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YTM Procedure for Test Organization

1 Load users

Below you will find instructions on how to load users in the application. This document also contains
screenshots that follow the procedures and instructions step by step.

1.1 Step #1 - Preparation

Load users from a predefined Excel template or add them manually in the system. If you have more than

ten candidates, we suggest adding them with an Excel template. Users can also register themselves in the

system if this is something you find more convenient.

The person in charge can load users into the application and specific user group via Excel by following the

next steps:
Create a user group and name it, e.g., "YTM team,

1.

vk W

[Client/Partner] Team," etc.

You will need to download an excel template for loading users.

Open Users/Manage users page

Click on button "Load users"

After that, on a clickable text "Excel template" that will pop up, and then you can download the
template to your computer

Fill out the template for loading users with necessary information about candidates and add group
ID so that you can add users automatically to groups; you can add as many users as you want and
put different group ID (find it in a picture above).

User profiles 2

Student

1.2 3 4 8§ wow w00 ROWS: 60363

8=
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HEd9-c-s YTM Team - Micrasot Excel
Yome | Jmet; fegelieat fomu: ety  Nohow Vew A o6 Jfomm Tee
[ v D o 5 B [Foma SO oo Weal [ ] - H 3 (] 2
- S-A EEE FE Browscrio | B % o 82 Constens tome [T sponotory . thoerink (RN urkedcell || et %m'-:-‘m..
— il £ =] =

BRARRREAAA AR ARAREARARAARAAEE

_I_l_] veljkoV' Student12# ATT Veljko Vasic
_'_agiwmk Student124 ATT Zoran Kukoljac
Q_.i milanV Student12# ATT Milan Vujanic
2

mail to newly created users."

Load users

YouTestMe batch loader feature enables users (with proper privileges) to create
huge number of user accounts very quickly.

Al you need to do is fill out our predefined Excel template and upload it

* Detailed instructions that explain this procedure can be downloaded here.

Ds.m email to newly created users
[ o

E e

100416
zoran.kukolisc@maliocing.com 100416
‘milan.vujanic@youtestme.com 100416

Upload the users in the application, and do not forget to check the checkbox which says, "send e-
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1.2 Step #2 System Custom E-mail

In the System/System settings/Notifications, you will find a list of notifications that you can edit and use to
notify your candidates about everything they need to know.

Training courses

System settings . ?

Mail server  Internal network - System System Theme Additional modules  Proctoring settings  System support

Customize, enable and disable the e-mail and applic

List of all notifications

Application notification Email notification
# Notification event name
Status Template message Status Template message

3 ASSIgNEU 4% @ GIoup user ctauey v eunt ey v tuit

4 Assigned as a pool manager Enadled v Edit Enaied v Edit

5 Assigned as a pool user Enadled v Edit Enabled v Edit

6  Assigned as a raining course manager Enadied v Edit Enapied v Edit

7 Assigned as a training course user Enadled Edit Enabled v Edit

&  Eror occured in the system Disabled v Edit Disabled v Edit

9 New registration request Enadled v Edit Enaied v Edit

10 Mew user profile created Disabled  * Enabled v |
11 Monify subscribers about user's survey results Disabled  * Disabled v Edit

12 | Notify subscribers about user's test results. Disadied v Ed Disabled v Edit

13 Password changed Enadled Edit Enabled v Edit

1

192.168.1.133:901T/oaoes oreferences.chtmi

With the "New user profile created" notification, you can inform candidates about the credentials for the
profile that you created for them.

Edit email template

Mail subject name: D  Created new user profile
List of all variables:  |from, pass, 10, uname]
Template preview; ()

BIUSAZRXXHHNY PESEETZSL

Dear $to$

Your profile has been added to

You can log in with the following credentials
Username: Sunames

Password: Spass$

Itis strongly advised to change the default password

Best Regards,
Stoms
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2 C(Creating Test

Below you will find instructions on how to create your test. This document also contains screenshots that
follow the procedures and instructions step by step.

2.1 Step #1 Preparation
To create the test, navigate to "Tests/New tests."

2.1.1 Testinformation

Here you’ll need to fill out the information about the test itself.

Users »  Tests ~  Surveys v  Training courses Reports ~  System -  Help -

Test information

Create Test Wizard

Test information ?
i Name:* First Test
Description: This is where you should place your description body message.

Test with sections:

Test instructions

All candidates will have to read the instructions before starting the test (this setting is optional)

=7 Copy previously created instructions: ~ Select one -

B IUSAWSXXHH??®»iE=

I
i
i
&

e

« This is where you should place your instructions body message.
« This instructions students will see during the test
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2.1.2 Test settings

Here you'll need to set the first parameters for your test.

