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Setting up an Assighment

STEPS:

NOTE: Steps where action is required are indicated by red arrows.

1. Login to OASES and Add Assignment
2. Upload the Enrollment file (Assessor/Adjudicators/Learners) in Excel format (xls).

Post Assignment deadline:
3. (a) Enable access to Assessors

(b) Enable access to Adjudicators

(c) Enable access to Assessors to change rating and feedback
4. Enable link to Learnerchart

Step 1: Log into OASES
http://oases.med.utoronto.ca
You will be redirected to the login page
Enter your UTORid and password
Click on
“Manage @AS ES

Assignments”

Online Assignment Submission
and Evaluation System

g )

Then [Add]
Manage Assignments
=

The “Add Add Assignment
Assignment” )
windows will r—
open. J—

20168-2017 B

Course -> use
the drop down
menu and
select

Academic Year
-> use the drop
down menu
and select

Assignment
Name -> type
the name of
your
Assignment

Click [Save]

ssignment Hams

Test Assignment Sept 2018

Click on your
Assignment
name to
continue

setup —)

QASES

Oniline Assignment Submission
and Evaluation System

2016-08-19 1117 AM DisCo 20162017
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Standard
settings:

1. Active -> Yes o

2. Assessment

QASES

Online Assignment Submission
and Evaluation System

Curriculum ID5

type -> Howard-OASES_Guide-
* Pooled Example
Assessment
(assessors
not Detalls Assignment Status Upload Enroliments Log
assigned) AEtVe gV @) Tl
e Direct
Assessment
(assessors
assigned)

AsEREEMENt TIPS . moe

Dus Dats

3. Set Due date

2017-02-08 02000 AM

Anonymous Mnnymnuaemmnq@
Grading default Courss
setting is “Yes” DisCo

7] Avanaie for assssments

] Fesabiscn avatais

Inciugs In Learnsr Chart

Lzamnar Indicates gradsd submission
Learnsr tags Canmets rok{s)

—_—
Frogram vear

4. Use drop down
boxes to set

Year 1

o H
]

HH H

Academic Year

e Program
2018-2017
Year
Assassmant Count
5. Assessment °

Count: Maximum Asssssment Count
recommended 8
number of

Mad 315 Report Labsd
assessments
(for pooled
assessments).

6. Maximum
Assessment
Count:
maximum
number of
assessments
that can be
completed.

7. MedSIS Report
Label: Label for
column in
MedSIS to
facilitate
uploading
results to

MedsSIS [ sove |

8. Enter text into
fields:
e Student
instructions
e Assessor
instructions

Click the [SAVE]
button at the
bottom.
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Checkbox NOTE:
settings in the

upper right: Checkboxes #1 and #2 are not used until after the assignment due date and, cannot be activated until that time.

1. Available for Checkbox #3: [Include in Learner Chart] — check this box if the assighment is to be viewable in Learner Chart.
assessment

2. Feefjlbsz Checkbox #4: [Learner indicates graded submission] allows the learner to submit multiple files and indicate the one to be

3 ﬁch:JZe ien graded for grading. (If checked, Learners must attach at least 2 files and select one for marking/assessment)
Learner Chart . . . .

4. Learner Checkbox #5: [Learner tags Canmeds role(s)] provides a mechanism for the Learner to self-identify.
indicates grade | (If checked, Learners must check at least one of the roles)
submission

5. Learner tags Canmeds Roles include: Dﬂuailable for assessments
Canmeds . Medical Expert .
role(s) . Communicator D Feedback Awvailable

. Collaborator

Check boxes #3, . Leader ‘I
)

