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[bookmark: _Toc95483625]User management
[bookmark: _Toc95483626]Create new user role
How to create CSR user role
User access
The user with the Customer Service role should be able to:
· Have access to the locations page.
· Manage test locations.
· Manage common sessions.
· Possibility to create just a proctor role and assign it to the location and common session.
· Manage the "Test results verification."
[bookmark: _Toc84555495]Accessing Roles and Permissions Page
Once you log in as an administrator role, you should hover over the "Users" and select "Roles and permissions" option from the dropdown menu to create a new custom role.
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[bookmark: _Toc84555496]Process of Creation of a New Role
Click the "New role" button to open a window for creating a role and setting the permissions.
[image: ] 
To create a new role, you should:
1. Enter the role name.
2. Enter the External ID to map and synchronize user roles between YouTestMe and other systems.
3. Optionally, enter the description of a role you are creating.
4. Select the following permissions:
· 1. Log in – Allowing the user to access the application using unique credentials.
· 6. Access the 'Profiles' page - Access the page for managing users' accounts.
· 12. Create new users - Create new users through the application or load them from an excel file. 'Grant roles' permission is required for setting the role other than 'Student'. 'Change user's status' permission is required for a setting status other than 'Active'.
· 14. Change your personal information – Allowing the user to change personal information details and contact information.
· 16. Change your password – Allowing the user to change personal password.
· 25. View locations and common sessions - View locations and their common sessions without the possibility to perform any actions on them.
· 26. Manage locations - Manage testing and survey locations - create new ones, edit, add an address, or delete locations in the system.
· 27. Manage common sessions - Manage common sessions on the locations page - create new ones, edit, assign proctors, and export common sessions to the paper form.
· 28. Page access – Allowing candidates to access the "Tests", "Surveys", "Training courses", and "Grading scales" pages.
· 37. View and manage the "Test results verification" page - Allow access to the verification page and its management.
5. Click the "Create" button to confirm changes and create a new role.
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1.1.1.1 How to create Content Manager user role
User access
The user with the Content Manager role should be able to:
· Create question pools.
· Manage only personal question pools.
· Create tests.
· Manage only personal tests.
· Have access to the locations page with just read-only possibility.
To create a new custom role, once you login as an administrator role, you should hover over the “Users” and select “Roles and permissions” option from the dropdown menu.
[image: ]
[bookmark: _Toc83942581]Process of Creation of a New Role
Click the “New role” button to open a window for creating a role and setting the permissions.
[image: ] 
To create a new role, you should:
6. Enter the role name.
7. Enter the External ID to map and synchronize user roles between YouTestMe and other systems.
8. Optionally, enter the description of a role you are creating.
9. Select the following permissions:
· 1. Log in – Allowing user to access the application using unique credentials.
· 14. Change your personal information – Allowing user to change personal information details and contact information.
· 16. Change your password – Allowing user to change personal password.
· 22. Access the “Pools” page – Allowing user to access the pool page.
· 23. Create a pool – Allowing user to create a new pool, manage it and store new questions.
· 25. View locations and common sessions – Allowing a read-only access of locations and common sessions.
· 28. Page access – Allowing candidates to access the “Tests”, “Surveys”, “Training courses”, and “Grading scales” pages.
· 29. Create test, survey or training – Allowing user to create a new test, survey or training.
· 31. Assign group members – Allowing user to assign members of groups he/she manages to tests or surveys and follow their results.
· 32. Fully manage your tests and surveys – Allowing user to fully manage end tests, surveys created by him/her.
· 34. View questions – Allowing user to add questions to a test from a previously created question pool.
· 35. Create a test template – Allowing user to save the test settings in a reusable template.
10. Click “Create” button to confirm changes and create a new role.
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1.1.2 [bookmark: _Toc95483627]Create new user profile in YTM
[bookmark: _Hlk86838653]Note: To go through all the steps, you need to log in with the administrator role.
[bookmark: _Toc86838502]Manual user creation
To access the user profiles page, navigate to the “Users” in the application’s main menu, and select “User profiles”.
[image: ]

Once you access “User profiles” page you should:
1. Click on “Create new user” tab
2. By activating “Basic info only,” you will see only the basic information about the user, such as username, password and expiration date, role, status, time zone, name, and email.
3. Enter the username that will be unique for each user, and it cannot be changed. 
4. Choose the desired option:
4.1.  “Generated”- User receives a generated password  
4.2.  “Manually inserted”- You create a password.
5. Enter a password. (If you choose “Manually inserted” option)
6. Confirm the entered password. (If you choose “Manually inserted” option)
7. Set the expiration date for the password. The system will remind the user when to change the password.
8. Set the user’s role in the system. You can choose between the predefined roles or make your own (CSR, Content Manager, etc.).
9. Select the user’s account status:
9.1. “Active” – for all users who can log into the system with their username and password.
9.2. “Suspended” – for all users who are prohibited from entering the system by an administrator.
9.3. “Locked” – for all users who cannot enter the system because they have typed in the wrong password several times.
Note: The administrator can change user status at any time and view user details regardless of the current user status.
10. Set the Time zone according to the user’s current place of residence.
11. Select the language that will be applied throughout the application and visible only to this user.
12. On the tests available in different languages, questions in this language will be displayed by default to this user.
13. Enter the first name.
14. Enter the last name.
15. Enter the user’s email address.
16. Click “Save” button to create a profile.
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1.2 [bookmark: _Toc95483628]Question Pools Management
1.2.1 [bookmark: _Toc95483629][bookmark: _Hlk87377328]Import questions from external system
Note: To go through all the steps, you need to log in with the Content Manager role or a role that has a higher level of permissions.

[bookmark: _Toc76998254]Accessing question pools page
To access the “Question pools” page, navigate to “Tests” in the main menu, and choose “Question
pools”.
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[bookmark: _Toc76998255]Process of creation of the question pools
You can organize Questions pools hierarchically. Each pool can have as many sub-pools as necessary, and sub-pools also can have their sub-pools, which allows you to simulate any structure you require.

Process of creation pools and mentioned hierarchically structure can be found below:
1. To create a parent question pool:
1.1. Click the "New" button
1.2. Enter the Name of the parent pool
1.3. Enter the Description of the parent pool
1.4. Click on the "Save" button

[image: ]
2. To create a sub-pool:
2.1. Click on the name of the created parent pool
2.2. Click on the "New sub-pool" button
2.3. Enter the Name of the sub-pool
2.4. Enter a Description of the sub-pool 
2.5. Click on the "Save" button

[image: ]
3. To create a sub-pool from the before created sub-pool:
3.1. Click on the name of the created  sub-pool
3.2. Click on the "New sub-pool" button
3.3. Enter the Name of the sub-pool
3.4. Enter a Description of the sub-pool 
3.5. Click on the "Save" button

[image: ]

Process of importing questions through the Excel template
To import questions without images, you should upload an Excel file:
Click the "Load questions" button, and select the option "Without images".

[image: ]
The pop-up window "Load questions" will appear, after which you need the follow the steps below:
1. Click the “Excel template” link to download an Excel file you should fill in. Note: The column for question text with rich text (tables, etc.) must be in HTML format.
2. Download detailed instructions on how to fill in the template.
3. Check the box if you want to skip loading questions that already exist in the pool.
4. Choose an Excel file with question data by clicking the “Select File” button.
5. Click the “Upload” button to load questions into the system.

[image: ]

To load questions with images, you should upload a .zip file:
Click the “Load questions” button, and select the option “With images”.

[image: ]
The pop-up window "Load questions" will appear, after which you need the follow the steps below:
1. Click the “Excel template” link to download an Excel file you should fill in. Note: The column for question text with rich text (tables, etc.) must be in HTML format.
2. Download detailed instructions on how to fill in the template.
3. Check the box if you want to skip loading questions that already exist in the pool.
4. Choose a.zip file containing the Excel file with questions data and folder with images by clicking the “Select File” button.
5. Note: The name of each image should be the same as the Question’s ID in the Excel template.
6. Click the “Upload” button to load questions into the system.
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Note: Hierarchically above pools will always contain questions that are in hierarchically lower pools.

