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1 Organizing a Webex meeting

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

il Video Conferencing, Online Mec X < _ 5 o
< C @ webexcom IR

Join our free #HRemoteWork livestream series May 11-15, 2020 — x

alialn
cisco Webex Solutions v~ Webex Devices Plans & Pricing Lean ~ Q Haost Join Start for Free

Q 9

Webex Meetings Webex Teams

'
-

Webex is here when the world needs to connect,
communicate and collaborate.

e Login using your Webex account email address and password.

O Wabx Join  English v/

Sign in

webex1@youtestme.com

asend

Next

Forgot Password?

Don't have a Webex Meetings account? Sign up

® 2020 Cisco and/or its affiliates. Al rights reserved. Help | About Cisco Webex Meetings Suite | Privacy Statement | Terms of Service
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e Select the Schedule option.

nmm
cisco We

A Home

£ Meetings

(@ Recordings

Enter meeting information to join a meeting

YouTestMe Team's Personal Room ©

https://meetingsamer2.webex.com/meet/webex186

) More ways to join

%@5 Preferences y‘?ﬂ.tuj’fme
0ol Insights

(%) Support

A Downloads

(7) Feedback

Upcoming Meetings

10:00 AM - 11:00 AM SA Meeting oz

_. B:00 AM - 9:00 AM

M&S, QA and Customer Support Meet... &

o Set the Scheduled Meeting parameters:

1.

vk wN

aliali
cisco W

Home
Meetings
Recordings

Preferences

[ON | I

Insights

Support

Downloads

Dle @ |

Feedback

Meeting topic

English  YouTe... v

.l

Get ready for your upcoming meeting
by installing the Cisco Webex
Meetings app now.

( " Download )
N

Insights

Meetings | hosted

Start

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

Date and time (with the time zone)

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

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)

sin 8 meeting

Schedule a Meeting

* Mesting topic

* Meeting password

Date and time

Attendees

Show advanced options

Webex Proctoring Test

evHIBW2dGS2

Friday, May 15, 2020 5:00 pm Duration: 1 hour

(UTC-04:00) Eastern Time (US & Canada) ~

Recurrence

Separate email addresses with a comma or semicolon

Audio connection options

Agenda

Scheduling Options

Cancel EELEETEE | Save as template

Mesting templates  Webex Meetings Default

@ 2020 Cisco and/or its affilistes. All rights reserved. Privacy Statement

English  YouTe .

Page 4 of 11



l? youtestme

Live proctoring

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

New testing session

Testing session name:*

Location: @ Select one
Choose a lacation from a pre-existing list

Time zone: Canada/Eastern (GMT -5:00)
This time zone is used for the fields below

Availability: Start* | May-20-2020 10:00
Select starting and ending time for this session

End:* May-20-2020 11:00

Assign to group (Optional setting): Select group
Upon selecting the group, you will have to hand-pick

the group members who will have access to the

session of turn on the option of Self-enroliment to

grant access 1o the whole group

Assign to training (Optional setting): Select training
Test can be started only from this training

Candidate self enroliment: (@ ]
If this option is enabled, users will have open access
10 the test, and a test manager won't have 1o assign

cisco Webex
Q@ Home Enter meeting information to join a meeting (o) English = YouTe... v/
8 Meetings =
© Recordings Schedule a Meeting Meeting templates ~ Webex Meetings Default v
8 Preferences
10l Insights * Meeting topic Webex Proctoring Test
@ Support * Meeting password 7DMexaG4hNg c
i’- Downloads Date and time Wednesday, May 20, 2020 10:00 am Duration: 1 hour Vv
() Feedback (UTC-05:00) Central Time (US & Canada)
Recurrence
Attendees Separate email addresses with a comma or semicolon

Show advanced options

Cancel Save as template
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e Select the option to add candidates to the testing session.

