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OASES Progress Reviews

Purpose

OASES provides a platform for Learners to upload their Progress Review file for review by an Assessor (usually the Learner’s assigned Academy
Scholar).

e  Learners can log into OASES to view their uploaded submissions at any time, as well as view feedback submitted by Assessors.
Assessors can approve or request revisions.
Once an Assessor has approved a Progress Review, feedback comments and the final uploaded Progress Review file are viewable in Learner
Chart.

The OASES Progress Review process:

STEP ROLE PROCESS
1 Assignment Administrator Sets up the Progress Review
2 Assignment Administrator | Enrolls Learners and Assessors
3 Learner Submits Progress Review file
System Locks the upload
Emails Assessor
4 Assessor Reviews the Progress Review file and provides feedback
5 System Assessor’s review is Locked
Approved: | System Exports feedback & approved progress review file to Learner Chart
YES
Approved: | Assessor Requests revision from Learner -> see next step
NO
System Emails Learner -> return to Step 3

Other processes:

Learner wishes to resubmit a progress review file

STEP Role PROCESS DETAILS
3A Learner Requests Unlock to re-submit Progress Review file
3B Assignment Administrator Unlocks Learner submission -> continue to step 3

Assessor wishes to unlock to provide additional comments, or change decision

STEP Role PROCESS DETAILS
5A Assessor Requests Unlock to re-submit Review
SB Assignment Administrator Unlocks Assessor Review -> continue to Step 4
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The OASES Progress Review - Process Map
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ADMIMNISTRATOR
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1. Initial Setup of Progress Review:

| Log into OASES

Log into OASES at: https://apps2.med.utoronto.ca/oases/

This will redirect to a UofT
weblogin page.

(NOTE: You must be pre-registered
to use OASES otherwise you will

not be able to login.)

Enter your UTORId and Password.

UNIVERSITY OF

TORONTO

weblogin

The resource you requested requires you to
authenticate

UTORId / JOINid

Password

Forgotten Password?

Alert: Completely exit your web browser when you
are finished

Steps you can take to protect your account:

Q Before you begin, make sure the weblogin page (URL)

©

starts with:
https://weblogin.utoronto.ca/.

Check your browser for a valid University of Toronto security

certificate:

e @ @ @ « Select your browser to see how

When using a public computer, close all windows and exit

the browser.

Keep your password a secret at all times
Tip: U of T will never ask for your password or other personal
information by e-mail

Site Feedback

Accessibility

€ Protect Your
Account

What is weblogin?

Need a UTORId?

How to Log Out

Forgotten
Password

Login Problems

Finding Help

Protect Your
Email

© University of Taronto

After logging in, the OASES
homepage will be displayed.

Click: Manage Assignments

Administration «

QASES

Online Assignment Submission
and Evaluation System

Howard Chow ~

Existing Assignments will be
displayed.

Click: [Add] to create a new
assignment.

Home Manage Assignments  Administration ~

Manage Assignments

Assignments

Assignment Name

Sample Assignment
Peer Assignment

Default Anonymous Grading

QASES

Online Assignment Submission
and Evaluation System

Due Date Course
2017-06-08 14:52 PM DisCo
2015-07-15 15:00 PM DisCo
2015-07-15 16:45 PM DisCo

Academic Year

2015-2018

20152018

2014-2015

Howard Chow ~

Delete

x

X

Click: on drop downs to select

Course: Progress Review

* Progress Review must be
selected.