- Surveys - Training courses Reports - System Help -

Test information Settings

Previous Create Test Wizard “

Test template settings ?
Test template: © Select one (optional) -

Test settings

Pass mark: 0% = Make the pass mark inclusive &

Duration type: Unlimited -

Page format: @ One question per page =

Show report: @ Immediately after finizshing -

Report content: & Score and answers preview -

Configure report lifespan @&

Require answering all questions

Enable 'l don't know” answer to avoid negative points
Disable going backwards in test

Enable answer feedback

Show guestion metadata to candidate &

Proctoring mode &

Automatically logout candidate after finishing

Metwork access (3 Allow test continuation Allow test retaking Enable browser lockdown
® Al networks Candidates can interrupt Candidates can retake the Candidates can not cut,
Internal network the test, and continue later test within the allowed save or print anything
within the allowed time time frame from the screen
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2.1.3 Method of Adding questions

You can add the questions into your test:
1. manually (one by one)
2. with atest generator
3. automatically with an Excel template.

2.1.4 Manually

You can select different question types and add different types of media files (video, photo, audio) in all
question types.

T

Test information Method Settings Add questions
Previous Create Test Wizard

Questions in test

- 4
.

Click on the *Import from pools® button to add questions from question pools.

Click on the *Add new question® button to create a new question manually

Add new question ¥ Import from pools

Single choice

Multiple choice
Essay

Ordering

Fill in the blanks
True/False

Matching

Open
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2.1.5 Testgenerator

The test generator allows you to add the questions from predefined question pools.

Questions (0) By checking this option, the frequency |T|
factor of each question will be B

considered in the test generating
Include the frequency factor ¢

Add question pool
process. Frequency factor shows how adq UpIs

likely it is for that question to appear in

the test.

on the "Add question pool” button to import questions f

question pools.

2.1.6 Automatically

Automatically load questions and answers with a predefined excel template.

Upload test X

YouTestMe batch loader feature enables users (with praper permissions) 1o create
& test very quickly with & predefined Excel template.

+ All you need to dois fill cut our predefined Excel template and upload it
+ Detailed instructions that explain this procedurs calbe downloaded here.

[Chase Fle] o e s
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2.1.7 Review

The review is the last stop before creating the test. Check if everything is set according to your use-case
scenario.

Test information

Previous Create Test Wizard

Test information

Test name: Test Test

Test description: This is & test test

Certificate name: Generic name - 10-10-2019 11:52.27.5
Duration (hhimm:ss):  02:00:00

Show repart On manager's approval

Report content Score and praview

Network access: Al networks.

Questions information
Total questions: 1

Easy: 0

Questions

# Question text ¢ Difficity  Points &  Penalty ¢ Type

Question for test test Medium 5 0| Single cnoice

2.1.8 Save test

You can save the test settings as a test template or click the button "Finish wizard" to save your test.

Surveys «  Trainingcouses  Reports +  System -+ Help +

Previous Create Test Wizard

aad D
Click the Finish wizard button to save your test.

You can save this test as a test template. Test tempiates can be used 1o
preload the same settings when you are creating a new test

Save as test template Finish wizard

1 2
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2.2 Step #2 System Custom E-mail

In the System/System settings/Notifications, you will find a list of notifications that you can edit and use to
notify your candidates about everything they need to know about the upcoming test.

Users »  Tests ~  Surveys -  Training courses Reports »  System ~  Help =

System settings

" ?
System settings Sysiem reports :

(r— System maintenance
Mail server  Intemal newwork | Notifications | System information ~ System preferences Theme Additional modules  Proctoring settings ~ System Support

Customize, enable and disable the e-mail and application notifications Gotitt

List of all notifications

Application notification Email notfication
# Notification event name
Status Template message Status Template message
13 Password changed Enabled v Edit Enabled v Edit
14 Product purchased Disabled v Edit Disabled v Edit
15 Profile information updated Enabled v Edit Enabled v Edit
16 Registration request approved Disabled v Enabled v Edit
17 Registration request declined ) v Enabled v Edit
18 Survey published Enabled v Edit Enabled v Edit
19  Survey results Enabled v Edit Enabled v Edit
20  Survey suspended Enabled v Edit Enabled v Edit
I 21 Testpublished Enabled v Edit Enabled v ]
22 Testresults Enabled ¥ Edit Enabled v Edit
23 Testresults on manager's approval Enabled v Edit Disabled v Edit

With the "Test published" notification, you can inform candidates that you have published a test, together
with the specific test time availability and date. The best practice is to schedule your test five days upfront
so that candidates can have time to prepare.

System settings [2

Mail server  Internal network: System System Theme Additional modules  Proctoring settings | System support

List of all notifications
Edit email template Email notification
#
Mail subject name: @ | iz sent Status Template message
13 | Password changed labled v Edit
Listof all variables:  [availableFrom, availableTo, from, link, quizRequest, to]
14 Product purchased sabled v Edit
Template preview: &
15 | Profile Information updated laied v Edit
16  Registration request approved i X: X* HHHe 99 & E S EE o = @ L fabled v Edit
17 | Registration request declined fabled v Edit
uest: “SquizRequests’
18 | Steveypikshed g from SavailableFroms to SavailableToS. oy Ed
kS
19 | Survey results fabled v Edit
20  Survey suspended $irom$ labled v Edit
21 | Test published fabled v Edit
22 | Testresults m Cancel fabled v Edit
23 | Test results on manager's approval Enabled v “Edit Disables v Edit
y 1 -
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For users to see the test results, you need to enable "Test results" notification.