Manage tests

All tests (1111) > 01 - Webex Proctoring Test

Information Tesling sessions Candidates Monitoring Questions Grading scales Report builder %

New tesling session

Webex live proctoring session Vs ﬂ
Q  Location is undefined

F]  Upcoming

Start: May-15-2020 05:00 PM CEST

End: May-15-2020 06:00 PM CEST

Web access link:  Dttp://192.168.1.133:8080/ytm3/login.
xhtmi?testSessionld=10972

Candidates: 0

Status: Unlocked o

e 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.

Assign users
Select session: 1. Webex live proctoring session; Availability: May-15-2020 05:00 PM CEST - May-15-2020 06:00 PM CEST

v Username ¢ ¢ Lastname ¢ ] Email 3

John Smith £ John £ smith £ selectone v john smith@examplgthe

Q John Smith John Smith m john_smith@exampl . Student
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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.

Webex Proctoring Test Instructions - Message (HTML)

ISR Inset  Options  FormatText Review Help  Grammary @ Tell mewhat you want to do
alal L] i T 4 -
Bie | | Ty | Prewowts ®
@ w=) I High Importance
Paste B rulA Address Check | Attach Attach Signature Open
- Book Names | File- ltem= - ¥ LowImportance | Grammarly
Cipboard = Basic Text Names Include Tags & Grammarly

Subject | VWabes Proctoring Test Instructions

. | @ Webex Live Proctoring - Instructions for Students.docx
Antached = v
4MB

Dear attendees,

Attached are instructions for the Webex Proctoring Test.

Please follow them carefully, and let us know if you have any additional questians.
Have a great day!

YouTestMe Support Team

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.

Page 8 of 11


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

) yout

me

Live proctoring

7 Test-taking

7.1 Marking student behavior

e 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
Candidate Name
Minute |candidate 1 |Candidate 2 |Candidate 3 |Candidate 4 |Candidate 5 |Candidate 6 |Candidate 7 |Candidate 8 |Candidate 9 |Candidate 10
0
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
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7.2 Completing report

e If there are suspicious behavior remarks on the sheet, the proctor can suspend the test attempt in
GetCertified from the Monitoring tab.

Users = Tests = Surveys - Training courses Reports = System = Help =
Tests
Manage tests
- al 2
All tests (1165) > 01 - Webex Proctoring Test
Information Testing sessions Candidates Monitoring Questions Grading scales Report builder »
Monitor candidates progress in detail for the session you are assigned as a proctor. Got it!
Select session: 1. Webex proctoring testing session; Availability: May-01-2020 12:00 AM CEST - May-31-2020 05:48 PM CEST - Pause session
3 List of all candidates that are assigned to the selected session
# Username - First name - Last name < Started 2 Finished ¢ Actions
IS e 0
1 n John.Smith John Smith May-20-2020 06:40 PM CEST May-20-2020 06:40 PM CEST d

—r Prohibit this candidate from taking the test
= Displayed columns 1 10 »

B m

7.3 Record and review

e 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.

alial
cisco Webex

) Home Q Search for meetings and recordings o] English | YouTe... v
A
B Meetings -
5 Meeting topic 01 - Webex Proctaring Test
Recordings
@ Preferences * Meeting password vH3P86mmng2
ol) Insights Date and time Thursday, May 21, 2020 7:00 pm Duration: 1 hour
@ Support {UTC+02:00) Beigrade, Bratislova, Budapest, Ljubljana, Prague
- Downloads Recurrence
) Feedback Attendeos

bogdan. djomiija@youtestme.com

Show sdvanced options

Audio connection options

Agenda

Scheduling Options

Require account (O Require attendees to have an account on this site in order 1o join this meeting
Alternate host Let anyone with a host account on this site or anyone joining from an authenticated
Cisco video device in this organization host my meet
Automatic recording B Avtomatically start recording when the meeting starts
Exclude password Exclude password from email invitation =

Page 10 of 11



i) youtestme
v Live proctoring

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

alaln
cisco

(2) Home Q) Search for meetings and recordings @ English  YouTe.. v

Q Meetings

My Recorded Meetings

{6t Preferences

All
0ol Insights
nsights
(%) Support
Name Security Date Duration Size Format
A Downloads
(") Feedback 01 - Webex Proctoring Test
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