D Include in Learner Chart

D Learner indicates graded submission

4, and 5. . Health Advocate
. Scholar DLearnertags Canmeds role(s)
Click [Confirm] . Professional
each time the
message
appears.
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Step 2: Setup the Enrollment File (Learners, Assessors and Adjudicators)
The Enrollment file is a Microsoft Excel file that must be saved in version 1997-2003 with extension “.xIs”.
It will contain Learners, Assessors and Adjudicators, and their Roles must be indicated with an “x” in the similarly named
column G, Hor .
For Direct Assessments: Specific Assessor assigned
Each Learner must be assigned an Assessor indicated by a UTORid in the “Direct Assessor” column L.
A B z D E F 3 T 1] J K L
1 First Mame Last Name UTORID Student # CPSO Assessor Role Adjudicator Rol Peer Group or Grou Direct or
7 scholar ane qq163329 scholar one(@discoverycommons.ca | X Specific Assessor
Assessors 3 | scholar two qq163330 scholar.two@discoverycommons.ca x Assigned
4 schaolar three qq163445 scholar three@discoverycommons ca Roles X
] one Qg oo a20 . qq163329
Learners 6 learmer two qq163327 leamer.two@discoverycor 234567 qq163329
T \ea_rmer three qq163328 leamer.three@discoveryc 345678 qq163330
For Pooled Assessments: Specific Assessor NOT assigned
Each Assessor must be assigned to a Group, indicated by a value in “Assessor Group” column K.
A B C D E F H I J 1 L
1 |First Name Last Mame UTORID Student # CPSO Assessor Role Adjudicator RolPeer Group | Assessor Grou Dirdet Assessor
2 | scholar one qq163329 scholar.one@discoverycommons.ca X X
3 |scholar two qq163330 scholar two@discoverycommons_ca x ¥
4 scholar three qq163445 scholar three@discoverycommons.ca X Assessor
5 |learmer one qq163326 learner one@discoverycol 123456 Group
6 |learmer two qq163327 learner.two@discoverycor 234567 R
7 |learmer three qq163328 leamner three@discoveryc 345678 Assigned
2
Pooled Assessments must contain at least one Assessor Group, and every Scholar must be assigned to one group.
If an assignment is to be graded by more than one scholar, a second Assessor Group is required.
Example: Assessor Group “X” for one group; Assessor Group “Y” for the second group.
Every Scholar can be assigned to only one group. Assignments can be assessed by one or two assessors.
To identify Learners and Scholars that are in the same group enter them in the "Peer Group" column with the same identifier.
Scholars cannot draw pooled assignments in the same group.
(Eg. Scholar One’s Peer Group = al; and can draw Learner One, or Learner Two; but cannot draw Learner Three.)
A B C D E F H \ J K L
IlFirsI Mame Last Name UTORID Student # CPSO Assessor Role Adjudicator R§lPeer Group | Assessor Grou Direct Assessor
2 scholar one qq163329 scholar.one@discoverycommons.ca X al X
3 scholar two qq163330 scholartwo@discoverycommons.ca X b1 ¥
4 scholar three qq163445 scholar.three@discoverycommons.ca X cl
5 |learmer one qq163326 leamer one@discoverycol 123456 b1
6 |learmer two qq163327 leamer two@discoverycor 234567 cl
T |learmer three qq163328 leamer.three@discoveryc 345678 al
Upload the Enrollment File
Click on the @AS ES
[Upload
Oniline Assignment Submission
Enro"ments] and Evaluation System
button to re
upload an

enrollment file
(Microsoft Excel

Test Assignment Sept

Downkaad templzte

Uplaad Enroliments

format 1997- 2016

2003 V\.Ilth Xls I

extension).

Click on @AS
[Browse...] and ES
select file. O Evavation System

Upload

NE file selected.
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Click on
[Upload]

—)

QASES

Oniline Assignment Submission
and Evaluation System

Howard-OWSES_Guide-Example | Uipload

Upload
Howard's OASES - Enroliments -Test 1.xls

“Upload Result:
Success”

This is what you
want to see! :D

Rows Read
From File and
Failed Rows will
also display.

Failed Rows
should = 0; if
there are failed
rows, then
check the excel
file for errors.

Possible errors:

e Incomplete
information.

e Role column
is not
indicated.

e learners are
not assigned
a Direct
Assessor.

For any Failed
upload, no data
will be
transmitted.
Errors must be
corrected and
the file re-
uploaded.

QASES

Online Assignment Submission
and Evaluation System

Howard-0ASES . Gukie-Example | Uipload

[ Upload Result: Success ]
B Al e processed
Rows Read From Flie (]
Faist Fiows [0]
Row # UTORID MaEEaQS Actions
z L glxere) Add e user; Crazie e ennaliment
3 QQIE3330 A0 T2 user Creste e eanliment
4 agiEads Add e user; Create be ennaliment
5 916N A3 e uzer Creste e snnaliment
[ QQIES3ET A0 T2 user: Creste e ennoliment
i ¢ qqi633za Add e user; Creae fe ennaliment

NOTE:
If any changes are required (ie. Changes to Assessor, Adjudicators, Learners), use the [Download template] function to retrieve
a copy of the existing Enrollment file and make changes. Then re-upload using the [Upload Enrollments] button.

