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1 Introduction

This document explains the workflow of sending different notifications to students, where notification
content depends on the session type they are assigned to.
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2 Setting the message templates

You can create the "Session instructions" messages through the system parameter and set the default one
that will automatically appear when creating a testing session, depending on whether it is a private or

public session.

To do that, follow the steps below:
1. Navigate "System" in the main menu and choose "Settings and customization".

" earch use Mysssignments  Users -  Tests ~  Surveys -  Trainingcourses  Reporting - System -

DoAY

@

2. Enter the side-tab "Message templates" and click on the "Add new message templates" button.
3. The "Add new message template" pop-up will appear where you need to configure the message
template. To do that, follow the next steps:
3.1. Enter the name of the message template you are creating.
3.2. Optionally add its description.
3.3. Select the language in which you want to enter the desired message.
3.3.1.Let's first select "English".
Note: You can add the same messages in French and English. Once you create the individual
testing session, the displayed language message will correspond to the language preference set
on the test.
3.3.2.Enter the desired message and click on the "Save text" button.
3.3.3.Select "French".
3.3.4.Enter the desired message and click on the "Save text" button.
Note: You need to create a default message template for both public (self-enrollment option
enabled) and private (self-enrollment option disabled) testing session.
4. Select the message template you want to appear automatically when creating a public testing
session.
5. Select the message template you want to appear automatically when creating a private testing
session.
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3 Creating testing session

3.1 Individual testing session

To create the individual testing session, navigate "Tests" in the main menu and choose "Manage tests".

Training courses

#* v My assignments Users +  Tests ~ | Surveys -
New test
- Manage certificates

View e list of all te ana pooking calenasr of
Question pools

Eais que
Grading scales
= Testing locations

Mansge:

Create test

teat with muktimeaia

Test attempt authorizations

Te

Reporting ~  System - 1D A

e

Create user group
d users to it Drganize a teating session for the group later

Play vigeo

Creste & user group &nd a

a

Creste training course
Create & training course witn multimedis comtent and anort tests.

Pley vigeo

Use the search box to find the test for which you want to create an individual testing session, and click on

the name of the test to open it.

My sssignments Training courses

Users v  Tests v  Surveys -

1216518

Reporting -  System «

Tests

Manage tests

All tests (126)

N the t2eta by multiple

nanemty dizanles

gn new cangiastes. Suzpenged tests sre pen

till pe fully edited. Publisneg jonz ana
Name s Creation date Staws ¢ D ¢ External ID ¢ Creation type ] Report displayed s Report content ]
P o Select one ~ Jol O | Selectone | Selectone v Sekctone ~
A/P Exam Sep-07-2022 1804 Generated Immediately after result grading Score and details
& Displayed columns e 10 v Rows: 1
a?
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Click on the "Testing session" button on the "New testing session" tab. The pop-up window will appear
where you need to enter information about the individual testing session you are creating.

Location: @
Cnoose a location from  pre-existing fist

Time zone:

evailability fields below.

Availability:
Sefeot starting and ending time for this session. Define

Assign to group (Optional setting):
: .

whale group.

Assign to training (Optional setting):

Test oan be started only from this training.

Candidate self enroliment:

H1his optian io enabled. usero will be abie o, Book.
purshase or atart the exem on ther own without the need
for the manager 1o echedule them menually. If i sesoion
ia oonnested 10  traiing courue or @ user group, the.
B

| ENG Exam September 12.2022

[Selectone

| Canada/Esstern (GMT -5:00)

Start* | Sep-12:202209:00
Enor  |Sep12:202200:30

[1FSE Colleges » College 01

=

The "Candidate self-enroliment" option is disabled by default when creating the individual testing session.
This means that this testing session will automatically shown the message you previously set in the "Private

session — session instructions" parameter.

A - My s Users ~

Edit testing session

Training courses

Reporting -

Tk AP e

Testing session I0:
Testing session name:*

Location: &

Chomse o lacatian fram a pre-ssisting st
Time zone:

Tretime zane attrisute io usen for oeting the assignment
avsilabilty fielda belom.

Availability:

Defi

‘when the sansicates wil be able o take te ssoignment.

Assign to group (Optional setting):

Upen sslecting tne graup. you will Rave ta nangpigk tne

‘group members who will have scosen to the seasion or tum

‘ontne option of Self enroliment t2 grant asszss o the
whaie group.

Assign to training (Optional setting):

Tent san e startes only from tis training.

Candidate self enroliment:
If thia option s enabled. user will be able to. book.

13846

[ErG Exem Sememeer 12 2022

Sslectone

|CsﬂathlEumr| (GMT 5:00)

Start*  |Sep-12.202200:00
Ena”  |Sep12.202200:30

IFSE Colleges » College 01

Select trsining

Note: The language of the displayed message depends on the language preference of the test.
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Suppose that the "English" is set in the language preference of the "A/P exam". Then the default message
for the "Session instructions" will be in English.