[bookmark: _Hlk87377742]Different examples of questions with rich text that did not migrate properly over to YTM that YTM can use to QA once questions are corrected with the proper formatting.
 [image: ]
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1.2.2 [bookmark: _Toc95483630]Question editing and updating
1.2.3 [bookmark: _Toc95483631]Question external references
[bookmark: _Toc95483632]Creating Exams
[bookmark: _Create_PearsonVue_exam][bookmark: _Toc95483633]Create PearsonVue exam
[bookmark: _Create_Pearson_VUE][bookmark: _Toc84319228]Create Pearson VUE exam without using existing questions from the Pearson
Navigate to “Tests” in the main menu, and choose “New tests”.
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You will be redirected to steps of the “Create Test Wizard” process.
[image: ]
In the second step - "Settings", choose "PearsonVue testing center" for the "Delivery preference" option.
[image: ]
In the fourth step of Test Creation Wizard, the “Method”, choose the “Use the test generator” option.
[image: ]
Click the "Add question pool" button to include questions from as many question pools as you wish. The system will use questions from selected pools to generate different versions of the test.
Note: When creating an exam, use the previously created question pool.
[image: ]
Click on the drop-down menu to view all available pools in the system and select the desired question pool.
[image: ]
Choose the number of easy, medium, and hard questions that will be imported from the selected pool to the test. Click the “Save” button.
[image: ]
Note: For the Pearson VUE exam, you can use only the Single Choice Questions.
In the sixth step of Test Creation Wizard, the “Generator”, do the following:
1. Enable the "Generate test versions dynamically" option.
2. Define the number of points per question difficulty category – points a candidate will achieve for answering correctly easy, medium, and hard questions
3. Define the number of penalty points per question difficulty category – points a candidate will achieve for answering incorrectly easy, medium, and hard questions.
4. Click “Next” to proceed.
[image: ]
After you go through all steps of Test Creation Wizard, you need to enter an External ID of the exam.
Note: IFSE Exam series code needs to be mapped in the External ID of the test in YTM.
In the "Settings" tab, select "External attributes", enter "External ID", and click on the "Save" button.
[image: ]
Once you finish the test creation, the test needs to be published. To do so, you should click on the "Publish" button.
[image: ]
[bookmark: _Toc84319229]Create Pearson VUE exam using existing questions from the Pearson
To use existing questions in the Pearson, it is necessary to:
1. Import question pools in the YTM application that contains questions that exist in the Pearson.
Note: If the question pool is updated in Pearson (some questions are added in Pearson), those questions also must be imported into YTM.
2. Pearson questions need to be linked with YTM questions by mapping the IFSE ID of the question to the YTM External ID of the question.
Note: Pearson and YTM questions need to be linked when importing pools by filling in the "External ID (Optional)" field in the Pool Questions Upload Template.
[image: ]
3. When creating a Pearson VUE exam, use these imported question pools.
The steps when creating a Pearson VUE exam using existing questions from the Pearson are the same as in the “Create Pearson VUE exam without using existing questions from the Pearson “chapter above. 
[bookmark: _Toc95483634]Create Paper Based exam
Outlines
Paper-based requirements:
· Delivery preference must be set to "Paper-based."
· Choose the "Add questions manually" option and define the pre-printed versions of the exams manually.
· Each exam version must have the unique name set in the "Version unique code field".
· IFSE Exam series code must be mapped in the External ID of the test in YTM.
Note: To go through all steps and create exams, you need to log in with user that have the Content Manager role or other role with higher level of permissions.

[bookmark: _Toc77760229][bookmark: _Toc84533055]How to create exams
To create an exam, hover over the "Tests" in the main menu, and select "New test".
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In the second step of "Test wizard", set the delivery preference to be "Paper-based".
[image: ]
In the fourth step of "Test wizard," select the “Add questions manually” option to define the pre-printed versions of the exam manually.
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The 1st version will automatically be created and you should:
1.1. Enter the “Version unique code”.
1.2. Click on “Import from pools”.
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Click on the dropdown to select a question pool from which you want to assign questions.
[image: ]
Select the questions that you want to assign in the 1st version and then click “X” button to close a window.
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1. Click on “Add new” to create a new version which will be presented in the “Test versions” table.
2. Enter the “Version unique code”.
3. Click on “Import from pools” button and then follow the same steps as above.
You can create as many versions as you need.
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After creating different versions of the exam, go through other steps to finish the test creation process.
The next step is defining the exam code (External ID). To define the exam code:
1. Click on the "Settings"
2. Click on "External attributes."
3. Enter the "External ID"
4. Click on the "Save" button
[image: ]
[bookmark: _Toc95483635]Create Online Non-proctored exam
Note: To go through all steps and create exams, you need to log in with user that have the Content Manager role or other role with higher level of permissions.
[bookmark: _Toc83999513][bookmark: _Hlk86779039]Creating online exam 
Navigate to “Tests” in the main menu, and choose “New tests”.
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You will be redirected to steps of the “Create Test Wizard” process.
[image: ]
When creating an online-proctored exam, you should pay attention to the steps below.
The second step - "Settings”
In the second step - "Settings", choose "Online" for the "Delivery preference" option.
[image: ]
The fourth step – “Method”
In the fourth step - “Method”, you can choose between two options:
1. The "Add question manually" method
2. The “Use the test generator” method
[image: ]
For more information about these methods, their options, and the differences between them, please read this article.
Note: For the online exam, you can use any type of question available in the YTM system.
Recommended method: “Use the test generator”
In the fourth step of Test Creation Wizard, the “Method”, choose the “Use the test generator” option.
[image: ]
Click the "Add question pool" button to include questions from as many question pools as you wish. The system will use questions from selected pools to generate different versions of the test.
[image: ]
Click on the drop-down menu to view all available pools in the system and select the desired question pool.
[image: ]
Choose the number of easy, medium, and hard questions that will be imported from the selected pool to the test. Click the “Save” button.
[image: ]
Note: For the online exam, you can use any type of question available in the YTM system.
[bookmark: _Toc83999514]How to create dynamically generated online exam
1. To create an unlimited number of dynamically generated versions, you should enable the "Generate test versions dynamically" option.
2. Define the number of points per question difficulty category – points a candidate will achieve for answering correctly easy, medium, and hard questions
3. Define the number of penalty points per question difficulty category – points a candidate will achieve for answering incorrectly easy, medium, and hard questions.
4. Click “Next” to proceed.
[image: ]
[bookmark: _Toc83999515]How to create statically generated online exam
1. To define the number of different test versions that will be created, you should disable the "Generate test versions dynamically" option.
2. Define the exact number of different test versions.
3. Define the number of points per question difficulty category – points a candidate will achieve for answering correctly easy, medium, and hard questions.
4. Define the number of penalty points per question difficulty category – points a candidate will achieve for answering incorrectly easy, medium, and hard questions.
5. Click “Next” to proceed.
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[bookmark: _Toc83999517]Publishing the exam
Once you finish the test creation, the test needs to be published. To do so, you should click on the "Publish" button.
[image: ]
Note: You should not organize testing sessions. Testing sessions will be organized through the API for each candidate separately.
[bookmark: _Create_Online_remote-proctored][bookmark: _Toc95483636]Create Online remote-proctored exam
[bookmark: _Toc84497961]Creating online - proctored exam 
Navigate to “Tests” in the main menu, and choose “New tests”.
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You will be redirected to steps of the “Create Test Wizard” process.
[image: ]
When creating an online-proctored exam, you should pay attention to the steps below.
[bookmark: _Toc84497962]The second step - "Settings”
In the second step - "Settings", you should configure the exam, where it is mandatory to
1. Choose "Online-proctored" for the "Delivery preference" option.
2. Enable the "Proctoring mode" option and select "YouTestMe proctoring".
[image: ]
[bookmark: _Toc84497963]The fourth step – “Method”
In the fourth step - “Method”, you can choose between two options:
3. The "Add question manually" method
4. The “Use the test generator” method
[image: ]
For more information about these methods, their options, and the differences between them, please read this article.
Note: For the online exam, you can use any type of question available in the YTM system.
[bookmark: _Toc84497964]Publishing the exam
Once you finish the test creation, the test needs to be published. To do so, you should click on the "Publish" button.
[image: ]
Note: You should not organize testing sessions manually. 
[image: ]
[bookmark: _Toc95483637]Create Dummy-proctored exam
[bookmark: _Toc86664472]Outlines
Dummy-proctored exam requirements:
· Define “Finish test URL”.
· Delivery preference set to "Online - proctored".
· Enable the "Proctoring mode" option and select "YouTestMe proctoring".
· Enable the “Guest access permitted" option.
· Customize the text on the sign-out page
Note: To go through all the steps, you need to log in with the administrator role.