QASES

Online Assignment Submission
and Evaluation System

ments  Administration

MedSISExport Upload Envoliments

Howard-OASES_Guide-
Example

DisCo: 2016-2017

Details | Assignment Status Upload Enroliments Log Cuniculum IDs
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Post Assignment deadline:

Step 3: (a) Enable access to Assessors
Checkbox ONLY after the Assignment Deadline, will checkboxes be available for activation.
settings in the
upper right:
1. Available for OASES
assessment Online Assignment Submission
and Evaluation System
Enable Home  Mansge Assignments  Administration ~ Howard Chow-
Checkbox #1 —
to allow
grade the Howard-OASES_Guide-
assignments. Example
Cetails Assignment Status Upload Enrollments Log Curriculum 1Ds
Active @ ez ® Mo A\.railable for assessments
Include in Learner Chart
Learner indicates graded submission
Learner tags Canmeds role{s}
AssessmentType . Fooled Assessment (@) Direct Assessment
SCrO" tO Assessor Instructions .
bottom and |B I |j= =]k k(= =2
click [Save]
Click on the ’
[Confirm] Enable Available for Assessments
button

Turning on Available for Assessments will allow assessors to evaluate student submissions for this

assignment.
Ifthis assignment has the Assessment Type of Direct Assessment then the OASES system will

create draft assessment records on behalf of the assessors.

adl

Cancel

OASES - Assignment Administrators Guide
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(b) Enable access to Adjudicators

Assignment
Administrators
should login
and check the
Assignment
Status.

Click on the
“Manage
Assignments”
tab

Before the Assignment Administrator allows Learners to see their results, assignments may need rating change or adjudication.

—

Manage Assignments

QASES

Online Assignment Submission
and Evaluation System

Select
Assignment
Name... Online Assignment Submission
and Evaluation System
Home hanage Assignments Administration = Huoweard Chow -
Entiched CHL - Week 35 PostTutorial Assignment 2017-05-23 09:00 A e-CBL 2018-2017 %
-[ Howard-OASES_Guide-Example ] 2017-02-06 09:00 AM DisCo 2016-2017 *
Click on the
“Assignment QASES
Status” tab. Online Assignment Submission

Home Manage Assignments Administration -

Howard-OASES_Guide-
Example

DisCo: 2016-2017

‘l Assignment Status

Active 5, ves No

l Upload Enroliments Log

AssessmentType  pogled Assessment Direct Assessment

and Evaluation System

Howard Chow

MedSISExport Download template Upload Enroliments

Curriculum IDs

# Available for assessments
Feedback Available
Include in Learner Chart
| Learner indicates graded submission
+ Learner tags Canmeds role(s)
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Note any
marked
“Flagged”...

These will
require
adjudication.

Click on the
Setting
button to
turn
Adjudication
[On] to allow
Adjudicator
to assess.

Download a
spreadsheet
of the
Assignment
status info.

QASES

Online Assignment Submission
and Evaluation System

Home M i Administration - Howard Chow-

MedSISExport Download template Upload Enrcliments

Howard-OASES_Guide-

Example
Deetails Assignment Status Upload Enroliments Log Curriculum 1Ds
Name, UTORId, Student #, Fictional # Assignment Assessment Adjudication Flag Role Download SpreadSheet
Search ... Any E| Any E| Any E| Any E| STUDENT E| -| a2 l
Student Name: learmer three (learmer three@discoverycommons._ca) Change Setting - @,
Direct Assesson scholar two Adjudication on
Student #: ) {gg163330)
Fictional Student #: [EEET0gl 8 = .
Locked é‘b"ssil;"
UTCRId:
; ﬂL:o:ec '?Isgge:

Click the [Off]

Student Name: learmer three (qq163328)

button to
turn it On.
Direct Assessor: scholsr two (gq182330) Adjudication ‘ off

Student #: (Bl v

Fictional Student#: [l e B Lezed & unasion

= B Loced || ™ Flsgged | @ Delsts
CIICk Toggle adjudication
[Confirm]

Are you sure you want to toggle adjudication?
|

Adjudication

is now “On”

Adjudicators
will be able
to access the
Assignment
and provide
their pooled
assessment.

