How to Print Out Student Rosters from TEAMS

1. Loginto TEAMS

TWC Home | TWC Contact Information

Logon Mesd nelgz B (G0 ¢ Habla espafiol?
: Para srvicio en espafiol, péngasa en
* Logon New to Texas Educating Adults Management System? If you already have a User |D for another contact con Ls Educssiény,
TWC Internet application, such as WorkinTexas.com, Unemployment Tax Services, Unemployment | Alfsbetzscidn de Adultos.
Sign Up for User ID i i i i
gn Up Eeneﬁts Services, Career Schools and Colleges, try logging on with that ID. Otherwise, please  Technical Requirements
. sign up for a User ID. The oniy browssr currently suppored =
Forgot Password? Microsoft Internet Explorer. Click on the
% indicates required information link to download the fres version
Forgot User ID? upgrade.
User ID:

< Public Com puter
If you are using a computer in 3 public

Password: * place. logoff and close the browser when
you are finished entering information.
Under . This is for your protection and will prevent
somzone else from wiswing your
information.
Accessibility

Equsl Opportunity is the Law
Logon

2. Once logged in, click on Classes.

TEAMS Home Home

Reports » Welcome to TEAMS

Report Search

i y Memo Datei0/7277015 ] Q

Grant Recipients e s

Statewide List of
Providers

TEAMS 3.8 Released!

Assign Provider to
Grant Recipient

Sites

Included in this release is the following functionality:
Staff
= Updates to Planned Gap Functionality
= Period of Participation Calculation
State Trainers = Period of Participation Report and Report Extract available under Reports > Participant > Period of
Participation

Staff Development

Classes

Please review the webinar available here: http://twc.adobeconnect.com/pczgfz29wfgv/

Training Services

Participants TWC Will be hosting a series of virtual training sessions to outline the newly available reports later this fall.

Summary >

Reporting Year

Locks << Previous

Waiting List »

Y 2018-2019 v | Grant Recipient 536 - Denton ISD Year Three
Data Match And ear

Survey
‘ No Grant Recipient Memo found
Help
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3. Search for your zone and class, then click search.

School Year

2018-2019 v

Grant Recipient

536 - Denton ISD Year Three

DN-Denton
LV-Lewisville
CL-Cleburne
CN-Collin North
CS-Collin South
CPW-Career Pathways

| Class Information

Provider Name

Site

Name

| I Class Name Class Number

Class Begin Date between* |7/1/2018

| and* [6/30/2019

Search

Add New Class

Class Name

Select the correct class name in the proper column.

Scroll down to Contact Hour Periods and (Sign-in Sheet) click on the month and

day and choose the correct date of the class that you want to print out your roster.
YOU CAN'T PRINT MULTIPLE DAYS AT THE SAME TIME.

Contact Hour

Periods

Sign-In Sheet

Paper Size: | Letter (8.5 X 11)

v || July

v | Print Sign-In Sheet

T
Staff Development | Site Name* Coursework* Staff Development | Site Name™ Coursework™ |
State Trainers Bagin Date® EEBURED Begin Date*
cl Classes
— End Date* | End Date* |
Training Services Training Services -
T Administrator/Coordinator AT Administrator/Coordinator ;
Summary. » | Class Type (Choose all that apply)* Summary b | Class Type (Choose all that apply)* 3
a
Reporting Year ESL % ABE @ ASE lfen:mne e ESL Y ABE ¥ ASE 5
ocks M
Waiting List » Edit Delete Waiting List » Edit Delete 7
8
Data Match And . Data Match And g o i p
ssigned Staff 9
S Assigned Staff Eirry g Y
Help Last Name First Name SSN Begin Date End Date Action Help Last Name First Name SSN 11 Begin Date End Date Action
12
13
Add Staff Add Staff 14
15
Contact Hour Periods Contact Hour Periods 16
17
Sign-In Sheet Sign-In Sheet 18
19 «
Paper Size: [Letter (8.5 X 11) | [July v v | Print Sign-In Sheet paper Size: [Letter (8.5 X 11) v |[July v][__v] rint Sign-in Sheet
July
August *Click on month for daily contact hours *Click on month for daily contact hours
September . . -
Month Begin October End Date Direct Hours Action Month Begin Date End Date Direct Hours Action
November
December
January
Febraury
March
April
May
Contact hours validated by June Contact hours validated by
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6. After choosing the correct date, click on Print Sign-In Sheet

Contact Hour Periods

Sign-In Sheet

Paper Size: | Letter (8.5 X 11) v H November ¥ H 8 v ‘I Print Sign-In Sheet

PR

7. A PDF Document will download (see left corner of your screen), open it and print

your sign-in sheet.

@ ContactHours_CP...pdf

8. Print sign-in sheet using the Orientation Landscape.

= Printing Preferences 2

Layout | Paper/Qualty

i
-* Landscape -
Print on Both Sides:

[=3 None -

[ Advanced... }

[ ok J[ ol ]

9. You must print your sign-in sheets the day of the class so that the roster is current

with new students.

10. Repeat this process every time you need sign-in sheets.
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