[bookmark: _Toc86664477]Defining finish test URL 
Non-registered students can access the dummy exam through a guest link, leading them directly to the exam. After clicking on the “Sign out” button, you can define where they will be redirected using the "Finish test URL" feature.

Navigate to "System" in the main menu, and choose "Settings and customization".
[image: ]
From the "System preferences" tab, select "Finish test URL", enter desired finish test redirect URL, and click on the "Save" button.
[image: ]
Note: If the field is blank, they will be redirected to the sign-in page.
[bookmark: _Toc86664478]Creating dummy - proctored exam 
Navigate to “Tests” in the main menu, and choose “New tests”.
[image: ]
You will be redirected to steps of the “Create Test Wizard” process.
[image: ]
When creating a dummy-proctored exam, you should pay attention to the steps below.
[bookmark: _Toc86664479]The second step - "Settings”
In the second step - "Settings", you should configure the exam, where it is mandatory to
3. Choose "Online-proctored" for the "Delivery preference" option.
4. Enable the "Proctoring mode" option and select "YouTestMe proctoring".
[image: ]
[bookmark: _Toc86664480]The fourth step – “Method”
In the fourth step - “Method”, you can choose between two options:
5. The "Add question manually" method
6. The “Use the test generator” method
[image: ]
For more information about these methods, their options, and the differences between them, please read this article.
Note: For the dummy-proctored exam, you can use any type of question available in the YTM system.
[bookmark: _Toc86664481]Creating testing session
After creating a dummy-proctored exam, organize a testing session by clicking on the “New testing session” button.
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The dialog "New testing session" will appear, where you should:
1. Enter the session name (mandatory).
2. Define the availability period by selecting the starting and ending dates and times for this session.
3. Enable the “Guest access permitted” option so that unauthorized users (guests) can take the exam via the guest access link. When the user accesses the guest link, the new guest profile is created, and the user is redirected to the exam. The system will automatically delete the guest user profile when the user signs out or when the HTTP session expires.
4. Click the “Save” button to create a testing session
[image: ]
After creating a testing session, you can copy the guest link. Share the copied link with the guest users to access the exam.
[image: ]
[bookmark: _Toc86664482]Publishing the exam
Once you finish the test creation, the test needs to be published. To do so, you should click on the "Publish" button.
[image: ]
[bookmark: _Toc86664483]Customizing window message upon student completing exam
When the student finishes his exam, and personal report is not yet available, the student (guest in this case) will be redirected to the following page:
[image: ]
You can customize the text on the previously shown page using the "Language bundles" feature. For more information, please watch the following video:
· How to customize text on the sign-out page
[bookmark: _Toc95483638]Different options to show report and for report content
Outlines
Different options to show report:
1. Immediately after finishing the test
2. Immediately after result grading
3. Immediately after result verification
4. On manager's approval
5. Real-time grading
Different options for content report:
1. Score and details
2. Score only
[bookmark: _Toc86321744]Different options to show report 
[bookmark: _Toc86321745]Immediately after finishing the test
In the second step of the "Test Creation Wizard" process, for the "Show report", choose the "Immediately after finishing the test" option.
[image: ]
The candidate will receive a report immediately after the test, although the test contains questions that require manual grading (essay, fill in the blanks, etc.).
The score will be based on points from questions that do not require manual grading.
However, if the instructor subsequently grades some of the questions, the candidate will be notified by email about new test results.
[bookmark: _Toc86321746]Immediately after result grading
In the second step of the "Test Creation Wizard" process, for the "Show report", choose the "Immediately after result grading" option.
[image: ]
If the test contains questions that require manual grading, the candidate will not access the personal report until the manager reviews and grades those questions. After finishing the test, the candidate will be redirected to the page shown in the picture below.
[image: ]
Note: Message that displays after finishing the test could be changed using the language bundles feature.

When the manager grades questions and results are ready, the candidate will be notified by email and through the application that the personal report is available.
[bookmark: _Toc86321747]Immediately after result verification
In the second step of the "Test Creation Wizard" process, for the "Show report", choose the "Immediately after result verification" option.
[image: ]
The candidate will not access the personal report until the manager verifies his test attempt. After finishing the test, the candidate will be redirected to the page shown in the picture below.
[image: ]
Note: Message that displays after finishing the test could be changed using the language bundles feature.

When the manager verifies the test attempt, the candidate will be notified by email and through the application that the personal report is available.
[bookmark: _Toc86321748]On manager's approval
In the second step of the "Test Creation Wizard" process, for the "Show report", choose the "On manager’s approval" option.
[image: ]
After finishing the test, the candidate will be redirected to the page shown in the picture below.
[image: ]
Note: Message that displays after finishing the test could be changed using the language bundles feature.

Manager can approve test results:
1. All at once
2. Individually
Approving all test results at once
Once the test of each candidate has been graded, the manager can approve the results by clicking the “Show results” button.
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Back to the “Candidates” tab, it will be shown that all candidates are allowed to see the test results.
[image: ]All candidates who subsequently took the test will not be able to see the results until the manager clicks the “Show results” button again.
[image: ]
Approving test results individually
It is possible to allow only a certain candidate to see the result.
Click the “Report icon” in the “Actions” column to open the “Personal report” for a specific candidate.
[image: ]
When the “Personal report” opens, click on the “Make it visible to student” button.  You will get the message that the report is now visible to the student.
[image: ]
Back to the “Candidates” tab, it will be shown that only that candidate is allowed to see the test results.
[image: ]
Note: The candidate will be notified by email that the test result is available once the manager approves it.
[bookmark: _Toc86321749]Real-time grading
The real-time grading option allows users to see the changes in their test scores after submitting each answer.
This option is not suitable for the IFSE scenario.
[bookmark: _Toc86321750]Different options for content report
[bookmark: _Toc86321751]Score and details
In the second step of the "Test Creation Wizard" process, for the "Report Content", choose the "Score and details" option.
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The report containing details and score information from the candidate’s perspective:
[image: ]
[bookmark: _Toc86321752]Score only
In the second step of the "Test Creation Wizard" process, for the "Report Content", choose the "Score only" option.
[image: ]
The report containing score only from the candidate’s perspective:
[image: ]
[bookmark: _Toc86321753]Example of Personal Report with preliminary results
[image: ]


