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Top Hat Training 1 

Top Hat – Getting Started 

Getting Ready: Student response systems promote active learning by providing immediate 

feedback to both students and instructors, helping students to thrive regardless of discipline. 

 

Follow up: If you have questions regarding this instructional technology, please contact the ITS 

Help Desk at its-helpdesk@uiowa.edu. 

 

For future events and trainings, please refer to https://teach.its.uiowa.edu/events/upcoming. 

 

PART ONE – Introduction 

Top Hat helps instructors provide students with interactive learning experiences whether in the 

classroom, via homework, or through interactive textbooks. Today’s training will focus on using 

Top Hat Classroom to create, present, and grade content in interactive presentations. For more 

information about how faculty and students can use Top Hat, check out 

https://teach.uiowa.edu/clickers-student-response-systems  

 

PART TWO – Getting Started 

Set up Top Hat account and create a course  

1. If you have never created a Top Hat account, go to www.tophat.com and click Signup. 

2. Choose “Sign up as a Professor.” 

3. Search for University of Iowa, then click “Login with your school account.” You will 

then be directed to a page where you can log in with your Hawk ID.  

4. Enter or double check your name and email on the next screen, then click Next. 

5. On the next screen, click Skip at the bottom if you want to skip entering your phone 

number into Top Hat. 
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6. Under Create Your First Course enter the required information for a test course. Any 

information you fill out now can be edited later. 

• Course Name: Use the course name listed in MAUI/ICON. 

• Course Start Date: Choose the current month and year. 

• Subject: Start searching for your course’s subject and select the best fit. If your 

subject is not available, click “Add _____ as a new subject.”  

• Course Code: Use the course code listed in MAUI/ICON. 

• Course Description: Not required. 

7. When you are finished, select Finish at the bottom. 

• You can also use the blue Create Course button at the top right of your main Top 

Hat page to create courses.  

Connect your course to ICON 

1. Navigate to your course and click your name in the top 

right corner of your browser. 

2. Click Course Settings. 

3. Click LMS Set-Up & Sync. 

4. Next, click Enable LMS Sync. 

5. Top Hat will ask for permission to sync. Click Authorize Top Hat with your LMS. 

6. You will be taken to ICON. Check that your information is correct, then click Authorize. 

7. The next screen will list your ICON courses available to connect with Top Hat. Select the 

correct course and click Next. 

8. You will see all sections of that course. Select the sections you want to connect to Top 

Hat and click Connect. 

9. Once the student roster finishes importing from ICON, click Go to Student Manager. 

10. Now you can start creating content by clicking CONTENT in the top left.  
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Enable Top Hat connection for students in ICON 

1. Login to https://icon.uiowa.edu and choose the ICON course connected to your Top 

Hat course. 

2. Click Settings. 

3. Click Navigation.  

4. Find Top Hat in the list of tools available, click the three dots to the right and then 

click Enable (you can also drag it from the bottom list of items to the top one.) 

5. Click Save at the bottom. 

6. Verify Top Hat is listed in the course navigation menu of your ICON course. Now 

students can connect directly to your Top Hat course from ICON (this connection 

does not work for instructors.) 

Adjust Top Hat Course Settings 

Top Hat gives instructors many ways they can adjust their course’s default settings. 

1. Enter your Top Hat course. 

2. Click on your name in the upper right corner.  

3. Select Course Settings from the menu. 

4. Under Course Settings, you can adjust: 

• General Settings: Edit basic information about the course. 

• Grading: Adjust default settings for the grades. 

• Timers: Adjust timer defaults. 

• Attendance: Allows you to turn on location-based attendance (for information on 

Attendance in Top Hat, see Appendix A.) 

• LMS and Sync: Connects the Top Hat course to the ICON course and 

synchronizes information. 

• Advanced Options: Adjust the course’s default student settings. 
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PART THREE – Creating Top Hat Content 

How to Create Folders 

Folders make it possible for Top Hat users to easily move from one item to the next when 

presenting, and to keep items together in the gradebook.   

1.  In the Content section of your Top Hat course, 

click the blue Create button.  

2. Click Folder. 

3. Create a name for your folder. 

4. Click Create Folder.  

5. Click and drag items to move them into or out of a folder. You can folders within 

folders if you want to organize your course by unit, then by individual class sessions. 

How to Create Questions 

Top Hat gives you several question types that follow similar formats when creating them. See 

Appendix B for more information on each question type. 

1.  Click the blue Create button. 

2. Select Question. 

3.  Select the question type you would like to create. 

4. Fill in information about your question. 

• Title: This will appear on the course 

outline, gradebook, and student 

devices.  

• Question: This is the question that 

will appear onscreen.  

• Write a response: For multiple 

choice, write the answers you want 

students to choose from. Click Add an 

answer if you want to add more potential answers. If the question has a 

correct answer, select Correct Answer next to any correct answers. 
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5. Scroll down to select how many points the question will be worth. 

