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 aninternet browser.
2. Go to the page www.tapseries.com. The page looks as follows:

| Home Start Online Training Courses Furchase Administrator Logon Frint Certificate Retrieve Password Test Centers
%“: TARP INnNTO Thse Futuccs
Sericn

...best opportunity to prepare

for a food safety manager test.
Training Achievement

Program Series

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

Purchase | Administrator Logon Print Certificate
Account Logan

Studert Track Progress

B H Place Crders '.

Delete Students

W

happy with the results
mmend this method highly!




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

You need to login to access this area of the site

>) Corporate Accounts

>) Individual/Class Accounts <
>) Place Orders

>) Delete Students

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

)) Corporate Accounts Indw|dual (Class Accounts

) Individual/Class Accounts » Students are self-enrolled

» Place Orders »» Students are enrolled by admin/instructor

¥ Delete Students




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

>) Corporate Accounts v Individual/Class Accounts
>) Individual/Class Accounts >> Students are self-enrolled
>) Place Orders v Students are enrolled by admin/instructor
Delete Student:
22 Delete Students User Name /
Password

| —

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

Add New Student/Track Progress l

Please select from the following options:

Add New Student

Track Progress

Course Literature

Strategies For Increasing Sales Data Center

Log Out



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

Add New Student/Track Progress

Please select from the following options:

Add New Studen/

Track Progress

Course Literature

Strategies For Increasing Sales Data Center

Log Out

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

Track Progress

Do you want to:

View my group of students /

Look up a single student

Log Out



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

How to use
Toview the progress of students, you can either:
a. enter the date you purchased the program, or
b enter the date you added your students.
Type this date into the "Search From™ field below.
Type the date you wish to stop yvour search into the "To™ field. If you want to list
all students to date, enter today's date.
Click the training program the students are taking and click Submit.
You can also select the date range autornatically by clicking the checkboxes
helow.

— [] Detailed Current Training Report
(Cluick Track)

[ Total Enroliment Report

Search From: Example: 08/01/2010
To: Example: 08/30/2010

Highlight the training program below and click
Submit.

Food Safety Manager Certification Training

California Food Handler Training

Food Safety Re-Certification Training

Food Safety Re-Certification Training {lllinais only)

Food Handler Training (all other states) -

HACCP Managers Certification Training =
Cooking Basics

Strategies for Increasing Sales

Earn Mare With Senice

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”.

Organization: m

d intrator:
Drate: from 010172011 10 072172011
Frogram: Food Safety Manager Cedification Training
Studen List [Fale
# Check Last First HameUser Hame Date  Complated Progress Click

Hame Added Below
1 [0 Chavies Chad chadchayien SMI011 S202011  50% _—
2 [0 cCoggirs James jocgging 42072011 8282011 95%
3 O crisse Billy millyiadge S0 In Progeress Ining
« O Fulion Steoey sfultcnd AMS2011 8142011 53%
5 [0 Garcia  Marion ;"""““9"“9" 4132011 In Progeess  Intro
g [0 Harvey  boristin kmhETE FUTCI IR

Warmanty
+ O Halley Joshua JoshQISl STHI011 In Frogeess Indro
g [0 Johmsan  Sylvester  sjichnson@d 42011 MNe
Warmanty

g [0 Jene=  vonne  yionasbranch AMI011 WRZ0NT 95%

Branszh
10 0 Lively John JohnLively74 4192011 In Progress  Inino
110 L Amy aslu 4202011 B1S2011 93%
120 Maddads Alex armaddodas 4182011 81112011 98% —=c

12 D Masroquin Marshall marshdaddy AMIWI0TT Q20T 0%
14 [0 Madinez Virginia  wnartinez1 4202011 81142011 38w 2 —=

18 [ Meatto Rachal rmaaito A/20/2011 882011 0%

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.

Student Score Report !

Student infkomation - [Chos hey 1o edit Muderiy irtprmation]

Student Hame: S Dt Ackcdad: TNEZOT

Shedent User 1010228958 Dste Complated:  In Progress

Hame:

Shedent Password: FSEANTEL Shudhend Email: EnnrfdE@arry | por

Trakning Program: Food Salsty Mansger Cenification Trainang

Prewign SEug == £ % e |
Lesson Lesson Tide Lesson O Date Lesson Score
Staturs
o1 Tha Meed For Food Safety Training Complesead TME2011 100%
a2 Causes of Foodboma Hiness In Progress o
02 Biglegizal Contamination Hed Seartes
a4, Foodnora [1lrass Wit Srarted
48 Foodboma Hiness Exeoises Hot Staried Mot Soored
28 Cremical and Physical Contamination Net Started
o Employes Haalth and Hygisne Net Started
o7 Furchasing and Remiving Net Stated
o Storirg Foods Hod Sterbed
o8 Prepating, Cooking and Benving Food Hed Btaried
0 Esuipmant #nd Uiniili Het Seared
thl Claaming snd Sanitizing Mt Starbed
12 Past Contral Hot Steted
13 Faciities Net Started
14 Hazaed Aralyiin Critical Contrel Paird (HACCFI NG Stated
. Sample Tes Wzt Staned

Go Back