[bookmark: _Toc95483639]Exam scheduling and organization
[bookmark: _Toc95483640]Paper based exams - exam venues setup 
Manual setup of exam venues
Note: To go through all steps and create testing locations, you need to log in with a customer service user.
[bookmark: _Toc84032457]Accessing the testing location page
To load new testing locations, hover over the “Tests” in the main menu, and select “Testing locations”.
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[bookmark: _Toc84032458]Process of creating a new testing location
To create a new location, click the “Create new” button.
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The pop-up window for creating a new testing location will appear, where you should:
1.3. Enter the name of the location.
1.4. Set the time zone.
1.5. Optionally enter the description.
1.6. Optionally set the limit of users for this location.
1.7. Click on the “Assign proctors” button to assign existing users to a location.
1.8. See the list of assigned proctors.
1.9. Click “Remove selected” to remove assigned proctors.
1.10. Click “Create” to create a location.
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[bookmark: _Toc84032459]Specifying additional address information
Click on the “Location” icon to open a window for adding additional information
[bookmark: _Toc76998256][image: ]
1. Enter the street
2. Enter additional address information
3. Enter building number
4. Enter unit
5. Enter city
6. Enter postal code
7. Enter state/province
8. Enter country
9. Enter phone number
10. Click save to confirm
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Note: Address information can be changed any time by following the steps from above.
Uploading exam venues
[bookmark: _Toc84539994]Accessing the testing location page
To load new testing locations, hover over the "Tests" in the main menu, and select "Testing locations".
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[bookmark: _Toc84539995]Process of creating a new testing location
To load new testing locations, follow the next steps:
1.11. Click the arrow next to the "Create new" button 
1.12. Select the "Load location" option from the drop-down menu. 
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The pop-up window "Load location" will appear, after which you need to follow the steps below:
1. Download and then read detailed instructions on filling in the template by clicking on the hyperlinked word "here".
2. Click the "Excel template" link to download an Excel file you should fill in.
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[bookmark: _Toc84539996]Process of importing location through the Excel template
To fulfill and save the Excel template, follow the next steps:
1. Fill the template - only two fields are obligatory: "Location name" and "Time zone," but we recommend filling in the "External location ID" as well. 
2. Save the file.
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Go back to the application and:
1. Click on the "Select file" button and choose the file.
2. Click the "Upload" button.
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After completing the steps described above, all defined locations inserted and created in YouTestMe GetCertificate will be displayed in the list of all locations.
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Paper based exams – setup common sessions (room number, additional instructions)
Manual setup of common sessions
[bookmark: _Toc84319222][bookmark: _Toc84533052][bookmark: _Toc84546934]Outlines
Common session requirements:
· The location must be created.
· The proctors must be assigned to location.
· Delivery preference in common session must be set to "Paper-based."
· The external ID should be defined.
· Candidates must be assigned to test in order to download the paper-based package.
Note: To go through all steps and set up a common session, you need to log in with a customer service user.
[bookmark: _Toc84546937]Accessing the testing location page
To create a common session, hover over the “Tests” in the main menu and select “Testing locations”.
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[bookmark: _Toc84546938]Process of creating a common session
To create a common session, you should click on the calendar icon marked on the picture below.
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The popup window will appear where you should:
1.13. Enter the session name.
1.14. Optionally define the physical or virtual location of the session.
1.15. Optionally add additional instructions.
1.16. Set the “Delivery preference” to paper-based.
1.17. Set the testing session availability.
1.18. Define the external ID.
1.19. Optionally define the external name.
1.20. Optionally write the name of the external system.
1.21. Click “Save” to create a common session.
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[bookmark: _Toc84546939]Previewing the testing schedule for a specific location
To preview the testing schedule for a specific location, click on the “Calendar” icon marked in the picture below.
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The calendar with all scheduled testing sessions will appear. You can see a preview by:
1. Month
2. Week
3. Day
[image: ]
[bookmark: _Toc84546940]Managing created common sessions and assigning proctors
To see details, modify testing session and assign proctors, you should:
1. Click on the “List” icon.
2. Click on the “Edit testing session” button to modify the common session.
3. Click on the “View assigned proctors” button to assign proctors.
Note: To assign proctors to a common session, you must first assign proctors to the location.
4. Click on the “View location session assignments” button to see all tests in the common session on the location.
5. Click the “Export” button to download the Paper-based package that contains common session data.
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Process of setup common sessions by IFSE 
-	Confirm exam date with proctor/venue
-	If proctor is new, set up as new proctor with address/email/ph# (this is always editable)
-	If location is new, set up location with address/phone/ venue or contact person info
o	Set up room (attached to location), this is always editable or new rooms can be added to the existing location
o	Set up special instructions (attached to the Room # ie. Parking information, campus links etc)
-	Set up the exam session.
o	Event title, date/time/location are entered
o	Attach venue to the exam
o	Attach proctor to the exam
o	Option to make event public or private
o	Option to attach an organization to the event (I don’t think this is necessary in new system)
o	Option to add special instructions for the event itself (ie. Covid rules etc).

Once the session is saved, then it will appear on our Event Management database. Based on it being public or private it will either show or not show up for student. Admin has access to view/book any session created in Event Management.