Student Name: learmer three (qq163328)

Direct Assessor: scholar two (qq163330) Adjudication On
Student # [EZ5)
B Locked || & Unassign E

Fictional Student #

UTORid: [T
= @ Locked | ™ Flagged || ® Delete

NOTE: An Adjudicator’s assessment is the final grade.
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When

Student Name: learmer three (learner three@discoverycommons.ca) | o
Adjudicator
completes = =
h . Dirc! ARSSSEON BChalar W0 [Qg153330) AJUICIRON. BN Tree (QUIENIT =3

their PR — v
assessment, Completed B o e o= | o |
it will be T i
displayed (for uTCRIE EEE) S —
example).

(c) Enable access to Assessors to change rating and feedback

Assignment Administrator needs to “Unlock” the Learner’s assignment.
Click on E
“Management %S S
Assignments” N s b

Administration « Howard Chow ~
Howard-OASES_Guide-Example 2017-02-06 05:00 AM DisCo 2016-2017 x

“nosign QASES
“Assignment
Status” Online Assignment Submission

Home Manage Assignments Administration ~

Howard-OCASES_Guide-
Example

DisCo: 2016-2017

- Upload Enroliments Log

Active g, veg Ne

Assessment TyPe  poojeg assessment Direct Assessment

and Evaluation System

Howard Chow -

MedSISExport Download template Uplcad Enroliments

Curriculum |D's

« Available for assessments

« Feedback Available

» Include in Learner Chart

» Learner indicates graded submission

w Learner tags Canmeds role(s)

OASES - Assignment Administrators Guide
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Find Learner
in list, then
click on the

Settings Home  Manage Assignments
button.
Howard-OASES_Guide-
Example

Details Assignment Status

Mame, UTORid, Student#, Fictional #

Administration =

Upload Enrollments Log

QASES

Online Assignment Submission
and Evaluation System

ad template

Howard Chowiw

Upload Enraliments

Curriculum s

Total number of records found: e

Student #: [EEEN

Fictional Student #: [IIELE

UTORid: ELREE

Search ... Any Ay oAy c Ay .

Flag Rele
STUDENT

Student Marne: lzarmer one {learner. one@discoverycommons ca)

Direct Asseszar scholar one
v (qq163329)

Completed

B Lodked || & Unassign

B Loded
® Delete

Unflagged

Student Marme: lzarmer two (learner. two@@discoverycommons.ca)

Creset | &

Adjudication

oft

Direct Assessar scholar one Adjudication off
Student #: [EXEH v Iy
Completed
Fictional Student #: [T B Loded || & Unassign
UT i (T B Lodeed M Flagged
® Delete
Click on the Student Name: learmer two (qq163327)
[Locked]
Direst Assasear oo one (o715 Aquscsson o
button to e
unlock the — ' —)
utons P
Assessment.

OASES - Assignment Administrators Guide

12 of 17




Click the
[Confirm]
button

Toggle assessor lock

Are you stee you want ¥ lagfe assassor look™

Notice the
Direct
Assessor:

P e

TRk B

@ Lzcsa || MFiagged || @ s

Student Name: learmer two (leamer. taodiscoveniommaons ca) O

o AR o o LT AU o

scholar one e
shading has PRSP — a ” P
changed...

Rt = | >

u

After the Student Name: learmer two (keamer. twofdiscoverycommons.ca o
Assessor
changes their ST ALLBLLTT RCNOGE O § g9 PSS AT
rating, the it = |
Assignment Pt Buete E— i =
Administrator i = )

will be able
to see the
changes in
the
Assignment
Status tab,
for example...

OASES - Assignment Administrators Guide

13 of 17



(d) To Unlock an assignment submission to enable a Learner to submit file(s)

Click on the Student Name: learmer three (learner.three@discoverycommons.ca) ‘
Settings
button for Direct Assessor Adjudication Off
the Learner. student # [EED) i
Completed

Fictional Student #

UTORId Unflagged
Click on the Student Name: learmer three (qgq163328)
[Locked]
button

Direct Assessor Adjudication off

Student ¥ EE5E)

Fictienal Student#

UToRid: () - Unflagged
Click the Toggle submission lock
[conflrm] Are you sure you want to toggle submission lock?
button

—
Submission is Student Name: learmer three (qq163328)
now
“Unlocked”.
Direct Assessor Adjudication Off

The Learner
will now be
able to

upload file(s).