• Correctness: These points are awarded only if the student gets the correct 

answer. This will be grayed out if there is no a correct answer selected. 

• Participation: These points are awarded for answering the question. 

6. Present Options: These options allow you to adjust how you present the question. 

• Timer: Allows you to set a timer on the question. 

• Group Question: Allows one student to respond for their entire group. 

• Segmented Results: Allows you to compare answers from two questions. 

7. Assign Options: These are options for assigning questions as Homework or Review. 

8. Advanced Options: “Anonymous answers” means student answers are not viewable 

to anyone and cannot be graded. This option cannot be undone.   

9. Click Save.  

10. Once you have saved your question, it will appear on the left side of your screen.  

How to Create Discussions 

Discussions allow students to ask questions, give longer responses and respond to each other.  

1. Click the Create button. 

2. Then click Discussion. 

3. Fill out information for your discussion. 

• Title: The title appears in the folder, the student view, and the gradebook. 

• Topic: This is the discussion prompt that will appear on screen. 

• Grading options: Assign points to the discussion (use zero if it is ungraded.)  

• Response Options: You can adjust what aspects of the responses are visible.  

• Responses can be seen by: Decide if responses are visible to the class or 

just the professor. 

• Participants are anonymous to: Adjust who can see the names of 

students on comments. 

• Allow students to respond with a drawing: This feature allows students 

to draw an answer on an image you upload. 

4. Click Save. 
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How to Copy Content 

You can easily copy content in Top Hat from one course to another, or within the same course. 

1. Start in the Top Hat Course with the content you want to copy. 

2. In the outline, check the box next to any content you would like to copy. 

3. Above the outline, select Copy. 

4. In the next window, use Select course to choose a course to copy to. 

5. Select a folder to copy the content to, or select Content (top of tree)/(bottom of tree). 

6. Click Copy here. 

7. Once copying is complete, click Okay. 

 

PART FOUR – Presenting in Top Hat 

Display your content 

1. If not already in your Top Hat course, navigate to it in Top Hat. 

2. Select the first item of your presentation (usually the first item in that folder.) 

3. Click Present (in the top right). 

4. By default, the first screen will have a join code for students to join the class via the Top 

Hat app or TopHat.com. 

5. When your students have joined, click Start Presentation. 

Navigate items using arrows 

The arrows will allow you to navigate through all kinds of content.  

1. The round blue arrow button allows you to open and close the advanced presentation 

settings and see upcoming slides. 

2. The single arrow buttons pointing left and right allow you to move forward or 

backwards in your presentation. You can also use your keyboard’s arrow keys. 
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Present Questions 

1. Timer options are at the top right of your screen. 

• If you did not set a timer, you will see “Add 60s timer.” 

• If the question has a timer, you’ll see the time remaining. Click +15 

to add 15 seconds. 

2. The number in the bottom bar shows how many students have answered the 

question out of those logged in to the course in Top Hat. 

3. Of the next options at the bottom, click the symbol to go to that step. You may need to 

hover over the symbols to see the labels. 

• Open: The question is open to 

student responses.  

• Closed: Students can no longer respond to the question.  

• Responses: You can show how students responded to the question.  

• Correct: The correct response is shown.  

4. Double arrows allow you to skip over a question completely. 

Open Discussions 

1. Order of Responses: The drop-down menu to the right that says Ordered by allows you 

to adjust the order of student responses. 

2. Discussion Tools 

• Arrow: Clicking the arrow without pausing a discussion will leave it open.  

• Pause/Resume: Click Pause to stop student responses. 

Click Resume to reopen the discussion.  

Close out of presenting in Top Hat 

1. Hover over the top left corner of your screen until END (ESC) appears and click that to 

take you out of full screen.  

2. You can also click the escape key on your keyboard to close the presentation. 
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PART FIVE – Using the Top Hat Gradebook 

View and Adjust Grades 

1. Navigate to your Top Hat course and click Gradebook in the top left. 

2. If you are not projecting your screen, click “Yes, show grades.” 

3. Under the Course Content section of the gradebook, you can see how the class 

performed overall on questions.  

4. Click on a specific question to see student answers and grades. You can also make 

changes to student grades from here. 

Sync your Grades with ICON 

1. From the Course Content Page, click LMS SYNC (to the right). 

2. You can choose General Sync to sync all information, or Sync Roster Only. 

• Choose General Sync to update all information, including grades. 

• Choose Sync Roster Only to update your roster without syncing grades. 

• You can see other options to adjust if you keep scrolling.  

3. Click Run LMS sync. Now your ICON and Top Hat information will be synced. 

Export Top Hat Information 

1. Navigate to your course and click Gradebook. 

2. Navigate to the page you want to export information from, then Export.  

• Select Export This Page to Excel to export just that page. 

• Select Advanced Export to select material to export.  

3. Once the screen says Your Gradebook Export is Ready, click Dowload. 

4. Open your file in Excel to check the information, then save it.  
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PART SIX – Letting your students know about Top Hat 

1. Make sure Top Hat listed with your other required course materials  

• In MyUI 

• At the University Bookstore 

• On your course syllabus. 