We also have a handy SEARCH feature.
I can search for the session(s) I have created and open and view each one. Filters we use are Event Name and the date range. We do not use the other filters. This allows me to go back and search my event to make sure it comes up on the list. It is also easy for Parzinder who does the shipping. She can search a date range to see all upcoming sessions and when she opens each session, she can easily pull up the labels and attendance sheets.
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[bookmark: _Toc95483641]Paper based exams – setup proctors on exam venues
[bookmark: _Toc95483642]Paper based exams – prepare Paper based exam package
[bookmark: _Toc95483643]Paper based exams  - setup private session
[bookmark: _Online_proctored_exams][bookmark: _Toc95483644]Online proctored exams – setup common sessions
[bookmark: _Toc84857410]Creating new testing locations
For the online proctored exam, you should create two testing locations:
1. English Virtual Room
2. French Virtual Room
To create new testing locations, navigate to “Tests” in the main menu, and select “Testing locations”.
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To create a new location, click the “Create new” button.
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[bookmark: _Toc84857411]Creating “English Virtual Room”
The pop-up window for creating a new testing location will appear, where you should:
1. Enter the name of the location: English Virtual Room
2. Set the time zone.
3. Optionally enter the description.
4. Set the limit of users for this location. 
Note: The limit should be 16.
5. Click on the “Assign proctors” button to assign existing users to a location.
Note: You should assign all YTM English proctors. This is a one-time action. Assigned proctors will be available for selection at later created sessions on that location.
6. See the list of assigned proctors.
7. Click “Create” to create a location.
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Note: Proctors should be previously created users.
[bookmark: _Toc84857412]Creating “French Virtual Room”
The pop-up window for creating a new testing location will appear, where you should:
1. Enter the name of the location: French Virtual Room
2. Set the time zone.
3. Optionally enter the description.
4. Set the limit of users for this location. 
Note: The limit should be 16.
5. Click on the “Assign proctors” button to assign existing users to a location.
Note: You should assign all YTM French proctors. This is a one-time action. Only assigned proctors will be available for selection at later created sessions on that location.
6. See the list of assigned proctors.
7. Click “Create” to create a location.
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Note: Proctors should be previously created users.
After completing the steps described above, all defined locations inserted and created in the YTM will be displayed in the list of all locations.
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[bookmark: _Toc84857413]Creating common testing session
Once you create desired locations, you should create common testing sessions.
[bookmark: _Toc84857414]Creating common testing session manually
If you want to create a one-by-one common testing session for desired locations, you can do it manually through the YTM application.
For the desired location, you should click on the third icon on the "Actions" column.
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The pop-up window will appear to enter information about the common testing session you are creating.
Note: Certain fields must be set as follows:
1. Set “Delivery preference” to “Online-proctored”.
2. Enable the “Candidate self enrollment” option.
3. Set Capacity to 16.
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Although you have created two separate locations: an English and a French virtual room and a French one, in the name of the common session, it is necessary to emphasize which session is English and which is French, since the name of the common session is available in the API.
[image: ]
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[bookmark: _Toc84857415]Creating common testing sessions through the Excel template
If you want to load as many as you want common sessions at once through the excel template, you should click on the "Load common session" button.
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3. The pop-up window "Load common sessions" will appear, after which you need to follow the steps below:
3.1. Download and then read detailed instructions on how to fill in the template by clicking on the hyperlinked word "here".
3.2. Click the “Excel template” link to download an Excel file you should fill in.
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Fill the template – obligatory fields are: Session Name, Location ID, Delivery preference, Available From, and Available To. 
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Note: The last field, "Capacity," is required to be set on 16.
After that, save the file. To load fulfilled Excel template, you should:
3. Click on the “Select file” button and choose the file.
4. Click the “Upload” button.
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After the completion of the steps described above, common sessions will be successfully loaded in the YTM.
[bookmark: _Toc84857416]Assigning proctors to the common session
To assign proctors to the common session, you should click on the fifth icon in the "Actions" column.
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Click on the “List” button in the top-right corner.
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Click on the "View assigned proctors" button.
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The "View assigned proctors" dialog will appear where you should click on the "Assign proctors" button.
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The "Assign proctors" dialog will appear where you can select which proctors you want to assign to this specific common session, after which you should click on the "Confirm" button.
Note: Only proctors assigned to the location where the common session was created can be chosen as proctors for that common session.
[image: ]
You will be redirected to the "View assigned proctors" dialog again, where you should click on the " Save" button.
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Proctor’s perspective
Proctors will only be able to access only the tests they are assigned to.
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Tabs that are available for a proctor to see are:
1. The "Settings" tab
2. The "Testing session" tab
3. The "Candidates" tab
4. The "Monitoring" tab
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Note: Proctor cannot change the test settings and testing sessions.
In the “Monitoring” tab, the proctor can:
1. Pause session – Pause the session for a user during test-taking and write the reason for the pause. The candidate will see the message proctor has provided and will not be able to continue the test as long as the session is paused.
2. The “Open manual monitoring report” option allows proctors to note suspicious behavior during live proctoring sessions manually.
3. This option allows proctors to give additional 5 minutes to a candidate in real-time. This option only works if the candidate is currently taking a test. It can be used an unlimited number of times.
4. Details – View the progress of a particular candidate. By clicking this button, the proctor can track the candidate’s event log and view each test question’s status.
5. Pause – Allows a proctor to pause the test for each candidate separately. Proctor can also send a message to the candidate with an explanation for the test pausing.
6. This option allows proctors to prohibit a candidate from taking the test. To allow the candidate to take the test, later on, he should click again on the same icon.
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In the “Candidates” tab, the proctor can:
1. Reset the test attempt for the candidate.
2. Change session for the candidate.
3. Delete candidate’s attempt.
4. Allow a candidate to continue the test.
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[bookmark: _Toc84857417]Outcome
After you follow all steps from the above, you will successfully create a common session for the online-proctored exam with assigned proctors to it.
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[bookmark: _Toc95483645]How to test actual results from PearsonVue
Steps to test import of actual results from PearsonVue can be found below:
1. Create PearsonVue tests reflections in YTM based on specifications that have been sent to Pearson previously. For more information on how to do that, please read Create PearsonVue exam chapter.
1.1. Make sure sub-pool organization matches the one on specification. More information can be found in the Create PearsonVue exam chapter.
1.2. Make sure the question external ids match the ones in Pearson. More information can be found in the Create PearsonVue exam chapter.
1.3. YTM copies production database to a new environment sandbox2
2. Get Pearson results from Pearson.
3. Create users in YTM that match candidates from Pearson.
4. Assign users to appropriate test.
5. Send (user number, authorization_id, exam series code) to YTM support. 
6. YTM ingest authorization id into DB directly.
7. Setup hold & release job to retrieve data from the simulation folder.
8. Perform hold & release - result processing.
[bookmark: _Toc95483646]PearsonVue exams – prepare PearsonVue package
The simulating process of importing Pearson VUE results provides IFSE to test this feature by exporting Pearson VUE randomized data through the YTM system.
[bookmark: _Toc83935464]Exporting the Pearson VUE randomized data
Navigate to “Tests” in the main menu, and choose “Manage tests”.
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Click on the “Load” button and select "Export Pearson VUE randomized data".
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The "Make randomized Pearson VUE test results from test" dialog will appear where you should:
1. Select test for which you want to export randomized data.
Note: Exporting randomized results is possible only for tests that meet all requirements for creating Pearson VUE exam.  Also, the exam must have the assigned candidates to the session. Candidates are assigned to the exam from the Lambda system through the API.
2. Click on the "Confirm" button.
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You will get a .zip file that contains 3 types of files:
· exam
· item
· section
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Note: You should not unzip the exported file.
[bookmark: _Toc83935465]Importing the previously exported Pearson VUE results manually
Navigate to “Tests” in the main menu, and choose “Manage tests”.
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Click on the “Load” button and select "Import test results from Pearson VUE".
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The "Import test results from Pearson VUE" dialog will appear where you should:
1. Click on the "Select file" button and select the prepared Pearson VUE results package. 
2. Click on the "Upload" button.
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You should receive the notification that results are successfully imported.
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The results should be displayed in the "Candidates" tab.
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Importing the previously exported Pearson VUE results by scheduling a job
Job scheduler allows you to create jobs that will be executed at the scheduled time, as many times as you require. The job allows you to automatically import the data from an external system into the YTM and export data from the YTM to an external system.

To create Jobs to import PearsonVUE exam result files from SFTP, navigate to the “System” and select the “Settings and customization”.
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To create and schedule a new Job:
1. Navigate to the “Jobs dashboard” tab.
2. Click the “New job” button.
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A pop-up window will appear where you should enter all the necessary information to create and schedule a job.
The new job consists of the following three sections:
1. Type – From the drop-down menu, select the “Pearson VUE results import” type.
2. Name – Enter the job name.
3. Description – Optionally enter the job description.
4. Start time – If checked, the job repeats at the same intervals after the start time.
5. Repeat – Check the “Repeat” option to repeat the job periodically in equal time intervals after the start time. If it is unchecked, the job will execute only once, at the start time.
6. Host – Enter the hostname of the SFTP server.
7. Port – Enter the port of the SFTP server.
8. Username – Enter the username of the SFTP server user.
9. Password – Enter the password of the SFTP server user.
10. Folder – Enter the absolute path to the folder in the chosen location to import data to.
11. File names – The regex expression matches the names of the files to import from the folder.
12. Modified only – If checked, only files created or modified after the previous job execution will be imported. Otherwise, all files will be imported.
13. Click on the “Save” button.
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To see more information about job dashboard capabilities, please read this article. 
[bookmark: _Toc95483647]Processing exam results
Test results verification - Online tests
Note: To go through all the steps, you need to log in with the CSR role or a role that has a higher level of permissions.

[bookmark: _Toc95731287]Introduction
To push the results from the YTM system in the External system, you need to verify test attempts. Online tests verification setup allows you to decide when and how to verify the test results. There are three options to set up online tests verification:
1. Immediate after completing test verify by hold criteria
2. On-demand verify by hold criteria
3. One by one - manual verification
[bookmark: _Toc95731292]Accessing the page
Navigate to “Tests” in the main menu, and choose “Test results verification”.
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Select the “Online tests” tab and enable the “Online verification setup” option to see the possible configuration in more detail.
[image: ]