Student# [EESH)
Fictional Student #:

UTORId: B

@ Unlocked Unflagged

EIoEeE
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(e) To Unlock an assignment that has been already been assessed.

Click on the Student Name: learmer two (learner.two@discoverycommons.ca) ‘ o,
Settings
bUtton for Adjudication off
the Learner. Student £ B3
Fictional Student #: [FEIEr)
UTCORid: T T —
Click on the Student Name: learmer two (qq163327)
[Locked]
bUtton to Direct Assessor: scholar one (qq163229) Adjudication off
unlock the e =] l
Assessor. Ficticnal Student #: m Una%ign
R =1 B Loced Unflagged || @ Delete

CIICk the Toggle assessor lock
[Confirm] N .

Are you sure you want o toggle sssessor logk’
button

| B3

Assessor is
now
“unlocked”

Click on the

Student Name: learmer two (qq163327)

Student &

Fictional Student #

Diract Assessor: scholar one (g

g Unlodked | & Unassign || Incomplete

Adjudication

Submission uToRie: CIED - Unfisgged || © Selece
[Locked]

button

Click the Toggle submission lock

[Confirm] e e e i

button

= £

Submission is
now
“Unlocked”.

The Learner
will now be
able to

upload file(s).

Student Name: learmer two (qq163327)

Student #: [EZEQ
Fictional Student # [T

UTORig:
ic: Il Unﬂ:ggs:l ® Delzte

Direct Assessor: scholar one (99182229)

gk Unlocked || & Unassign | Incomplete

Adjudication
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Step 4:

Enable access to Learners

After
Assignments
have been
assessed.

Check box #2.
This will
enable
Learners to
view their
assignment
assessments in
LearnerChart.

QASES

Online Assignment Submission
and Evaluation System

H

me Manage Assignments Administration - Howard Chow~

MedSISExport Download template Uplcad Enrcliments

Howard-OASES_Guide-
Example

DisCo: 2016-2017

Detsils Assignment Status Upload Enrcliments Log Cumriculum I1Ds

Active @ ez ® Mo Available for assessments

‘ ] Feedback Available

Include in Learner Chart
Learner indicates graded submissicn
Learner tags Canmeds role{s}

Assessment Type Foo

m
o

Assessment ) Direct Assessment

Click the
“Feedback
Available”
checkbox...
then click on
[Confirm]

Enabie Feedback Avaiable

Tiarriiey ot Fispobach Aalsta Fbaf TS Sesents ol Do b 2 vire Siddie etk o Tl SLEANHRR

—(o=) -

Click the
“Include in
Learner Chart”
checkbox...
then click on
[Confirm]

Enabla lnclude i Learned Chadl

Tiering of incbade i Leamer ShaeT Sean M dasiprment will be reisased B B Lasrnst (R Fander

‘ =

Checkboxes
are now
enabled...

QASES

Online Assignment Submission
and Evaluation System

Home Manage Assignments Administration - Howard Chow~

MedSISExport Downiload template Upload Enroliments

Howard-OASES_Guide-
Example

DisCo: 2016-2017
Details Assignment Status Upload Enrcliments Log Curriculum |Ds

Active 5, ves o No Available for assessments

Feedback Available

’
v

# Include in Learner Chart

+ Learner indicates graded submission
v

Learner tags Canmeds role(s)

Assessment TyDe . pogled Assessment @ Direct Assessment
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Best Practices for Managing Student Information

1. Centralize student files where possible; this ensures that all substantive records relating to a student’s academic history are
located in one easily accessible location, and will mean that personal information about a student can more easily be
protected as well as retrieved in the case of an information access request, dispute, or some other emergency.

2.  When working away from campus, access student information through OASES or using remote desktop, rather than by
removing files.

3. Do not use public computers to access or download students’ submissions

4. Make arrangements for departing assessors to leave their course records (class grades, examinations and assignments, etc.)
with the academic department or school.

5. File information about multiple students separately rather than in individual student files (e.g., submissions, Feedback).
Students may access much of their own information, but must not have access to information relating to other students.

6. Keep particularly sensitive information such as Adjudication cases and personal reflections separately or in the file in a
sealed envelope with access restricted only to those with a legitimate need to know.

7. Make copies of student information only when absolutely necessary. Copies create extra work and extra responsibility since
they are subject to the same security and destruction requirements as the official record.

8. Securely destroy expired student information on a regular basis — once a year or once a term is usually best — following the
university’s records disposal procedures
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