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This page and the next show 
the applicant’s (student) view 

of the application.

Job descriptions appear in pop-up boxes 
when applicants scroll over the listed 
courses.

Students can select up to 10 courses per Winter 
Session term (unlimited in Summer Session as there 
are far fewer courses).  In addition to indicating how 
interested they are in a course (from 1 to 5), they can 
also indicate how qualified they feel they are for the 
position.





This is the view you will see when 
you sign in.  The list of courses 
you have been assigned will 
appear on the right of the screen.  
At the top, the applicants for your 
course(s) will be listed and at the 
bottom the TA’s assigned to your 
course(s) will be listed.

These instructions will use FNH 
250 003—2018W as an example.

Instructor View



NOTE: When you select a course from the 
previous page, make sure you choose the 
correct term from the drop down box in 
the top right hand corner, otherwise you 
will likely see a error message like this.



This page indicates:
.Number of TA hours assigned to course
.A list of students who indicated an interest in the course and a self-evaluation of their qualifications for the 
position and a hyperlink to their application (click on any student to see the contents of their application)



To select a TA:

Move cursor under N/A until “Edit 
this field” appears, then click.  

From drop down box, select 

“Requested”*
*Selecting anything other than 

“Requested” will not generate an offer



Next, in the 
“Notes” field, 

add the 
number of 

hours you want 
to assign to the 

student.

How to Assign a TA as an STA 
(Senior Teaching Assistant) -
please refer to the TA Portal on STA 
classification details

Use the “Notes” field to assign an STA.



And repeat for each 
course!!!
Once the student has been sent an offer, the 
assignment column will show “Offered” and a red *
will appear beside the student’s name to indicate they 
have been offered a position.  Multiple **’s will mean 
multiple offers.

In the example above, Elaine Cheng has been offered 
and has accepted positions in FNH 303 001 and FNH 
430 001.  By moving the cursor over each *, a pop-up 
box will appear with offer details.

By clicking on the applicant’s name, you can see 
which courses she received and accepted 
offers for and the number of hours

*



You can review the 
status of your offered 
TA’s.  
Select a course under 
“TAs assigned”

This summary screen will 
show you which TA’s have 
been sent offers and the 
status of those offers 
(assignment status will be 
Offered, Accepted or 
Declined), and the number of 
hours assigned to each TA for 
that specific course.



To review the applicant pool by term:

The online application allows you to 
review the whole applicant pool by term.  
Students must select your course(s)  as 
one of their 10 course preferences per 
term.  By looking at the “Grads 
summary” listings you are able to see 
the full listing of applicants and their 
application status.
This is particularly helpful for instructors 
who have few or no applicants in their 
own applicant pool.

This is how the information is displayed.  From this 
screen, you can see the full list of applicants per 
term as well as their appointment status (no 
appointment, accepted, offered, declined).
You can view an application by clicking on a student 
name.
If you would like to extend an offer to a student 
who is not in your course applicant pool, please ask 
them to go back into the online application and 
select your course.  Once they have done that, they 
will appear on your course list, and you can assign 
them hours.
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