Add Assignment

Course

Academs Year

~Please select an Academic Year-

Academic Year:

Assignment lame

Enter Assignment Name in the
text field.
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Click: [Save]

Add Assignment

Example: e -

QASES

Cnline Assignmen! Submission
‘and Evaluation System

Setup as follows:

Active -> Yes s | |

Progress Review: 2017-215

Due Date -> Set date and time (in

the future) O~
NOTE: The due date set should 2017-08-09 14:00 M
be set to the latest date Progrem Yaar
possible. This is to vesr [-]
accommodate the time required i
for Learners to meet with et =]
Academy Scholars, review Eer e rse Vo
feedback and make revisions... ka4 5
Program year -> Use drop down to
select
Student instructions -> add your
text here Assassor instrctons
[B 1][= = = #|[= =][2]
Assessor instructions -> add your -
text here
Click: [Save]
. . . . Assignment has
This confirmation message will been succassully
appear. updated

Click: Download Template QAS ES

Online Assignment Submission
and Evaluation System

This is a copy of a blank template
file (Excel 2003 file with “.xlIs”) that

is required to enroll Assessors and [y— [P p—
Learners PR-test-Howard7
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2. Enroll Learners and Assessors

The Enrollment File:

1. Download a blank Enroliment Template from OASES when setting up an Assignment (this is an Excel 2003 file with “.xIs"”).
2. Click to open the blank template, then add Assessors and Learners. For Progress Reviews, a specific Assessor MUST be
assigned to each Learner (one Assessor can be assigned to more than one Learner).
NOTE: Information in the Enrollment file must be complete and accurate (ie. Name, UTORid, Email, Student#, must match University

records). If there are any errors, the upload will FAIL. Contact the MedIT if you require assistance.

For each Learner, the following fields are required:

For each Assessor, the following fields are required.

First Name

Last Name

UTORID

Email

Student #

Student Role (mark with an x)

Direct Assessor (assigned Assessor’s UTORID)

First Name

Last Name

UTORID

Email

Assessor Role (mark with an x)

For Example:
Roles
A B C D E F G H I I J K L
1 [First Name  Last Name UTORID Email Student# CPSO | StudentRole  AssessorRole  Adjudicator Role Peer Group Agsessor Group  Direct Assessor
Assessors = 2 PP Scholar qq203428 ppscholar@discoverycommons ca X Specific Assessor
il Ryker 210761 will.vker@discoverycommons.ca X Assigned
4 PP Learner qq203373 pplearner@discoverycommaons.ca 203373 X qq203428
Learners 9 5 Sara Connar qq210760 sara.connor@discoverycommons.ci 190139 X qq210761
3. Save the file and Upload as below.
Click on the QAS ES
Online Assignment Submission
[Upload Enrollments] button to 2] Exaloation Systsi
upload an enroliment file (Must ™™= "= e o -
be in Microsoft Excel format
1997-2003 with “xis" e
extension). PR-test-Howard7
Progress Review: 2017-2015
Onifine Assignment Submission
and Evaluation System
Click: [Browse...] B e e e
Select your Enrollment file. PR-estHovard? | Up
Click: [Upload] Upload
[ Ng file selected. ]
=)
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Example:

PR-2sH-Howand? | Upioad

Upload
PR-TEST-howard1 xis

l Upload l

QASES

Onifine Assignment Submission
and Evaluation System

“Upload Result: Success”
This is what you want to see! :D

“Rows Read From File” and
“Failed Rows” will display.

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

Possible errors:

Incomplete information.
Role column is not indicated.
Learners are not assigned an
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

[ Upload Result: Success

9 Al rows sucossstully procsssed

. 0
ailed o O
Row ¢ UToRID Massage
z qoase
3 QaEIOTE
L QTS
5 Seip

Actions

Aod e uger: CTeate the enroliment

Add e wser, Creste the enroliment

And e uger: Create the enroliment

Ao e uger. Creste the enroliment

Once an Enrollment file has been successfully uploaded, the Assignment is ready for use.
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3A+3B. Unlock a Progress Review submission

Scenarios:
(i) Learner request before Assessor has reviewed their submission.
(ii) Learner request after an Assessor has requested a revision, but before their re-submission has been re-reviewed.
ASSIGNMEMT
. ADMINISTRATOR
LESSEER ans:s:;?i ITE:SS :I:fur r . L System emails
submits PR file — = requests Unlock to > submission -> Learner
re-submit PR file
~
Log into OASES Log into OASES at: http://oases.med.utoronto.ca
ClICk Oniling Assignment Submission
Manage ASSignmentS and Evaluation System
Home Administration - Howard Chow ~
Online Assignment Submission
and Evaluation System