My sssignments  Users ~

Tests ~ Trsining courses  Reporting +

x I
Q Testuposten.
Manage teats
All tests (126) =

Sertings  Testingsessions  Cancioster  Monitoring  Questions  Graaing confiurstion  Reportbuiloer  Summsryreport  Mansgers  Proctors  Authorizstions

Settings Language preference

rg " o taken.

-l

Basic information

Language preference: |Engich | -

Inazst configurstion

Durstion and layout

Report esttings

Peuae/Repest asttings

Security settings

P

Resultvaliaity setings

Certificate

External stribwes

Mobile settinge

Score report settings

Peraonsl report settings

Delivery preference

| I Language preference

Attachments

My assignments Users v  Tests ~  Surveys »  Training courses Reporting =

BR % BIUS= >
EESST o= o
Load from template = -k

B\ o - Se - A B

ACCESS TO THE CERTIFICATION EXAM

‘You can access your cerification exam by
lopging into your IFSE aceount Once you
have logged in
- Select MY IFSE from the
Menu Bar
- Select EXAMS
» Select IFSEeTest Online
Practor Exam

e survey via the guent scaess Fnk. Winen
fink. tne new gueat profile fa
irented 1o the test or survey. The

: E e
ne user signs out or when e HTTP sesaion expiren.

| Caneel
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3.2 Common testing session

To create the individual testing session, navigate "Tests" in the main menu and choose "Testing locations".

P 3 B My assignments Users » Tests -  Surveys »  Training courses Reporting -  System + @i a

New test

Nevigate

gnments

Pee

My Creats user group

Question pools

Edit queat

Grading scales

Testing locations

Manage

Test results verification

cometa verifiostion.

Create the common session on the desired testing location by the "Create common session" icon on the
FRENCH location. The default message template will be first created a template in the system settings.

Testing locations
Create common sessian for multiple tests ®
Table displays List of all locations in the system Sesaion pame e p———
S i stonn i .
PP — R .
[P—

Lt o locancns e you g5 5 prectoe w oo Exemaln o tocstonmame o | Tmemne o actions sweer sazeiona msrucnions O (R il 0| Posmicade o sunererg
Lt ot common sezzons L ES & & Ez2: a0 = £ £
w0023 French vetsiRoam [r—— glnl ET T Laad fram temnplata ol
[ — w1 WO e - Ee - A B [r——
P
Belierypreterences e e proctres -
Avatastny.

o st

Backing desdline:

Cancellation seadine:
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To change the default message template, click on the "Load from template" button and select the desired
template and language on which the message should be presented.

My assignments Users - -+  Surveys - Training courses Reporting +  System 1@A1O1 A

Create common session for multiple tests

Session name:*

Choose raom: Load from template

An optione| label for better defining physical or wirtuel
location of te session.

-
Additional instructions: Template: eIMessagelm Public testing session

An option! lavel for saging agaitional insructions for the .
i Language- English

Load from template Message text: I L
2] English
French ation include: Drivers License,

Tanaaan FEsapart Foregn Passport. Ganadian Gitizenship
Card, Canadian Permansnt Resident Card, Ontaris Phat
1D card, Quebec Health Card, i offerad,

Contact IFSE Insitute st 1-835-835-2437 to make any
carmactions neaded to your personal information at least 3
days (T2 howrs) bafore your scheduled xam.

olEm -

Delivery preference:* | Online live-proctored
The delivery preferenceallowa teat authors to plan the

rganization of the test in different locations and

conaitions. It facilitste filtering ana highligntaprimary

actions related to different typea of test distribution. The

selecten option favora & certain way but oes not prevent

oter types of aelivery if e teating sesaion configuration

aliows it. Tne most comman wey 1o take the test is “online.”

PP i

4 Editing default notifications

To set the content of "Test published" (this is booking notification for the private sessions), Booked
assignment notifications", "Notification about the canceled attempt," and "Upcoming assignment
notifications" notifications, navigate to "System" and select "Settings and customization ".

My assignments

Users ~ Surveys -+  Trainingcourses  Reporting ~

My assignments Create user
View the liet of ell teata and surveys thet are sesigned to you and booking calendsr of Create & user profile with & eecurity role and permissions sasigned.

neir sesaions. Pisy vigeo
Play video

Create test Creste survey Create training course

Creste s knowledge test with multimedia content Creste & aurvey end cetegarize ite reaulta, Create & training courae with multimedia content and short teste.
and assign the ewarding certificate. Pley video Play vigeo
Learn more
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On the

My ssaignments

Notifications" tab, open one by notification you should configure by clicking on the "Edit".

