
Quick Start Guide
The Fastest Way to Create, Assign, and Take Assessments, 
and View Reports



Create an Assessment

1. Click the Assessments tab, 
and then click the Create an 
Assessment button.

2. Select a subject from the 
Subject drop-down menu 
on the left, and then select a 
Grade/Course from the drop-
down menu. 

Narrow the list of questions 
by clicking the Advanced 
Filters button and selecting the 
desired criteria.

3. Preview a question by 
hovering over the image of 
the question and clicking the 
magnifying glass.

4. Add a question to the 
assessment by clicking the +
button, and repeat to add 
more questions. When finished 
adding questions, click the 
Next Step side tab or the 
Reorder Questions circle at 
the top of the page. 



5. On the Reorder Questions 
page, click inside the 
Assessment Name text 
box and type a name for the 
assessment.

6. If desired, reorder the 
questions by clicking Order by 
Standards, or drag and drop 
the questions into different 
positions in the list. 

7. Click the Preview button to 
review the items in the order 
in which they will appear in the 
assessment, or click the Save 
and Exit button to save your 
work and return later to assign 
the assessment.



Assign an Assessment

1. To assign an assessment 
from the Reorder Questions 
page, click the Save and 
Assign button.

2. To assign an assessment 
from another location in MICA, 
click the Assessments tab. 
Click the checkbox next to the 
assessment that you would like 
to assign, then click the Assign 
button.

3. On the New Assignment 
page, select the class to which 
you would like to assign the 
assessment.



5. Select the assessment type 
(Pre-Assessment or Post-
Assessment).

4. If you would like to assign 
the assessment to only a 
few students, click inside the 
Recipients text box, and select 
the students one at a time from 
the class list.

6. By default, assignments 
are active for one week. To 
change the window in which 
an assignment is active and 
available for students to 
complete, click inside the start 
and/or due dates and times 
boxes, and select the desired 
dates and times.

7. If desired, enter a message 
for the students to see when 
they begin the assignment, and 
then click Assign.



Take an Assessment

1. Click the Classes tab, click 
the name of the class to which 
you assigned the assessment, 
and click Roster.

2. Provide the students who are 
assigned the assessment their 
username and password as 
displayed on the roster screen. 
To view a student’s password, 
hover over the dots in the 
password column.

3. To print and distribute 
tickets displaying the students’ 
usernames and passwords, 
click the Switch to printable 
view link and then click the 
printer icon on the right.

4. Once students have received 
their account credentials, have 
the students complete the 
steps that follow.



5. Go to https://micatime.com 
and sign in using the username 
and password provided.

6. Find and click the 
assessment name displayed in 
the To-Do list.

7. Click the Start Assessment 
button.



8. Click the Next button in the 
upper right corner to navigate 
to the next question or the 
Previous button to navigate to 
the previous question.

9. Click the Finish button 
when you have completed the 
assessment.

10. Click the question number 
to review your responses or 
click Finish this Assessment 
to submit your assessment.

11. Click the assessment name 
in the Completed list to see 
your assessment results.



12. Click a question number 
to view the question and the 
correct answer choice.



View Student Results and Reports

1. Click the Reports tab, and 
then click on the Assessments 
report.

2. Select an assessment name 
from the drop-down menu.

3. Highest student(s) scores, 
lowest student(s) scores, and 
class average scores from 
the assessment are displayed 
across the top of the page. 

Assessment Report



5. Scroll down to view 
class performance on 
specific questions within the 
assessment. Hover over a 
bar to see a thumbnail of the 
question.

4. Class performance on the 
assessed standards is displayed 
in a bar chart. Hover over a 
bar to see the standard and 
the class score average for that 
standard.

6. Click on the bar to see a 
preview of the question.



7. Continue to scroll down to 
view student scores on the 
assessment.

8. Click on the student name or 
the bar to see how the student 
performed on each question in 
the assessment.

9. Click on a question number 
to view the question, the 
student response and the key.

10. Click Results to return to 
the student’s performance on 
the qestions in the assessment 
or click Done to return to the 
Assessments report.

11. Click the Print icon to print 
all reports on the page.



Classes Report

1. From the Reports page, 
click on Classes.

2. Click the name of the class.

3. Highest student(s) scores, 
lowest student(s) scores, and 
class average scores from 
the assessment are displayed 
across the top of the page. 

4. The class percent score for 
all assessments combined, 
by standard, is displayed in 
a bar chart. Gray or colored 
bars indicate whether the 
assessment results are for 
pre or post assessments. 
Post assessment bar colors 
are according to the standard 
mastery level set. Hover over 
a bar to view the percent score 
for the combined assessments 
and the number of questions.



5. Click on a bar in the bar 
chart to drill down into more 
specific standards.

6. Click the Back button to 
return to the previous standard 
view.

7. Scroll down to view each 
student’s performance on all 
assessments combined.

8. Click the Print icon to print 
all reports on the page.
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