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1 Organizing a Webex meeting 

• Go to webex.com and sign in to Webex Meetings. 

 

• Log in using your Webex account email address and password. 

 
  

https://www.webex.com/
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• Select the Schedule option. 

 

• Set the Scheduled Meeting parameters: 

1. Meeting topic 

2. Meeting password (set your own, or use the one that is automatically generated) 

3. Date and time (with the time zone) 

4. Attendees (add email addresses of the candidates that are participating in the test) 

5. Advanced options 

o Audio options 

o Meeting agenda (description) 

o Scheduling options (automatic recording – for later review, require attendees to have an 

account on Webex to join this meeting, exclude password from an email invitation, allow 

attendees to join up to 15 minutes before the host, send email reminder up to 50 minutes 

before meeting starts) 
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2 Organizing a test 

If you haven’t organized a test in GetCertified, see how to create a simple test without sections and assign 

candidates to it. 

3 Make sure test session and Webex session are in sync 

 

 
  

https://wiki.youtestme.com/youtestme/youtestmedoc/YTM%20Customer%20Support/Client%20onboarding%20documentation%20(best%20practices%20for%20common%20scenarios,%20how-to)/YouTestMe%20-%20Creating%20a%20Simple%20Test%20Without%20Sections%20and%20Assigning%20Candidates%20to%20it.pdf
https://wiki.youtestme.com/youtestme/youtestmedoc/YTM%20Customer%20Support/Client%20onboarding%20documentation%20(best%20practices%20for%20common%20scenarios,%20how-to)/YouTestMe%20-%20Creating%20a%20Simple%20Test%20Without%20Sections%20and%20Assigning%20Candidates%20to%20it.pdf
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• Select the option to add candidates to the testing session. 

 

• Search for the candidates by username, first name, last name, or email address. Check the box for 

the candidates you want to assign to the testing session and select confirm. 
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4 Sending candidates an email with the instructions on how to join a 

Webex meeting and start the test 

The last step in the process would be to notify the students via email by sending them the instructions on 

how to join the Webex Meeting and start the test in YouTestMe GetCertified that we created for you. 

 

5 Starting the live proctoring session 

1. Making sure that the room is empty is preferred.  

a. If the student is connecting via mobile, they can record the environment, showing there are 

no other screens, that no proctoring rules are violated, etc. 

b. The same verification can be done if the student is using a laptop camera for the test. 

2. Students show their face and ID card to the camera, verifying their identity. 

3. Proctor confirms the student’s identity and monitors the test. 
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Screenshot: Users sharing their camera 

 

6 Monitoring 

To monitor a test from the application (pause and resume the testing session or a single test attempt, send 

a message, view the progress, prohibit the candidate from taking the test, etc.) see examples and best 

practices on how to monitor a test in GetCertified. 

  

https://wiki.youtestme.com/youtestme/youtestmedoc/YTM%20Customer%20Support/Client%20onboarding%20documentation%20(best%20practices%20for%20common%20scenarios,%20how-to)/YouTestMe%20-%20Monitoring%20(Examples%20And%20Best%20Practices).pdf
https://wiki.youtestme.com/youtestme/youtestmedoc/YTM%20Customer%20Support/Client%20onboarding%20documentation%20(best%20practices%20for%20common%20scenarios,%20how-to)/YouTestMe%20-%20Monitoring%20(Examples%20And%20Best%20Practices).pdf
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7 Test-taking 

7.1 Marking student behavior 

• Proctor is using a spreadsheet to label improper behavior. Rows represent minutes, and columns 

represent candidates. Proctor can define the suspicious behavior in each minute of the test for each 

candidate separately, that he can later review through the Webex recording of the test. 

Legend: 

 MILD  Suspicious behavior - level mild 

 SEVERE Suspicious behavior - level severe 
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7.2 Completing report 

• If there are suspicious behavior remarks on the sheet, the proctor can suspend the test attempt in 

GetCertified from the Monitoring tab. 

 

7.3 Record and review 

• You can access Webex Recordings for an additional review of the testing session. To be able to 

access the recording, you need to turn on the automatic recording option when you schedule a 

meeting. 
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• Once the meeting recording is generated on the Recordings page, you can download it for further 

review. 

 