Settings and customization

Syatem preferences  Theme and language Job acheculer  Support  Attachments library

Notifications

Application notification

Email natification

# Notification event name
Status Template message Status Template message

1 Accommadation removed - Eait Enabled Eait

2 Accommooation request v Eait Enabled

3 | Accommodation request responae ~ Edit Enabled Edit

4 Allowsa test/aurvey continuation v Eait Enabled

5 Anerorocoured in the system Dissbied & Edit Disabled Edit

6 Assignea ss & group mansger ~ Eait Encbled Eait

7 | Assigned ss & group user ~ Edit Enabled Edit

8 | Assignes ss & pool mansger ~ Eait Encbled Eait

9 | Asaigned sa & pool user v Eait Enabled

10 | Assignea sz s training course mansger ~ Eait Enabled

11| Assignea sz & wraining course uzer v Eait Enabled

12 Attempt modification ellowed v Eait Enabled Eait

13| Bockea sszignment notifications Enabled W Eait Enabled

14 Brosdcast notification ~ Edit Enabled Edit

15 | Expiring sesignment reminder - Eait Enabled Eait

16 | Feedback Sent ~ Enabled Edit

17| Grager report suomittea ~ Eait Enabled Eait

18| Graaing request ~ Eait Enabled

19 | Graging responae ~ Eait Enabled Eait

20 Job executea Enabled W Eait Enabled

21 Mew registration request ~ Eait Enabled Edit

22 Mew userprofile crestea ~ Enabled

28 Mo graders remsin ~ Edit Enabled Edit

24 Wotification ebout the cancelled attempt v Eait Enabled Eait

25 Pasaword chenged ~ Edit Enabled Edit

26 Proctors added to the teating aeesion ~ Edit Enabled Edit

27 Proguct purchazed Enatled W Eait Enabled

28 Profile informstion updated Enabled W Edit Enabled Edit

28 Regiatration request approvea ~ Enabled

30 Registration request aeclinea v Enablzd Eait

31 Seasion resneculed notifications v Eait Enabled

32 Survey published ~ Edit Enabled

33 Survey result notification to subacribers v Enabled Eait

24 Survey reauita ~ Eait Enabled Ed

35 Survey suapended Enabled W Edit Enabled Edit

36 Teat published ~ Edit Enabled Edit

37 | Teatreault notification to eubscribers v Enabled Edit
I 3B Testresuhts v Eait Enabled I

39 Teatreaults on the mensger's spproval ~ Edit Enabled Edit

40 Testsuspended v Eait Enabled

a1 TomestStart Dissbisd W Eait Disabled

42 Tomest Stop Dissbied W Eait Disabled

43 Unresolved teat/survey report Enabled W Edit Enabled

44 Upcoming sacignment notifications v Eait Enabled Eait

45 User notification of the purchased seasion ~ Edit Enabled Edit

46 | User removed from & group ~ Edit Enabled Edit

47 Uzer removaa from s paot ~ Eair Enabled

48 | User' atstus changed ~ Enabled Edit

49 Wnen e user's status ia changed to active ~ Enabled

Send application and email notifications to users upan creation or
publishing of global self-enroliment testing/survey sessions.

Rows: 49
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Given that exam instructions are contained in message templates, the notification should contain only the
following:
1. The common text for all candidates, regardless of a private/public session and French/English
language criteria
2. The corresponding variables - SsessionGroupDescription$ and S$sessionlnstructions$ are the new
ones.
2.1. SsessionGroupDescription$ - This variable will allow students to get the information found in
the description of the group they are a member of.
To add group description information, navigate "Users" in the main menu and choose "User
groups".

Usera ~ o 1@1o1 4 G-

<

User profiles

Select "All groups" end enter the desired one by clicking on its name.
. : ,

- ez My sssignments Usera ~ Tests ~ Surveys - Training couraes Reporting System ~ IR §
My groupz | @ All groups m ( ?
o)

upa an be nisraroninally arganizen. Users oan belong t muitple user
o distribute teats effectively by sdding ther to teating aeasian an the

from the IFSE to the YTM system through the API. For testing purposes, you can manually
create a user group. For more information on how to do that, please read this article.

2.2. Ssessionlnstructions$ - This variable will ensure that all content defined in the message
template is shown in the notification candidates will receive.
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An example of how the "Booked assignment notifications" should be configured and what the candidate
will receive is shown in the picture below.

Dear College 01, 5
You have a pending registration for the following exam: "A/P exam"
Date & Time: Sep-13-2022 06:00 AM CEST

Contact of college is: 111 222 333

*+** please note that the scheduled Exam Date & Time displayed above is in EASTERN TIME ZONE. Please make sure you convert the exam time to your local time zone, to ensure you attend the exam on time *++

English speaking proctors & English support are only available for the English proctored exam sessions. Similarly, French speaking proctors & French support are only available for the French proctored exam sessions.

ACCESS TO THE CERTIFICATION EXAM

You can access your certification exam by logging into your IFSE account. Once you have logged in

Select MY IFSE from the Menu Bar
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