e.  

5th grade

Do NOT 

put a  √

here.  We 

are NOT 

using this 

option.
Save

i.e. 76



Teacher Assistant Module (TAM)

My Preps Screen What is a Prep? A set of 
grading rules for a common 
course/subject. 

Type teacher 

First and 

Last name. 

Click the ADD 

button. 

Save



Check 

classes.

Click OK.



This is 

set by 

default

Type in ACADEMIC. Check the DEFAULT box.

Check the assignment you think you will 

have the most grades for.

Click to choose types of assignments.

Save



Type in 

comments 

you wish to 

choose 

from. 

Click ADD.

Save

- I created my own code 

numbers because it 

required a number to be 

in the field. The numbers 

do not mean anything.





Save





Teacher Assistant Module (TAM)

Add The Same Assessment (Assignment) 
To Other Classes {step 13 in detail}

Click the 
SAVE button 

and EXIT 
through the 

door.



Teacher Assistant Module (TAM)

Enter Grade on the Spreadsheet Screen



Teacher Assistant Module (TAM)

Enter Grade on Enter/Mark Comments Screen





Teacher Assistant Module (TAM)

Remove An Assessment From A Class > From the Spreadsheet 
screen click the View/Change Assessment button.















Progress ReportsProgress Reports

















Check assignment dates.Check assignment dates.

Change if needed.Change if needed.



Select the options you want Select the options you want 

printed on the progress report.printed on the progress report.



If you want absences on If you want absences on 

progress report check progress report check 

the box and fill in the the box and fill in the 

appropriate dates.appropriate dates.
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