
  
  
  

Caldwell County Schools  
  

  
  

 NC WISE  
Teacher Assistant Module 

(TAM)  
   
  

Entering Period Attendance 
Select a Class 

AC Button (No Absences/Lates) 
Selecting the School Day 

List 
Daily Process 
Save and Exit 

Report for Substitutes 
   
  

Training Guide  
Updated 09/15/05  

  
  

 



  
 

 
 
 

Steps to Follow 

Preparation 

 You need to know whether your school 
keeps Daily or Period Attendance.  This 
will determine whether you use 
Homeroom or Classes to keep 
Attendance. The instructions below are 
divided into separate sections for Daily 
and Period Attendance.  

 

1 

Period Attendance is maintained 
through Classes.  Click on the Classes 
radio button.  At the next screen, if 
necessary, click on the correct 
Semester. 

  2 

2 
If no students are Absent or Late, you 
can click on the AC button, then Exit 
TAM. 

3 

3 Selecting the School Day (current day or 
changing the date) 3 

4 Selecting the List button to enter 
Absences/Lates 4 

5 
Daily Process:  Entering 
Absences/Lates, Marking Attendance 
Complete, Saving and Exiting 

5 

6 Exiting TAM 6 - 7 

Process        
(Daily 
Attendance) 

7 Process when a substitute must provide 
the Daily Attendance information 7 - 8 
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Entering Period Attendance 
(Step 1) 

Selecting the Class 

 

Daily Attendance is kept 
through Classes.  Click on 
the Classes radio button (if 
it is not already selected – 
it is the default) 

 

 

The Class Radio button has been 
selected.  Today’s Classes has been 
“de-selected” in order to show all the 
classes for this teacher.  Students appear 
on the right (names and telephone 
numbers have been masked). 
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Entering Period Attendance 
(Step 2) 

No Absences or Lates

 

The radio buttons that are 
circled indicate 
Attendance Complete.  
They must be checked to 
tell the Data Manager you 
have completed attendance 
for the day. 
 
Hint:  if you have no 
Absences or Lates on a 
school day, all you need to 
do is click on this box and 
then Exit. 

 
 
 
 
 

Entering Period Attendance 
(Step 3) 

Today’s Classes or All Classes 
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TAM gives you the ability to see 
and work with (1) Today’s 
Classes or (2) All Classes.   
 
If your school is on an A/B 
schedule, the Classes for the 
appropriate day will be shown.  
 
If your school is on a semester 
schedule, the Classes for the 
appropriate semester sill be 
shown. 
 
Clicking off Today’s Classes will 
display all Classes. 



 
 
 
 
 

 

Entering Period Attendance 
(Step 4) 

List Button 

The steps listed below apply to any given period.  High schools in Caldwell County are now 
set up as Period Attendance.  This means Attendance is taken each Class Period.  The 
student’s Daily Attendance is determined by the amount of time the student is in school.  
For example, if a student is Present for 1st and 2nd periods, he/she will be counted present 
because he/she attended half a school day.  If, on the other hand, the student is Present 2nd 
period and checks out of school during 3rd Period (which is also entered into NC Wise), 
he/she would be absent because ½ day was not attended. 
 
In addition, schools can monitor student attendance by class period.  It a student, for 
example, skips 3rd period, this shows on a report.  Similarly, if a student is marked absent 
one class period and not the other three, this is shown on a report. 
 
As a result, it is very important teachers keep accurate attendance each Class Period.  These 
instructions are intended to help you do so. 
 

 

The first step is to select the 
appropriate Class.  You will 
need to verify the correct 
day’s classes are showing 
(this is very important for 
classes that do not meet 
every day, such as A/B 
classes, elementary Music, 
etc.). 
 
With the correct Class 
highlighted, click on the List 
button. 
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Entering Period Attendance 
(Step 5) 

Adding Absences and Lates 

 

Use the scroll 
bar at the 
right-hand side 
of the screen 
to move Up 
and Down the 
list of students. 

To mark a 
student Absent, 
click on the A 
box beside that 
student.   
 
To mark a 
student Tardy, 
click on the L 
box. 
Do not enter 
the Reason! 

 
IMPORTANT:   when you have completed entering data, always 

remember to click the Attendance Entry Completed 
box before Saving and Exiting.  This tells the Data 
Manager you have entered the Attendance Information! 
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Entering Period Attendance 
(Step 6) 

Exiting TAM 

 

Click on the Exit icon to 
leave TAM. 

 

 

Click on the 
OK button. 
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Click on the X in 
the upper right-
hand corner of the 
screen to close 
your browser. 

 
 
 
 
 
 

 

Entering Period Attendance 
(Step 7) 

Substitutes 

Note:  because Teacher Assistants and substitutes are prohibited from 
entering Attendance (this is a North Carolina rule, not a Caldwell 
County rule), you will seldom have to do this.  If you print a Class 
Record (picture below), the substitute can enter the information of 
this report and give it to the school Data Manager. 
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This is a Class Record report.  It 
can be printed directly from 
TAM.  The headings for each 
column are manually entered.  
This gives you great freedom in 
using the report. 
 
If you are using the Report for 
Period Attendance when you are 
absent, you may want to leave 
the column titles blank, have the 
substitute write the date at the 
top of the column and simply 
write L or A for the appropriate 
student.  If all students are 
present, the substitute can write 
the day’s date and submit it to 
the data manager. 
 
Note:  it is a good idea to have 
substitutes initial the information 
for each period.  This provides 
backup information, if needed.  
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