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1 Introduction 

This document provides steps recommended by YouTestMe to organize the best test experience. The steps 

are labeled with CRBOH or YouTestMe depending on who should take the action. Additionally, the steps are 

labeled with Optional, Recommended, and Mandatory tags for better organization. 

2 Preparing the Test Platform 

2.1 Customize the Platform – CRBOH (Recommended)  

You can fully customize the following things in the application:  

• Set up your company logo  

• Adjust the application colors according to your corporate standards  

• Use the login page as a space for the detailed guidelines or instructions that candidates should 

acknowledge 

 

For more information, please refer to chapters 2, 2.1, and 2.2 in this article. 

2.2 Notifications – CRBOH (Recommended) 

Students receive two notifications when certain action is made: 

• “New user profile created” notification which contains the username and password which they can 

use to access the platform. 

• “Test published” notification where you can add all test instructions, test availability, and a link that 

redirects them to the login page where they can enter their credentials. After they log in, they will 

be navigated to the “My tests” page from where they can start the exam. 

 

While default text is provided for both notifications, You can modify them and add the rules and 

instructions to suit your needs. For more information on modifying the notification, please refer to the 

instructions provided in this article.  

An example of a “Test Published” notification is also included in section 2.2.1. 

2.2.1 Test Published Notification Example 

Dear [Candidate name], 

 

You have a pending test request: [test name]. 

The test is available for taking from [date] to [date]. 

The test can be accessed at [application link] 

 

Before taking an exam, you must review all provided instructions. 

Instructions to candidates: 

• For a detailed guide on the online examination system, review the test-taking guide and watch 

https://www.youtestme.com/kb/how-to-white-label-application/
https://www.youtestme.com/kb/how-to-configure-email-and-application-notifications/
https://wiki.youtestme.com/youtestme/youtestmedoc/Procedures/Support%20Procedures/Exam-Taking-Guide.docx
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the video tutorial of the test-taking process. 

• For further information, visit [CRBOH Help Center] 

• If you encounter any difficulties in using the application, please check the answers in the FAQ. 

• Duration of the exam will be [duration] 

• To pass the test, you must achieve more than [points] 

The following items are NOT allowed during the exam: 

• Mobile phone 

• Tablet 

• Books and notebooks with materials 

• Paper (you will be provided with the notes part in the application). 

The following items are allowed during the exam: 

• Calculator 

• Google Chrome Browser 

• Mozilla Firefox Browser 

Kindly note that cheating of any kind is forbidden. 

Good luck! 

3 Test Preparation 

3.1 Create user groups – CRBOH (Recommended) 

To organize the users who should take the exam, YouTestMe recommends creating user groups by 

following the instructions provided in this video. 

3.2 Import users – CRBOH (Mandatory) 

Upload users into the system via Excel template by following this video. 

3.3 Assign users to the group – CRBOH (Mandatory) 

Next step is to assign users into the group, please follow this video. 

3.4 Check all groups – CRBOH (Recommended) 

To make sure that you assign all users into the appropriate user group, please make sure to: 

1. Open a user group. 

2. Go to members tab. 

3. See the number of users assigned 

Repeat the same steps for all groups. 

https://www.youtube.com/watch?v=5YiuBeCblyE
https://wiki.youtestme.com/index.php/Canadian_Registration_Board_Of_Occupational_Hygiene
https://www.youtestme.com/support-and-faq/
https://www.youtube.com/watch?v=ynNrb3SXFIg
https://www.youtube.com/watch?v=W2FQOC0R1-E
https://www.youtube.com/watch?v=ynNrb3SXFIg
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3.5 Create Proctor Account – YouTestMe 

3.6 Create Question Pools – Done by YouTestMe and CRBOH (Mandatory) 

Import questions and organize them into pools so you can use them for the test preparation. 

3.7 Creating a test – CRBOH (Mandatory) 

Enable proctoring, define duration and any other relevant settings that you would like your test to have, 
and then assign the previously created questions to it. 
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3.8 Preview the test -CRBOH (Recommended) 

Review the test before publishing it to make sure everything is correct. If additional changes are needed, 
you can always Return to Wizard to edit the test configuration. 

 

3.9 Create a demo testing session -CRBOH (Recommended) 

Before you assign candidates, create a demo testing session and assign yourself to it so you can see the 
notification candidates will receive once you publish the test. This will allow you to go through all the steps 
that candidates should take and identify any necessary changes before sending it to students. 
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3.10 Publish the test CRBOH (Mandatory) 

Once you create a demo testing session and assign yourself as a proctor, publish the exam. This will trigger 

the previously customized “Test published” notification, which you will receive at your email address. 

Review the notification to see if any changes should be made. 

 

3.11 Try the test CRBOH (Recommended) 

After you receive the notification, go through the entire test-taker's experience to see if anything should be 

changed. 
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3.12 Create the official testing session  CRBOH (Mandatory) 

After you confirm that everything is fine, create the official testing session, define the session availability, 

and assign the appropriate group to it. Repeat the steps for each test. For example, the test with French 

speaking students will have two sessions, one for the English group and one for the French group. 

 
 
 

3.13 Assign proctors - YTM (Mandatory) 

Assign a proctor to all official testing sessions. 

3.14 Assign candidates – CRBOH (Mandatory) 

After you complete everything and decide that you want to send an email to students, assign candidates to 
the previously created testing session. They will receive the “Test published” notification with the 
availability and all instructions. 
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