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Quia Directions

To edit your web page

1. Connect to www.quia.com.
2. Click on the Instructor Zone.
3. Login with your username and password and click Go.
4. Click the first tab, Class and then click the first button Class Pages. Move down to the page you want to edit and click on the word Edit button (about halfway down the page)
5. You have now entered your page. This is the Page Editor. You can change anything at this stage.

6. Here are some HTML programming tools you can use

a. <B>    Turns boldface on

b. </B>  Turns boldface off

c. <U>    Turns underline on

d. </U>  Turns underline off

e. <I>      Turns italics on

f. </I>    Turns italics off

g. These must be used in pairs: an on, then text, then an off. More than one command can be used at a time. For example to bold and underline the word COMPUTER you would <B><U>COMPUTER</B></U>

7. Once you have made your changes go to the bottom and click the button Preview Changes. You can see how your page looks. 
8. To continue editing click the Continue editing button at the top of the page.
9. Go back and forth between the Page Editor and the Preview Page by scrolling to the top or bottom of the pages. 

10. Once you are happy with your editing click the Save Changes button. This is found at the bottom of the edit page or at the top of the preview page. If you don’t save your changes the page will revert back to its previous state.
11. A note about the calendar: if you do not want a link to the calendar to appear at the top of your page you need to uncheck the Include Calendar box right before saving. 
To create an activity

1. Connect to www.quia.com
2. Click on the Instructor Zone.

3. Login with your username and password

4. Click the tab that says Activities
5. Using the pull down menu under Create a new activity pick a type of activity you want from the list (clicking on the inverted triangle will open a list of available choices)
6. Click the Go button this will take you to the Activity Editor.

7. Input the information you want Quia to use in the activity

8. Select done and your activity is now stored for use.
9. To go back to your Class Page click on Instructor Zone.

10. Go back to your Class Page by selecting that tab

11. Go to edit and the activities section, section 6, on the Page Editor

12. Use the inverted triangle to select the activity you want made available.

13. Remember to save changes once you have selected the various activities. 

14. Quia will store your activities and you can put them on your page as you need them. Summer is a good time to create activities and quizzes that you will use during the school year.
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To create a quiz

1. Connect to www.quia.com
2. Click on the Instructor Zone.

3. Login with your username and password

4. Click the tab that says Quizzes, select create a quiz or mini quiz and click GO
5. While in the Quiz Editor you type in the questions and answers. Mini quiz is a multiple choice format only. With Quiz  you will be able to select question types. You can choose from multiple choice, True/False, short answer, essay etc.

6. For Quiz you will need to complete three steps.

a. Create questions- click on edit and select the question type, type in your questions and answer. Choose the point value you want. Change the types of questions. Once complete click the Preview Quiz button at the bottom of the page. Once you preview and like the finished product click Done.
b. Order questions- this is where you determine the order. You can choose randomize and they will be changed each time a student logs on. Select Done
c. Enter settings- here is where you name your quiz, decide on style and feedback, how many questions you want presented, answer sheet printout and more. You can even change the language. Select Done
d. Once all three sections are complete click Done. You can go back and edit any of the three parts. The green check marks will disappear and you will need to continue through the steps based on your revisions.

7. To go back to your Class Page click on Instructor Zone.

8. Go back to your Class Page by selecting that tab

9. Go to edit and the activities section on the page editor. Quizzes are considered activities.
10. Use the inverted triangle to select the activity you want made available.

11. Remember to save changes once you have selected the various activities.

To Create a Survey

1. Connect to www.quia.com
2. Click on the Instructor Zone.

3. Login with your username and password

4. Click the tab that says Survey, select create a new survey and click GO

5. You have to go through the same three steps that you did for quiz making

a. Create questions- click on edit and select the question type, type in your survey question. Change the types of questions. Once complete click the Preview Survey button at the bottom of the page. Once you preview and like the finished product click Done.

b. Order questions- this is where you determine the order. You can choose randomize and they will be changed each time a student logs on. Select Done

c. Enter settings- here is where you name your survey, decide on style and display options. Again an alternate language choice is available. Once complete select Done.

6. To go back to your Class Page click on Instructor Zone.

7. Go back to your Class Page by selecting that tab

8. Go to edit and the activities section on the page editor

9. Use the inverted triangle to select the activity you want made available.

10. Remember to save changes once you have selected the various activities. 
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To Create Files

(This is how you add graphics to your web page.)

1. Connect to www.quia.com
2. Click on the Instructor Zone.

3. Login with your username and password

4. Click the tab that says Files. You are now in the File Manager.
5. Scroll down the page until you see the Upload button and click on it.
6. The Upload File window will appear.
7. Click on the Browse button and locate the image in your computer. 
8. Click on the image file to highlight and then click Open.
9. You will then be back at the Upload File window.  Type in a file name in the As box. Click OK.
10. You are then taken back to the Files area of Quia.
11. Your image file name will appear in your folder
12. Now go back to the Class tab and to edit your page.
13. Go to section 4 Message.
14. Go down to the Insert button below the message window and select Image as a file type. Click the Browse button.
15. Your folder of files will appear. Click in front of the image file and click OK. You can only take one image at a time.
16. The image programming language is always inserted at the bottom of you page.
17. Remember to save changes once you have inserted the graphics to your page.

18. You can always copy and paste the HTML programming language for your image and place it where you want it on your web page. It will begin with <img and ends with border=0>
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To Create a Calendar

1. Connect to www.quia.com
2. Click on the Instructor Zone.

3. Login with your username and password

4. Click the tab that says Class and the button that says Calendar.

5. Select the Add event button in the top right corner of the window.

6.  Fill in the fields for event, date, times etc.
7. Deselect the box “This event doesn’t have a start time…” if you have times for the event. You must put in the duration of the event.
8. You must select the page where you want the calendar to appear.

9. Select if it is a repeating event ie. Late night, basketball practice, spelling test etc.

10. Once you are done click the Done button at the bottom of the page.

11. Your calendar of events appears at the bottom of your class page. It also can be viewed as a daily, weekly, monthly planner, when the calendar button is clicked at the top of the page.
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To Create a Roster

1. Connect to www.quia.com/web

2. Click on the Instructor Zone.

3. Login with your username and password

4. Click the tab that says Class and the button that says Class Info.

5. Give your class a title and give out the code to your students. They will use the code to sign up for your class.
6. Click on the Printable Student Directions link, print out the directions and hand it out to your students. Your students will go to www.quia.com and click on the Student Zone. They setup their own user name and password. This is free for all your students.
7. As students start signing up for your class their names will appear in your class roster. As they start taking your quizzes their scores will be entered. 

8. Be Careful. The Refresh Class Code will delete all your class lists and create a new code for an incoming class. Don’t use this unless you are sure you want to start over.
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