Immediate after completing test verify by hold criteria
To set up immediate after completing test verification, you need to enable the "Immediate after completing test verify by hold criteria" option.
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Then you need to set all the conditions for which you want the results to be held and not verified.
1. Percent scored below - If this option is set to "20%", results of the candidates with a score below will be held and not verified.
2. Report needs grading - If this option is enabled, the results of the candidates whose report is not graded and not resolved by the proctor will be held and not verified.
3. Not finished - If this option is enabled, the results of the candidates who did not finish the test will be held and not verified.
4. Time used below - If this option is set to "01:00:00 (hh:mm:ss)",results of the candidates that spent less than 5 minutes in the test will be held and not verified.
5. Refused NDA - If this option is enabled, the results of the candidates that refused the Non-disclosure agreement will be held and not verified.
6. Did not show up - If this option is enabled, results of the candidates that did not take the test within the allotted time will be held and not verified.
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After setting all the conditions, click on the "Save" button.
[image: ]
Note: The setup configurations will affect the next processing test results.
Example
Select the test for which you want to check what attempts are verified.
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By default, in the table will appear only non-verified test attempts. To display verified attempts also, you should enable the "Show verified attempts “option.
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In this example, attempts that are not verified and reasons for that are:
1. aaliyah.baldwin's attempt: because is marked as "Did not show up."
2. aaliyah.barker's attempt: the candidate finished the test in less than 2 minutes
3. aaliyah.barnett's attempt: candidate achieved a score below 20%
[image: ]
On-demand verify by hold criteria
The second option, "On-demand verify by hold criteria," represents verification on the button click. 
To set up on-demand verification, you should enable the “On-demand verify by hold criteria” option.
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Then you need to set all the conditions for which you want the results to be held and not verified.
1.	Percent scored below - If this option is set to "20%", results of the candidates with a score below will be held and not verified.
2.	Report needs grading - If this option is enabled, the results of the candidates whose report is not graded and not resolved by the proctor will be held and not verified.
3.	Not finished - If this option is enabled, the results of the candidates who did not finish the test will be held and not verified.
4.	Time used below - If this option is set to "01:00:00 (hh:mm:ss)", the results of the candidates that spent less than 5 minutes in the test will be held and not verified.
5.	Refused NDA - If this option is enabled, the results of the candidates that refused the Non-disclosure agreement will be held and not verified.
6.	Did not show up - If this option is enabled, results of the candidates that did not take the test within the allotted time will be held and not verified.
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After setting all the conditions, click on the "Save" button.
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Select the test for which attempts you want to execute the verification and press the "Start the auto-verification process for selected test" button that will appear.
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By clicking this button, the system will try to verify all the attempts for the selected test that are not verified. If any of the checked conditions are satisfied for the attempt, the attempt will not be verified and furthered to the manager for additional processing. 
[image: ]
One by one - manual verification
If you want to verify attempts separately, you should enable the "One by one - manual verification" option.
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Note: Defined conditions for auto-verification will have no effect if you use the "One by one - manual verification" option.
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Click on the "Save" button.
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Select the test for which attempts you want to execute the verification.
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For the selected online test, you can verify one-by-one attempts by pressing on the checkmark in the "Actions" column.
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[bookmark: _Toc95483649]Test results verification - Online AI-proctored tests
Note: To go through all the steps, you need to log in with the CSR role or a role that has a higher level of permissions.


Introduction
To push the results from the YTM system in the External system, you need to verify test attempts. Online AI-proctored tests verification setup allows you to decide when and how to verify the test results. There are three options to set up online AI-proctored test results verification:
4. Immediate after completing test verify by hold criteria
5. On-demand verify by hold criteria
6. One by one - manual verification
Accessing the page
Navigate to “Tests” in the main menu, and choose “Test results verification”.
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Select the “Online AI-proctored tests” tab and enable the “Online AI-proctored verification setup” option to see the possible configuration in more detail.
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Immediate after completing test verify by hold criteria
To set up immediate after completing test verification, you need to enable the "Immediate after completing test verify by hold criteria" option.
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Then you need to set all the conditions for which you want the results to be held and not verified.
7. Percent scored below - If this option is set to "20%", results of the candidates with a score below will be held and not verified.
8. Report needs grading - If this option is enabled, the results of the candidates whose report is not graded and not resolved by the proctor will be held and not verified.
9. Not finished - If this option is enabled, the results of the candidates who did not finish the test will be held and not verified.
10. Time used below - If this option is set to "01:00:00 (hh:mm:ss)",results of the candidates that spent less than 5 minutes in the test will be held and not verified.
11. Refused NDA - If this option is enabled, the results of the candidates that refused the Non-disclosure agreement will be held and not verified.
12. Did not show up - If this option is enabled, results of the candidates that did not take the test within the allotted time will be held and not verified.
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After setting all the conditions, click on the "Save" button.
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Note: The setup configurations will affect the next processing test results.
Example
Select the test for which you want to check what attempts are verified.
[image: ]
In this example, attempts that are not verified and reasons for that are:
4. aaliyah.baldwin's attempt: because is marked as "Did not show up."
5. aaliyah.barker's attempt: the candidate finished the test in less than 2 minutes
6. aaliyah.barnett's attempt: candidate achieved a score below 20%
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On-demand verify by hold criteria
The second option, "On-demand verify by hold criteria," represents verification on the button click. 
To set up on-demand verification, you should enable the “On-demand verify by hold criteria” option.
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Then you need to set all the conditions for which you want the results to be held and not verified.
1.	Percent scored below - If this option is set to "20%", results of the candidates with a score below will be held and not verified.
2.	Report needs grading - If this option is enabled, the results of the candidates whose report is not graded and not resolved by the proctor will be held and not verified.
3.	Not finished - If this option is enabled, the results of the candidates who did not finish the test will be held and not verified.
4.	Time used below - If this option is set to "01:00:00 (hh:mm:ss)", the results of the candidates that spent less than 5 minutes in the test will be held and not verified.
5.	Refused NDA - If this option is enabled, the results of the candidates that refused the Non-disclosure agreement will be held and not verified.
6.	Did not show up - If this option is enabled, results of the candidates that did not take the test within the allotted time will be held and not verified.
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After setting all the conditions, click on the "Save" button.
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Select the test for which attempts you want to execute the verification and press the "Start the auto-verification process for selected test" button that will appear.
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By clicking this button, the system will try to verify all the attempts for the selected test that are not verified. If any of the checked conditions are satisfied for the attempt, the attempt will not be verified and furthered to the manager for additional processing. 
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One by one - manual verification
If you want to verify attempts separately, you should enable the "One by one - manual verification" option.
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Note: Defined conditions for auto-verification will have no effect if you use the "One by one - manual verification" option.
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Click on the "Save" button.
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Select the test for which attempts you want to execute the verification.
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For the selected Online AI-proctored test, you can verify one-by-one attempts by pressing on the checkmark in the "Actions" column.
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Test results verification - Online live-proctored tests
Note: To go through all the steps, you need to log in with the CSR role or a role that has a higher level of permissions.
[bookmark: _Toc95737689]Introduction
To push the results from the YTM system in the External system, you need to verify test attempts. Online live-proctored tests verification setup allows you to decide when and how to verify the test results. There are three options to set up online live-proctored test results verification:
1. Immediate after completing test verify by hold criteria
2. On-demand verify by hold criteria
3. One by one - manual verification
[bookmark: _Toc95737694]Accessing the page
Navigate to “Tests” in the main menu, and choose “Test results verification”.
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Select the “Online live-proctored tests” tab and enable the “Online live-proctored verification setup” option to see the possible configuration in more detail.
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Immediate after completing test verify by hold criteria
To set up immediate after completing test verification, you need to enable the "Immediate after completing test verify by hold criteria" option.
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Then you need to set all the conditions for which you want the results to be held and not verified.
13. Percent scored below - If this option is set to "20%", results of the candidates with a score below will be held and not verified.
14. Report needs grading - If this option is enabled, the results of the candidates whose report is not graded and not resolved by the proctor will be held and not verified.
15. Not finished - If this option is enabled, the results of the candidates who did not finish the test will be held and not verified.
16. Time used below - If this option is set to "01:00:00 (hh:mm:ss)",results of the candidates that spent less than 5 minutes in the test will be held and not verified.
17. Refused NDA - If this option is enabled, the results of the candidates that refused the Non-disclosure agreement will be held and not verified.
18. Did not show up - If this option is enabled, results of the candidates that did not take the test within the allotted time will be held and not verified.
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After setting all the conditions, click on the "Save" button.
[image: ]
Note: The setup configurations will affect the next processing test results.
Example
Select the test for which you want to check what attempts are verified.
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In this example, attempts that are not verified and reasons for that are:
7. aaliyah.baldwin's attempt: because is marked as "Did not show up."
8. aaliyah.barker's attempt: the candidate finished the test in less than 2 minutes
9. aaliyah.barnett's attempt: candidate achieved a score below 20%
[image: ]
On-demand verify by hold criteria
The second option, "On-demand verify by hold criteria," represents verification on the button click. 
To set up on-demand verification, you should enable the “On-demand verify by hold criteria” option.
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Then you need to set all the conditions for which you want the results to be held and not verified.
1.	Percent scored below - If this option is set to "20%", results of the candidates with a score below will be held and not verified.
2.	Report needs grading - If this option is enabled, the results of the candidates whose report is not graded and not resolved by the proctor will be held and not verified.
3.	Not finished - If this option is enabled, the results of the candidates who did not finish the test will be held and not verified.
4.	Time used below - If this option is set to "01:00:00 (hh:mm:ss)", the results of the candidates that spent less than 5 minutes in the test will be held and not verified.
5.	Refused NDA - If this option is enabled, the results of the candidates that refused the Non-disclosure agreement will be held and not verified.
6.	Did not show up - If this option is enabled, results of the candidates that did not take the test within the allotted time will be held and not verified.
[image: ]
After setting all the conditions, click on the "Save" button.
[image: ]
Select the test for which attempts you want to execute the verification and press the "Start the auto-verification process for selected test" button that will appear.
[image: ]
By clicking this button, the system will try to verify all the attempts for the selected test that are not verified. If any of the checked conditions are satisfied for the attempt, the attempt will not be verified and furthered to the manager for additional processing. 
[image: ]
One by one - manual verification
If you want to verify attempts separately, you should enable the "One by one - manual verification" option.
[image: ]
Note: Defined conditions for auto-verification will have no effect if you use the "One by one - manual verification" option.
[image: ]
Click on the "Save" button.
[image: ]
Select the test for which attempts you want to execute the verification.
[image: ]
For the selected Online live-proctored test, you can verify one-by-one attempts by pressing on the checkmark in the "Actions" column.
[image: ]

