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Using the dashboard 

 

 

After you login to the system, 
you will land on the 
Dashboard page. This shows 
the list of IST courses your 
organisation has permission 
to deliver. 
 
Select the course you will be 
delivering to enter that 
course. 
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Accessing the teacher resources 

 

 
 
 
Each IST course includes a range of 
teacher resources. To access these, 
select the Teacher Resources folder  
 
Teacher Resources include: 
 
Assessment Strategy – an overview 
of the courses and how to use the 
resources and assessments. 

Course Mapping Document – details 
where assessments and tasks are 
mapped throughout the units of 
competency in the course. 

Assessor Marking Guides – marking 
guides for the Assessment Workbook 
detailing suggested answers. 

Course Descriptor  
Full description of course and topics 

CSV template  
Used to bulk upload students to the 
LMS 
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Uploading and enrolling learners 
 
You can upload and enrol learners into the IST courses by completing an Excel spreadsheet and uploading it to the system. To do this, 
follow these steps:  
 

Excel Template provided in the teacher resources folder in each course 

Step one - complete the excel template provided in teacher resources 

a. Username can be a mobile phone number, student ID or create your own usernames. (Only lower-case letters allowed) 

b. Password enter the same password for all users. Users can change their own password from their user profile. 

The password must have at least 8 characters, at least 1 digit(s), at least 1 lower case letter(s), at least 1 upper case letter(s), at least 1 

non-alphanumeric character(s) such as *, -, or # 

c. First Name as will appear on the certificate of completion 

d. Last Name as will appear on the certificate of completion 

e. Email   

f. Country of learner – the country the learner lives in – choose country from the drop-down box 

g. Gender – Choose M F or O from the drop-down box 

h. Occupation– Occupation the learner works in – enter manually 

i. Industry – Choose the industry from the drop-down box (Select the closest match) 

j. Course1 –select the course name from the drop-down box, the course code should automatically appear in the next field 

k. Course code – automatically appears after course name selection 

l. Role1 – always enter iststudent 

m. Group1– always assign a group name for easier searching in the grade book and certificate generation areas 

n. Course2 –select the course name from the drop-down box, the course code should automatically appear in the next field 
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o. Course code – automatically appears after course name selection  

p. Role2 – always enter iststudent 

q. Group2– always assign a group name for easier searching in the grade book and certificate generation areas 

r. Country of delivery - the country you are delivering the course in – choose country from the drop-down box. The country code 

should automatically appear in the next field 

s. Country Code – appears automatically 

t. City of delivery – the city you are delivering the course in – choose city from the drop-down box. (In the unlikely event that the city is 

not found in the drop down, please select the closest applicable city from the list). 

u. Funding Entity - who is funding the RTO for the learner’s participation in the course – enter manually 

 

 

 

Note:  All fields are mandatory 
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Final steps of the spreadsheet preparation! 

When you have added all fields in the excel sheet - save it as a csv file. 

Close the file, and re-open it, 

Fields to remove – remove the 3 columns by right clicking with your mouse on the letter and selecting delete. 

· Country – column R 

· Course2 – column N 

· Course1 – column J 

Delete any cells which have ‘---’ in them. It is best to select cells, and click on the Clear dropdown, then choose Clear all. 

 

Save the file again – make sure it has the extension .csv. 
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Step two - upload users to the course 

1. Go to Dashboard > Upload users 

 

2. Drag and drop file to upload 

3. Upload users preview - check settings and default user profile settings 

4. Click "Upload users" 
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5. Upload users preview - shows list of users, exceptions made in upload and summary of number of users 

6. Change Force password change to All 

 

7. Upload users results - click Upload users 

8. Returns to Upload users results screen 

 

2 

4 
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Administering assessment tasks 
 
To complete each IST unit, the learner is required to complete the Candidate Assessment Workbooks. 
 
The Online questions are available as formative assessments to help test understanding but are not a compulsory assessment item. 

Information about how to administer each of these assessments is provided below. 

Administering the Online questions 
 
The Online questions can be delivered online (via the AssessitNow Plus platform) or offline (via the AssessitNow app).  

