
 
 

 
 

TA Administrative Management System (TAAMS) 

Student Guide 
 

Step 1: Create a Login and Set up your profile 

• Create a login with either your UTORID  
• Set up your profile - upload your resume and cover letter, add personal details under My profile (ie. Location, 

email address, student number) 

 

Step 2: View the job posting 

• Select Apply to Jobs, and select Department (Daniels Faculty…) and application type (Teaching assistant) 
• Details about the posting are available by clicking on each job posting 

 

Step 3: Apply to the position 

• Fill out the eligibility question section 
• Upload relevant documents. You can always save and edit before submitting.  
• When you are ready to submit, ensure that you have all the correct information. From there a prompt will show 

you other similar TA positions to allow you to submit in bulk. 

Step 4: View the status of your application 

• See the status of your applications in the my application section 
• If you are successful you will receive automated email that will direct you to the application. You must accept 

the offer to initiate the process. This will generate a letter of offer for you to accept (you also have the option of 
downloading a pdf of the letter). 

Step 5: DDAH form 

• DDAH forms will be available shortly after your offer is submitted, and can be found under my successful 
applications. You can accept or decline the DDAH, once accepted you can save the pdf version.  

 

 

 

 

 



 
 

 
 

Step 1: Create a Login and Set up your profile 

• Create a login with either your UTORID  
• Set up your profile - upload your resume and cover letter,  

add personal details under My profile (ie. Location, email address, student number) 

 

 

 

 

 

 

 

 

 

 

Use your 
UTORid to 
create 
account 
 
Once filled, 
you’ll be sent 
a verification 
link in your 
email you’ll be 
sent a 
verification 
link 

You will be able 
to upload your 
resume and 
cover letter and 
fill out: 
 
 Email account 
(auto-fill based 
on account) 

UTORid/Joinid 

UofT student 
number  

Personnel 
Number  

City  

Province 

Postal code  

Phone number  
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Step 2: View the job posting 

• Select Apply to Jobs, and select Department (Daniels Faculty…)  
and application type (Teaching assistant) 

• Details about the posting are available by clicking on each job posting 
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Arch., Land & 
Design  in  

 



 
 

 
 

Step 3: Apply to the position 

• Fill out the eligibility question section 
• Upload relevant documents. You can always save and edit before submitting.  
• When you are ready to submit, ensure all that you have all the correct information.  

From there a prompt will show you other similar TA positions to allow you to submit in bulk. 

 

 

 

 

• When applying in bulk, all applications will include the same answers and uploaded documents of the application you’re 
about to submit. If you wish to upload different details, you should apply to the courses individually. 

 

 

When you apply 
you will 
automatically 
use the set 
profile. If you 
choose, you can 
modify sections 
of the profile to 
tailor to a 
specific job 
application, by 
checking “I want 
to change my 
profile” 



 
 

 
 

Step 4: View the status of your application 

• See the status of your applications in the my application section 
• If you are successful you will receive an automated email that will direct you to the application.  

You must accept the offer to initiate the process. This will generate a letter of offer 
 for you to accept (you also have the option of downloading a pdf of the letter). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Respond by 
clicking on the 
successful link 
under the status 
column 
 
Here you can 
accept or 
decline 



 
 

 
 

Step 5: DDAH form 

• DDAH forms will be available shortly after your offer is submitted, and can be  
found under my successful applications. You can accept or decline the DDAH,  
once accepted you can save the pdf version.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here you can 
view and accept 
or decline the 
letter of offer 

Here you can 
view and accept 
or decline the 
DDAH Form 

 