Home Manage Assignments Administration - Howard Chow ~
Select an Assignment Manage Assignments
Example: PR-test-Howa rd7 Assignments

Assignment Name Due Date Course Academic Year Delete

2017-08-09 14:00 PM Progress Review 2017-2018 ®

PR-test-Howardg 2017-08-10 13:55 PM Progress Review 2017-2018 ®
PR-test-Howard9 2017-08-09 14:28 PM Progress Review 2017-2018 *®

QASES

Online Assignment Submission
‘and Evaluation System

PR-test-Howard7

Progress Review: 2017-2018

Click: Assignment Status

Uphad Er

f*’“"’e,?,n: @
Dus Dats
2017-08-09 14:00 PM

Frogram Yesr
Year 2 |Z|

Lzademic Year

2017-2018 B
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Scroll through the list of
Learners.

Or

In the Search field enter
Name, UTORiId, Student #
or Fictional #...

Then press the “Enter”
button on your keyboard

Locate the Learner in the
list. Check the status of
their submission by
clicking on the green
Submitted box.

Upiiad Ennaliments Log Curmizalem 1D

Assessment Adjaticztion Fizg

B~ ]~

“Torat e of recorss Sund: )

Student Name: PP Learner (pplearner@discoverycommons.ca)

Ry o |
Fietinal swosm = [
BT e |

Student Name: Sara Connor (sara.connor@discoverycommons.ca)

=)

ok

STUDENT

ncompieE

ook

|ZI LReset | &

Az

off

@,

Off

If the Feedback field is
empty, it means this
submission has not been
reviewed yet.

This is Scenario (i)
Learner request before
Assessor has reviewed
their submission.

It is OK to unlock this
submission.

Submissicn

Ansigumant sumurscas

22373

Panding review Fesdback

Under Direct Assessor:
Click: [Incomplete]

Student Name: PP Leamer (pplearner@discoverycommons.ca)

(qu203428)
Student = [EZTY -
Fictional Student #: ([ 2 Unlocked
uToR:

§ U

Direct Assessor: PP Scholar

Adjudication

In the Feedback to
Student textbox, enter
comments.

(ie. “Learner initiated
request to re-submit PR
file”)

Click: [Request revision]

Pending review

Filename:

PRTEST howard3 docx !

Upload date: August 16, 2017 217 PM

Feedback to Student

|B 1]

Lesrmer mtistad request 1o re-susmt PR g

st be provided when reviewing s leamer's progress.
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Learner’s submission is
now “Incomplete”. They
can upload another file.

Student Name: PP Leamner {ppleamer@discoverycommons.ca)

Adjudication

4,

Student# B0
Ficticnal Student #:
raesn & Unlodied || & Unsssign || Incomplete
uToRId: [
Progress Review: 2017-2013
Detal Uiaad Envalimests Log CumaalmiDs
Name, UTCRM, Stodent # Fictional¥  Assigrment Assessmant Adjdicaton g ok

Search .. Any |z| Any El Any |z| Any El STUDENT |Z| CReset | &

Tt memnar of racorss e ()

Student Name: PP Learner (pplearner@discoverycommons.ca) i,
Adudication Off
Let’s perform the same =
operation on a different e ssows = [ au s
Learner... vrose
Click: [Submitted]
Student Name: Sara Connor (sara.connor@discoverycommons.ca) i,
Adjdication Off
G v
sents
e o = nooTpisis
Fictional Saucen # [
LT oo | =
Comments in the Submission
Feedback area indicate a i
revision was requested by  PR-test-Howard? frn
the Assessor.
N
This is Scenario (ii)
Learner request after Panding review Feedback
an Assessor has i R
requested a revision, 3 s i g
but beforetheir re- e s
submission has been o
re-reviewed. L
-
It is OK to unlock this
submission.
Student Name: Sara Connor (sara.connor@discoverycommons_ca) | -3
Direct Assessor: Will Ryker (gq210761) Adjudication Off
v
. Student #: m
Under Direct Assessor: S
Fictional Student #: [T i Uit || 8 s

Click: [Incomplete]

UTORId: e

ed | @Celste
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In the Feedback to
Student textbox, enter
comments.