Online Questions  

Learners must achieve a 100% pass rate. They get 3 attempts for each test, and there is no time limit.  The system grades each attempt automatically and 
creates randomly generated re-sits if the learner needs to reattempt. 

 

Offline questions (Moodle App) 

See the Offline App user guide for information about how to administer the Questions using the offline app. 

Learners must achieve a 100% pass rate.  They get 3 attempts for each test, and there is no time limit. The system grades each attempt automatically and 
creates re-sits if the learner needs to reattempt – the re-sits contain only the questions the learner previously answered incorrectly. The score will display 
on the screen on completion. 

 

It is no longer necessary to upload these results as they are not compulsory.  
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Grading the assessment workbooks 
 
 
 
 
 
 
 

 
 

 
 

 

 

 

 

During the course, learners should complete the Assessment Workbook (an editable PDF) for each IST unit. The learner should upload 
their workbook together with any supporting evidence (e.g. photos, videos, etc.).  

To grade the Assessment Workbook (screen shots on following pages): 

 

 

1. Select the workbook activity to be graded from the course page 
2. Select the grade button 
3. Download submitted assignment (click on the file name) 
4. Use marking guide provided in teacher resources 
5. Grade competent or not yet competent 
6. Leave comments and feedback 
7. Allow resubmission if required 
8. Save 

1 



AssessitNow Plus User Guide for Teachers and Administrators V3.1 2021        12 
 

  
2 
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3 
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Add evidence videos as feedback to an assignment 
As an IST Admin, you can upload student evidence videos as feedback to an assignment.  
 
 

Video file size 

Note that there is a maximum size limit of 200MB (the average for regular HD 720p is around 4 MB per minute). If you are careful with the video quality and 
length, this should work.   
 

Upload a video as evidence 

 
1. Go to the course 
2. Select the assignment activity – Assessment Workbook 

 

 
3. Select Grade 

 

 
4. Find the assignment you need to upload the video to 
5. In the Feedback file area, underneath the Feedback comments, upload the video – or other files. Note that you can drag-and-drop the file in. 
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Submitting assessment workbooks – Offline delivery 
 
If delivering the courses offline, you need to upload the students completed Assessment Workbooks for grading.  

1. Select the unit Assessment Workbook Activity 
2. Select View all Submissions 
3. Select Edit - Edit Submission for the student you are uploading the workbook for 
4. Drag and drop the students completed workbook and select Save 
5. The student’s workbook is now ready to grade 

 

 

 

 

 

 
 

 

  

2 

1 

3 

4 

5 
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Using the grade book  
 

 

Keep track of your learners’ progress via the grade book.  
 
1. Go to Course administration à Grades to view the Gradebook 
2. Select your group in “visible groups” to refine the search results. 

 
 
 

1 

 

1 

 

2 
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Generating Certificates 
 
If a learner has fulfilled the requirements of a course (i.e. all assessment tasks successfully completed), they are eligible to receive a Certificate. If a learner 
has completed some units (but not all the units contained in a course), they are eligible to receive a Statement of Training.  

Follow these steps to create Certificates and Statements of Training: 

 

Step one – Access Grader Report 

  1. Got to your Dashboard, and select Access Grader report  
2. Select the course for which you want to generate Certificates or Statements of Training 
3. Click Apply 

 

 
4. Select Generate Certificate or Generate Statement 
 

 

 
1 

2 

 

4 

3 
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Step two – Generate Certificate 

 

 
 

 
· Check that all units are ticked that 

apply to the course 
 

· Select preview to check that the 
certificate is correct 

 
· Select generate and the certificate 

will appear in the Statement 
Generated History 
 

· Download certificate to send or print 
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Customer Support 
 

eWorks Support desk 

Our commitment to you  

· Our response times are detailed below 

 

 

 

 

 

 

 

Contact 

For non-urgent requests please use the My eWorks ticketing system: https://my.eworks.edu.au 
 
 

If you do not have access or your contact is not available, then please email VETASSESS Administration support at 
assessitnow@vetassess.com.au  

Or 

Call eWorks directly (03) 9661 8700 or via VETASSESS reception (03) 9655 4801 
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