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Workshop Instructions
Some administrative tasks have already been carried out to assist with this session.

Content structure: 
TOIA Workshop     Group:
TOIA Group  




Role:


Author
Workshop’s web page: 
http://www.toia.ac.uk/workshop.html
Stage 1 – Log into TOIA
1. Start up Internet Explorer 6.0
2. In the address bar, type: http://130.159.236.5/amstoia/staff and press Enter

3. Type in your username and password and press Login to get to your Home page.
4. Go to http://www.toia.ac.uk/docs.html to view the TOIA Teacher’s Guide
Stage 2 – Create a topic
5. Select Manage content structure.
6. Click on the TOIA Workshop structure to select it.

7. Press the [+] symbol to expand the structure and view the topics
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8. Right-click on TOIA Workshop and choose Add topic  
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9. Enter a topic name of your choice – your name and institution, for example.
10. Press Save to finish creating the topic and then press Close.
11. Expand the TOIA Workshop structure again to check that the topic is visible.
Stage 3 – Create a Question
12. Select Manage questions
13. Expand the structure to view the topics.
14. Click on Examples which lists a few example questions
15. Create a question – use the Workshop’s web page for suggestions if you like.
16. Try out the question to confirm it is correct.  Edit if necessary to correct it.

Stage 4 – Create an Assessment
17. Select Manage assessments
18. Press Add and you will see the assessment editor

19. In the assessment editor, carry out the following steps:

20. In Assessment details, enter the assessment name – make it identifiable by you
21. Select the Select topic and questions or press Next >>
22. Press Add
23. Identify and select your question and some of the Example questions from the list and press Add.  NOTE: adding each question one at a time is useful, as it gives you more control over the question order.

24. Select the Messages tab and change the messages as you see fit

25. Select the Grades tab and choose a suitable grading scheme.  General is the default.

26. Select the Preferences tab.  In here you may configure settings for the assessment, such as time allowed.

27. (Optional) Select the Apply stylesheet tab to choose a different colour scheme from the default.

28. Press the Finish button to complete the assessment

29. Test the assessment by doing a Try out operation.  Go back to the Home page.
Stage 5 – Create a Schedule
30. Click on Manage schedules.  Make sure the correct content structure is visible.

31. Press Add
32. Enter a schedule name

33. Press Select assessment(s)
34. Your assessment should appear on the page

35. Select the assessment and press Add and then Close.

36. Adjust the From and To date and times as required

37. Press the Assign participants button

38. Select the Group to which the assessment will be available. Select the individual users or press “Check all” to select all students.  NOTE: the groups which show here are those which have access to the content structure being used for the assessment.

39. Press Add and then Close
40. Press Save to complete the schedule.
Stage 6 – Publish the Schedule
This is used to make the assessment “live”.  Once an assessment has been published, no alterations will be allowed without some administration work.
41. Select Publish from the Schedule menu option

42. Select the content structure

43. Select the assessment name

44. Select the schedule name

45. Press the “Publish” button.

46. If all is well, you should see a message saying “Assessment published”

Stage 6 – Student role
47. Go to http://130.159.236.5/amstoia/participant
You will need a username and password.  You may wish to note the details here:_________
1. Login into TOIA as a participant - you should see your assessment schedule
2. Press “Take test”

3. Complete the assessment and view the results

4. Once finished, press “Proceed” to exit the assessment

Stage 7 – View report
Finally, go to Results & Reports -> View reports to view your result, and other reports.
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