
 

 
Professors/Administrators View Student Track Progress 

 

During the original development of TAP’s LMS, the Corporate Account’s training criteria 
was established. This criterion sets the number of lessons the students are to study each 
week and the minimum score they are to achieve on each lesson. If one or both of the 
criteria has not been achieved, the student will get an automatic email that informs them 
that they are out of compliance. The instructor will receive an email once a week of all the 
students who are out of compliance. This report is designed to assist the instructor in 
helping the students to keep up with the course. 
 
Tracking and updating “Unit” (Class) by Administrators (Instructors) 
 

1. Open up an internet browser.  
2. Go to the page www.tapseries.com.  The page looks as follows: 

 
 
 

3. Click where it says “Administrator Logon” on the top center of the page as it shows 
below. 

 



 

 
4. After clicking on “Administrator Logon”, click “Individual/Class Accounts” as shown below. 

 

 
 

 
 

5. After clicking on “Individual/Class Accounts”, click “Students are enrolled by 
admin/instructor” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

6. Enter you username and password as shown below. Then click “login”. 
 

 
 
 
 
 
 
 
 

7. After clicking on “Login” you will see the page as shown below.  
 

 
 
 
 



 

 
 
 
 

8. After arriving on the page above, click on “Track Progress” as shown below. 

 
 
 

9. After clicking on “Track Progress”, you will be directed to the page below. Here you will click 
on “View my Group of Students”. 

 
 

 
 



 

10. After Clicking on “View My Group of Students’” you will be directed to the page below. 
 

 
 
 

11. On the page above, check the box “Detailed Current Training Report” then enter the date 
range that you want to search the progress by. After entering the date range, click on “Food 
Safety Manager Certification Training” which is the course that your school was registered. 
Click “Submit” when the dates and course have been selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

12. After clicking on “Submit” you will see a page as shown below.  
It will give you the “Organization”, “Instructor”, “Date range” and the “Course”. 
 

 

13. To view a certain student, locate them and then click on “View Scores” for that student.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

14. After clicking on “View Scores”, you will be directed to the page below.  
Here you can see the individual student’s progress and the score achieved for each lesson. 

 

 
 