(ie. “Learner initiated
request to re-submit PR
file”)

Click: [Request revision]

Assessment

Assigemment Name:

PR Test-Howard18

assgnmant Instructions

ek

Pending review

‘St Name:

SaraConnor

Fesabsex to stugsnt

B I | .= =

Upioad date: August 16, 2017 130 AM

status: Rewsion reguesis

‘Stugert Numer

153

Feedback

I Rper August 16,2017 1131 AM

Pisass 9-vice. Mors delallrequired

Learner’s submission is
now “Incomplete”. They
can upload another file.

Student Name: Sara Cennor (sara.connor@discoverycommons.ca)

Dinect Azsessar Wl Ay

Acjuication off

nomokae
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5A+5B. Unlock Assessor’s review

NOTE:

Only an Assessor can request an Unlock of their own review.
At no time should an Assignment Administrator unlock an Assessor’s review if requested by a Learner.

System locks
Assessor's
FEVIEW

ASSIGMMENT
ASSESSOR ALRNRIISIRADR ASSESSOR
=  requests Unlock o e—mge Unlocks Assessor 3, reviews PR file and
re-submit Review Review provides feedback

1

Log into OASES

Log into OASES at: http://oases.med.utoronto.ca

Click:
Manage Assignments

QASES

Online Assignment Submission
and Evaluation System

Home Manage Assignments Administration -

Howard Chow -

Select an Assignment

Example: PR-test-Howard7

QASES

Online Assignment Submission
and Evaluation System

Home  Manage Assignments  Administration ~

Manage Assignments

Assignments

Assignment Name Due Date Course

PR-test-Howard7?

PR-test-Howards

2017-08-08 14:00 PM Progress Review

2017-08-10 13:55 PM Progress Review

2017-08-08 14:28 PM Progress Review

PR-test-Howard®

Howard Chow ~

Academic Year Delete
2017-2018 *®
2017-2018 *®
2017-2018 ®

Click: Assignment Status

QASES

Oniine Assignment Submission
and Evaluation System

""“:"B,Q,Yﬁ (@)
Dus Dats
2017-08-02 14:00 FM
Program Yzar
Year 2
Acagemis Yaar

2017-2018
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QASES

Online Assignment Submission
and Evalualion System

PR-test-Howard7

Progress Review: 217-2813

Scroll through the list of
Learners.

Detalis Assigrement

Lipload Enrc

Name, UTORM, Student #, Fictional #  Assignment Assessment Adjudication Fiag Roke
O Search .. Any |z| Any |z| Any |z| Any |z| STUDENT |z| (G Reset "
r

Total nuemer of racords tund- )

In the Search field enter

Name, UTORId, Student # Student Mame: PP Learner (ppleamen@discoverycommons.ca) | i,
or Fictional #... ; ) =
Direct Azsessor: PP Scholar (3g203425) Cff
Then the “Enter” button |
on your keyboard esors s = Btz
uTﬂihm
Then select the Learner by
clicking the Cog icon to
the far right of the
Lea rner's name Student Name: Sara Connor (sara.connor@discoverycommons.ca) L |
Direct Assessor Will Ryker (gg210761) Adjudication Off
Suentx 2] v
Submitted rEpp e
Fiononal suoe = [ Locked || & ek
uToR ([
Student Mame; Sara Connor (gg210760)
ect Axveaner, Wil Ryker (gad 0761 . of

Under Direct Assessor: St s K -m
Click: [Locked] o
B na -]
Toggle assessor lock
C||Ck: [Confirm] Are yOU SuUre YO topgle sasessor Dok
Direct Assessor is now Student Name: Sara Connor (qq210760) D

“Unlocked”

Click the “x” in the upper
right corner to close the
window.

BLocted | Unfagged | @ Deete

The Assessor can now
revise their Review.
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