2. Send your students invitations through Top Hat. 

• Once you have synced your course, click Students near the top.  

• Check the box next to Status to select all students.  

• Click Invite Selected at the top right. Then click Send on the invitation. 

•  Students will receive emails about how to join your course, use Top Hat, and 

purchase a Top Hat license. 

 

APPENDIX A – Attendance in Top Hat 

Take Attendance 

1. Navigate to your Top Hat course and start presenting your Top Hat content. 

2. From the Join Screen, click Take Attendance. 

3. The Attendance Code will appear on screen. Allow students time to enter it into Top Hat. 

4. When you are done taking attendance, you can click Finish to close out of attendance. 

5. Leave attendance open, click “Minimize and Keep Open.” Today’s code will appear on 

the bottom right of your screen. To close it completely, click the code, then click Finish. 

Enable Secure Attendance 

Top Hat can use geolocation in attendance, so students must be in the classroom and using 

location enabled devices to be counted present. 

1. To turn on Secure Attendance, navigate to your Top Hat course. 

2. In the upper right, click on your name, then select Course Settings in the menu. 

3. Under Course Settings, select Attendance.  
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4. Check “Enable location based ‘secure’ attendance.” 

5. Click Save. 

6. When you take attendance, your screen will show “Secure Attendance enable for [course 

name].” Students who enter the code but are not nearby will be marked absent. 

Attendance in the Gradebook 

1. In the course gradebook, click Attendance. 

2. You will be able to see statistics on attendance by day. 

3. Click on a day to see what students attended that day. 

4. To make changes to a student’s attendance record for that day, click Attended, Excused 

or Absent under their record.  

5. Click on a student’s name to see their grades and attendance record. 

 

APPENDIX B – Top Hat Question Types 

• Multiple Choice: This question type quickly assesses student comprehension by building 

polls, true or false questions, or multiple-choice questions with up to 10 different choices. 

• Word Answer: Students type in short answers. Instructors can set correct answers that 

are automatically graded. Student responses can be shared as graphs or word clouds.  

• Numeric Answer: These questions require numbers for answers, and instructors can set 

a tolerance range if they want to allow students with close answers to receive points. 

• Fill in the Blank: Instructors can create a fill in the blank question with multiple blanks. 

• Matching: You can create pairs of items and Top Hat will mix them up for students to 

match. Students must match all items to get correctness points. 

• Click on Target: Students answer questions by clicking on part of an image that the 

instructor has uploaded. This question type is not compatible with screen readers. 

• Sorting: The instructor gives a list of options that students must sort back into order. 

Students only receive correctness points if the answer is completely correct. 

• Third Party Questions: Graph Response, Math Response, Chemistry Response, 

Chemistry Drawing, and Video Assignment are beta question types through third parties.  
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APPENDIX C – Using Top Hat’s Presentation Tool 

If you want to use your own program instead of uploading slides to Top Hat, you can use 

Presentation Tool, which floats over other tools and activates Top Hat content when needed. 

Download the Presentation Tool 

1. From any page in Top Hat, look in the upper left, and click Tools & Apps. 

2. You will have “Presentation Tool (Mac & Windows)” available. Click the Download 

button, then click Download Windows Installer or Download Mac Installer. 

• If you want a version you can run on a thumb drive, click Download USB 

runnable Presentation Tool here at the bottom. 

3. Follow the directions to install the Presentation Tool on your computer or thumbdrive. 

Present your content 

1. Open the Presentation Tool and log in by searching for the University of Iowa, then 

entering your HawkID and password. 

2. It may open in a course. To select another course, click the 

X at the top left to close the current course. 

3. Choose the course you want to open and click Enter. 

4. From your course outline, hover your cursor over the item 

you want to present. Click the Present button to open your item in full screen. 

5. Resizing your Top Hat window: Use the arrow at the upper right to move from full 

screen to a smaller window or to move from a small window to a larger one. 

6. Closing out of content: If you leave a question or discussion open, you can close that 

item by clicking the X in the top left of that window. 
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Individuals with disabilities are encouraged to attend all University of Iowa-sponsored events. If you 
are a person with a disability who requires a reasonable accommodation in order to participate in this 
program, please contact the Office of Teaching, Learning & Technology in advance at 319-384-4357. 
 
The University of Iowa prohibits discrimination in employment, educational programs, and activities 
on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, disability, genetic 
information, status as a U.S. veteran, service in the U.S. military, sexual orientation, gender identity, 
associational preferences, or any other classification that deprives the person of consideration as an 
individual. The university also affirms its commitment to providing equal opportunities and equal 
access to university facilities. For additional information on nondiscrimination policies, contact the 
Director, Office of Equal Opportunity and Diversity, the University of Iowa, 202 Jessup Hall, Iowa 
City, IA 52242-1316, 319-335-0705 (voice), 319-335-0697 (TDD), diversity@uiowa.edu. 
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