
TOIA – Quick Start Guide for new Users
Author Role – Go to  http://130.159.236.5/amstoia/staff/                           
You will need a username and password to connect to TOIA.  Contact the project manager if you do not yet have a username and password.  You may find it helpful to note your username here: ________________
Log on to the system.

Steps for creating and publishing an assessment

1. Content Structure - Identify which Content Structure you are working in.  If you do not have access to a Content Structure, speak to a TOIA administrator, who will create one for you.  Note the content structure name here: ______________________  

To add sub-topics to your content structure:

a. Go to “Manage content structures”

b. Select your content structure from the list on the left hand side.  Your content structure name appears in the panel on the right hand side.

c. Right-click on the content structure name and choose “Add topic”.  This process can be repeated for all required topics.

2. Group – Identify which Group(s) you belong to.  If a group is not available, speak to an administrator who will create one for you.  Note the group name here: _______________
3. Questions – These are created under “Manage Questions”.

a. Click “Manage Questions”

b. Select your Content Structure (if not already visible)
c. Press “Add”

d. Select question type

e. In the question editor, fill in the values for the Question text and then go on to configure the rest of the question.  Each question type requires slightly different configuration.  The question editor for a Multiple Response Question is shown here.
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f. Once the question is ready, press the “Finish” button
g. Enter (or import) all questions as required

4. Assessment – This is created under “Manage Assessments”

a. Click “Manage Assessments”

b. Select your Content Structure

c. Press “Add” and you will see the assessment editor
d. In the assessment editor, carry out the following steps:
i. In “Assessment details”, enter the assessment name

ii. Select the  “Select topic and questions” tab
iii. Press “Add”

iv. Identify and select 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.
v. Select the “Messages” tab and change the messages as you see fit
vi. Select the “Grades” tab and choose a suitable grading scheme.  “General” is the default.
vii. Select the “Preferences” tab.  In here you may configure settings for the assessment, such as time allowed.
viii. (Optional) Select the “Apply stylesheet” tab to choose a different colour scheme from the default.

ix. Press the “Finish” button to complete the assessment

x. Test the assessment by doing a “Try out” operation.

5. Schedule – This will be used to make the assessment available to participants in the associated Group
a. Click on “Manage schedules”.  Make sure the correct content structure is visible.
b. Press “Add”
c. Enter a schedule name

d. Press “Select assessment(s)”

i. Your assessment should appear on the page

e. Select the assessment and press “Add” and then “Close”.
f. Adjust the “From” and “To” date and times as required
g. Press the “Assign participants” button

h. 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.
i. Press “Add” and then “Close”

j. Press “Save” to complete the schedule.

6. Publish – This is used to make the assessment “live”.  Once an assessment has been published, no alterations will be allowed.
a. Select “Publish” from the Schedule menu option
b. Select the content structure

c. Select the assessment name

d. Select the schedule name

e. Press the “Publish” button.

f. If all is well, you should see a message saying “Assessment published”
Student Role – Go to http://130.159.236.5/amstoia/participant
You will need a username and password.  Note the username here:___________________
Steps for carrying out an assessment
1. Login into TOIA as a participant
2. You should see the assessment schedule available to you

3. Press “Take test”

4. Complete the assessment
a. View the results
b. Once finished, press “Proceed” to exit the assessment
Viewing Reports

Available to the Author, under “Results & Reports”, there are various reports available to view the results group by group or student by student.
You may wish to log back in as an author and view some of these reports.
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