Import results from paper-based exams and process them (hold & release)
[bookmark: _Toc95483650]Import results from PearsonVue and process them (hold & release)
Note: To go through all the steps, you need to log in with the CSR role or a role that has a higher level of permissions.
[bookmark: _Toc95740578]Importing PearsonVue test results manually
Note: To import the Pearson VUE results in the YTM application, you must have the PearsonVue results package ready.
Navigate to “Tests” in the main menu, and choose “Manage tests”.
[image: ]
Click on the “Load” button and select "Import test results from Pearson VUE".
[image: ]
The "Import test results from Pearson VUE" dialog will appear where you should:
3. Click on the "Select file" button and select the prepared Pearson VUE results package. 
4. Click on the "Upload" button.
[image: ]
You should receive the notification that results are successfully imported.
[image: ]
The results should be displayed in the "Candidates" tab.
[image: ]
[bookmark: _Toc95740579]Importing PearsonVue test results by scheduling a job
Job scheduler allows you to create jobs that will be executed at the scheduled time, as many times as you require. The job allows you to automatically import the data from an external system into the YTM and export data from the YTM to an external system.

To create Jobs to import PearsonVUE exam result files from SFTP, navigate to the “System” and select the “Settings and customization”.
[image: ]
To create and schedule a new Job:
3. Navigate to the “Jobs dashboard” tab.
4. Click the “New job” button.
[image: ]
A pop-up window will appear where you should enter all the necessary information to create and schedule a job.
The new job consists of the following three sections:
14. Type – From the drop-down menu, select the “Pearson VUE results import” type.
15. Name – Enter the job name.
16. Description – Optionally enter the job description.
17. Start time – If checked, the job repeats at the same intervals after the start time.
18. Repeat – Check the “Repeat” option to repeat the job periodically in equal time intervals after the start time. If it is unchecked, the job will execute only once, at the start time.
19. Host – Enter the hostname of the SFTP server.
20. Port – Enter the port of the SFTP server.
21. Username – Enter the username of the SFTP server user.
22. Password – Enter the password of the SFTP server user.
23. Folder – Enter the absolute path to the folder in the chosen location to import data to.
24. File names – The regex expression matches the names of the files to import from the folder.
25. Modified only – If checked, only files created or modified after the previous job execution will be imported. Otherwise, all files will be imported.
26. Click on the “Save” button.
[image: ]
To see more information about job dashboard capabilities, please read this article. 

[bookmark: _Toc95740580]Hold and release process
To push the results from the YTM system to the External system, you need to verify test attempts. Pearson VUE verification setup allows you to decide when and how to verify the test results.
[bookmark: _Toc95740581]Accessing the page
Navigate to “Tests” in the main menu, and choose “Test results verification”.
[image: ]
Select the “Pearson VUE tests” tab, and enable the “Pearson VUE verification setup” option to see the possible configuration in more detail.
[image: ]
To set up automatic verification, you need to enable the "Immediate after completing test verify by hold criteria" option.
[image: ]
Then you need to set all the conditions for which you want the results to be held and not verified.
19. Percent scored below - If this option is set to "20%", results of the candidates with a score below will be held and not verified.
20. Report needs grading - If this option is enabled, the results of the candidates whose report is not graded will be held and not verified.
21. Not finished - If this option is enabled, the results of the candidates who did not finish the test will be held and not verified.
22. Time used below - If this option is set to "00:05:00 (hh:mm:ss)",results of the candidates that spent less than 5 minutes in the test will be held and not verified.
23. Refused NDA - If this option is enabled, the results of the candidates that refused the Non-disclosure agreement will be held and not verified.
24. Did not show up - If this option is enabled, results of the candidates that did not take the test within the allotted time will be held and not verified.
[image: ]
After setting all the conditions, click on the "Save" button.
[image: ]
Note: The setup configurations will affect the next processing of the imported test results.
After following all steps from the above, the outcome is that the results will be pushed to the External system.
Results verification through the “Candidates” tab
To manually verify test attempts through the “Candidates” tab, please follow the next steps:
1. Hover over the "Tests" in the main menu, and select the "Manage tests".
[image: ]
1. On the "Manage tests" page, you will see the list of all tests. 
1. Use the search box to find the test you want to allow the candidate to modify. 
1. Click on its name to open it.
[image: ]
1. Click on the "Candidates" tab, then:
1. Select candidates to which you want to verify the results. 
1. Click on the "Actions" drop-down menu.
1. Select the "Verify selected attempts" option. 
1. Also, you can verify the results for all candidates at once using the "Verify all attempts" option.
[image: ]
[bookmark: _Accessing_question_pools][bookmark: _How_to_create]Note:  After following all steps from the above, the outcome is that the results will be pushed to the External system.
Whole process (creating exam -> common session -> authorization -> booking process -> test-taking)
Online AI-proctored exam 
[bookmark: _Toc95482808]Creating AI online-proctored exam
Note: To go through all the steps, you need to log in with the Content Manager role or a role that has a higher level of permissions.



Navigate to "Tests" in the main menu, and choose "New tests".
[image: ]
You will be redirected to steps of the "Create Test Wizard" process.
[image: ]
When creating an Online AI-proctored exam, you should pay attention to the steps below.
[bookmark: _Toc95482809]The "Settings" step
In the "Settings" step, you should configure the exam, where it is mandatory to
5. Choose “On manager’s approval” for the “Show report” option.
6. Choose "Online AI-proctored" for the "Delivery preference" option.
7. Enable the "Proctoring mode" option and select "YouTestMe proctoring".
[image: ]
[bookmark: _Toc95482810]The "Method" step
In the "Method" step, you can choose between two options:
7. The "Add question manually" method
8. The "Use the test generator" method
[image: ]
For more information about these methods, their options, and the differences between them, please read this article.
[bookmark: _Toc95482811]The "Grading" step
In the "Grading" step you should:
1. Set the passing mark
2. Enable the "Require positive proctoring report" option
[image: ]



[bookmark: _Toc95482812]Publishing the exam
Once you finish the test creation, the test needs to be published. To do so, you should click on the "Publish" button.
[image: ]
Note: You should not organize testing sessions manually. 
[image: ]


[bookmark: _Toc95482813]Creating common session for AI online-proctored exam
Note: To go through all the steps, you need to log in with the CSR role or a role that has a higher level of permissions.
To create a common session, hover over the "Tests" in the main menu and select "Testing locations".
[image: ]
To create a common session, you should click on the calendar icon marked on the picture below.
[image: ]


The popup window will appear where you should:
1. Enter the session name.
2. Select the previously created room. For more information on how to create a room, please watch this video.
3. Optionally add additional instructions.
4. Set the "Delivery preference" to "Online AI-proctored".
5. Set the testing session availability.
6. Make sure that the "Candidate self enrollment" option is enabled.
7. The booking and cancellation deadline will automatically appear for each common session if you follow instructions from this article.
8. This is a simulation of the AI online-proctored exam. You do not need to limit the number of candidates because the proctor will not monitor them live.
9. Enable the “Authorization required” option, and only those candidates with authorization will be able to see and book this common session on their “My assignments” page.
10. Click "Save" to create a common session.
[image: ]


[bookmark: _Toc95482814]Assign proctors to the created common session
To add proctors to the desired common session, you first need to add proctor to the location where the common session is created.

Click on the “Pencil” icon.
[image: ]
The “Edit testing location” dialog will appear, where you should: 
1. Click on the “Assign proctors” button.
[image: ]
2. Select the desired proctor and click on the “Confirm” button.
[image: ]
3. Click on the “Save” button.
[image: ]

Note: You can only add a proctor to the common session that you previously assigned to the location where that common session is created.

To add a proctor to the common session, you should:
1. Click on the "Calendar" icon marked in the picture below.
[image: ]
2. Click on the "List" icon.
[image: ]
3. Find the created common session and click on the “View assigned proctors” button.
[image: ]
4. Click on the "Assign proctors" button, select proctor(s) (only proctors assigned to the location will appear), click on the “Confirm” button, and save it.
[image: ]

[bookmark: _Toc95482815]Creating authorization
For only certain candidates to see and book a certain test, it is necessary to make an authorization for that candidate. Instructions on how to create an authorization for a candidate through the application can be found in this video.

Note: The previous video can be used for purposes of independent testing from Frank's development. In the real scenario, candidate authorizations will be created through APIs.

[bookmark: _Toc95482816]Booking process
[bookmark: _Toc95482817]Candidate’s perspective during the test
The candidate for whom there is authorization will be able to book the test. To see the candidate’s perspective, please watch this video from 1:43.

You can find a video for each step in the table below once the candidate enters the test.
	#
	Step in the process
	Video

	1. 
	The student tries to start the test.
	https://owncloud.youtestme.com/owncloud/s/IbikY8mq7SsGAX2 

	2. 
	Equipment check is started.
	https://owncloud.youtestme.com/owncloud/s/8JGjsd0iMAxEKvH 

	3. 
	The student’s ID is captured by the system as part of the equipment check and stored as an image in the database.
	https://owncloud.youtestme.com/owncloud/s/Al8YywQHbWoe6yO 


After a successful equipment check, the student’s test is started.

Since this is a simulation for Online AI-proctored exam, the proctor will not live check student’s ID or monitor live. 
After a session is finished, the proctor will:
1.	Verify candidates IDs
2.	Review the video recording
3.	Summarize the findings in a comment
4.	Mark the feedback as negative/positive
[bookmark: _Toc95482818]Candidate’s perspective when the test is finished
When the candidate finishes his exam, he will be redirected to the following page:
[image: ]
Instructions on how to personalize the text on the sign-out page, please watch this video.

When the attempt is verified, the result will be sent through the SFTP server from the YTM to the IFSE system in the next daily export job.
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//Multiple-choice item with alphabetic response idents explicitly set Question 37
item 25065

cardinality = "single"

correct-response = "C"
presentation = [

Pagliacci Financial Services is a mutual fund dealer. It s carrying out a major project to
enhance its internal controls. What are the justifications for doing this?

i, Internal controls help the firm to optimize clients’ portfolios.
ii.  They mitigate the firm’s risk.

iii.  They protect the assets of the firm.

iv.  They protect the assets of clicnts.

<choice ident="A"> i only
<choice ident="B"> ii and iii only
<choice ident="C"> ii, ii and iv only
<choice ident="D"> i, i, ii and iv

]

//Multiple-choice item with alphabetic response idents explicitly set Question 38
item 25066

cardinality = "single"

correct-response = "D"
presentation = [
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Exteral 0. 2505
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item 25704
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correct-response = "C"

presentatior

Eilcen est unc représentante, Elle veut s’assurer de respecter la Loi sur le recyclage des
produits de la criminalité et le financement des activités terroristcs. Voici les faits
concernant quatre de ses clients :

+ Ulrike a acquitté un achat de parts d’organismes de placement collectif en espéces
pour un montant de 6 000 S. Ce montant lui a été donné en cadeau lors e son
mariage.

+ Stefan a remis & Eileen un chéque d’un montant de 12 000 $ tiré sur son compte
auprés de la filiale canadicnne d’unc banque étrangére.

« Iain s’cst fait transférer 18 000 § de la Suisse par son oncle pour acquitter le prix
dachat de parts d’organismes de placement collectif.
+ Hugo a remis & Eileen une traite d*une banque canadienne dun montant de 20 000 §.

Laquellc des personnes suivantes devrait faire I'objet d’unc déclaration 8 CANAFE ?
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//Multiple-choice item with alphabetic response idents explicitly set Question 9
item 29210

Data source:

cardinality = "single" Trantatons U
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presentation = [ Question text
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‘A4 question fesdback

‘The fund opens at a net asset value (NAV) per unit of $25. fnswers Coreet
At the end of period 1, the NAV per unit is $30. v e v VALER
At the end of period 2, the NAV per unit is $20.

Editfeadhack  Delete feacback

At the end of period 3, the NAV per unit is $28.

2 - (e VLW R
‘What is the performance fee on the Concrete Hedge Fund for period 3?7 Secomdy
<choice ident="A"> $0.00 o esdback  Deetefsdhack
<choice ident="B"> $0.80 ; o S RAD
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//Multiple-choice item with alphabetic response idents explicitly set Question 13
item 29243

cardinality = "single"

correct-response = "A"
presentation = [

an is a sophisticated investor and is qualified to invest in exempt scuritics. He is willing to
accept limited liquidity and higher risk in order to achieve superior returns. Ian carns a
substantial income and he does not need income from his investments.

Jeremy is a sophisticated investor and is qualified to invest in exempt securities. He is
sceking income from his investments and he favours investments that arc tax-cfficient and
provide tax deferral. Jeremy is willing to accept higher risk in order to achieve attractive
yields.

Lashonda is a sophisticated investor and is qualified to invest in exempt sccuritics. Lashonda
needs a liquid investment and she is willing to accept lower returns in exchange for a regular
income stream from her investment.

Patricia is a sophisticated investor and is qualificd to invest in exempt sccuritics. Patricia
wants to diversify her current portfolio and protect it from its present long-only strategy. She
is sceking growth from risk-adjusted returns and she is willing to accept higher risk and less
liquidity in exchange for better diversification and returns.

‘Which of the following statements about these clients is CORRECT?

<choice ident="A"> Patricia would be well suited to invest in a hedge fund.

<choice ident="B"> Ian would be well suited to invest in a mortgage investment
corporation.

<choice ident="C"> Lashonda would be well suited to invest in a flow-through limited
partnership.

<choice ident="D"> Jeremy would be well suited to invest in a land development limited

partnership.
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stments that are tax-fficient and provide tax deferral. Jeremy is
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to invest in exempt securites. Lashonda needs a liquid investment and she is willing to accept lower returns in

exchange for a regular income stream from her investment. Patricia is a sophisticated investor and Is qualfied to
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