Users ~  Tests ~  Surveys -~  Training courses Reports ~ n Help ~

System settings

System settings ?

System reports

System maintenance

Mail server  Internal network System information ~ System preferences Theme Additional modules ~ Proctoring settings | System support

Customize, enable and disable the e-mail and application notifications. Got it
List of all notifications
Application notification Email notification
# Notification event name
Status. Template message Status Template message

17 Regisuration request declined v Enabled v Edit
18 Survey published Enabled v Edit Enabled v Edit
19 Survey results Enabled v Edit Enabled v Edit
20 survey suspended Enabled v Edit Enabled v Edit
21 Testpublished Enabled v Edit Enabled v Edit

I 22 Testresults Enavied v Edit Enabled v I
23 Testresults on managers approval Enabled v Edit Disablea v Edit
24 Test suspended Enavled v Edit Enabled v Edit
25 Tomcat Start Disablea v Edit Disabled v Edit
26 Tomcat Stop Disabled v Edit Disabled Edit
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3 Managing the test and assigning candidates

After the users are loaded, and you created a test, the person in charge has to complete the next steps:
1. Organize testing sessions.
2. Assign himself to take the test — check if he gets the right e-mail and if a test can start properly.
3. Ifstep 2is fine, then assign other candidates that should take the test.
4. |If step 2 has problems, fix them, and repeat the process.

3.1 Organize testing sessions

1. You can organize a testing session by clicking the "Set testing session" button, or "Testing sessions'
tab.

2. Select the "New testing session" button to create a new session.
The YouTestMe batch loader feature enables users (with proper permissions) to create a huge
number of sessions very quickly.

4. All you need to do is fill out our predefined Excel template and upload it by selecting the "Load
testing session" button.

5. The popup window will appear once you select the "Load testing session" button, allowing you to
download our predefined Excel template and detailed instructions that explain this procedure.

tests (o038) » Example test
(4 Deafts (147) Complete test preparation -

1. Create test 2. Organize testing sessions 3. Publish test
S1art & test wizard to create a 1es1 with

Malke the test available for the

of without sections, and attach an cotonal certificate AsSign 1831 candidates, Procioes e assigred users and growps.

[+ Published (337)

[E  suspended (24)

B Test tempiates (4)

31INg Session bulion 1o create
nd time for the test
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Once you select the "New testing session" button, the popup window in the picture below will appear.

Testing session name and Start/End date fields are mandatory.

To assign a testing session to a specific group, select a previously created group from the dropdown
menu. Only users from the selected group can enroll in this testing session. If you haven't assigned
a testing session to a group, you can enroll users from the entire system in a testing session.

3. Best practice would be to turn on the option "Locked" and secure the session with a password.

Tosts @ =3
_ Alreese.
4] Drafts (148) Optiens = ?
All tests (514) > EXan new testing session
Qs |
Testing session name:* [Exemoe session |
001 test draft witn sections Complete test preparation ~
007SsctionTest
0095
(ks 1.0 3. Publish test
03 Test start a test wizal Make the test avallzble far the
" or without sections, and ] assigned users and groups.
iz
T «)
Miest
< 12 3 85 mo= |
Testin Reportbuilder
(> Published (339)
Locked:
Gotnt
@ suspended (24)
@ Testremplates (4 B
ST ] | Lesasesingsessions |
> s 3 options for ext et

Click on the New testing session button 1o create
location and time for the test.

Candidate self-enrollment:

1. Candidates can self-enroll into the session from the "My assignments" panel. This option will be
available to all users within the system or to group members depending on the session settings.

2. If this option is off, you need to select the candidates from the list.

3. Self-enrolled candidates can access a test session through the web access link.

Information Testing sessions Candidates Monitoring Questions Summary report Report builder »

Organize your test in sessions for users located at different locations.

Got it!

New testing session

Example session Pl

Load testing sessions

Q Location is undefined

]  Available now ®

Start: Jan-23-2020 06:00 AM CET

End: Feb-24-2020 05:59 AM CET

Web access link: | http//192.168.1.133:0017/login xhtml?testSe
ssionld=10612

Candidates: 0

Status: Locked ]

1 12 v

Once you save the session, an automatic e-mail (Test published notification) will be sent to candidates, and
a new session window will be available.
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3.2 There are two ways to assign candidates to a specific test session.

1. Assign candidates to the test session by selecting the "plus" icon in the session window.

ystem ~  Help +

Tests C

Manage 1est

[# orafts (149)

Q Information Testing sessions Candidates Monitoring

tions = ?
All tests (520) > Example test et -

Questions Summary report Report builder »

copy of a test

Organize your test in sessions for users located a1 d

0010Ttest
New Load testing sessions
00123
001 Branching question Example session V|
001 Matrix question test
Q@  Location is undefined
< ] Available now ®

001 Test with Ssection FOR REPORT Start: Jan-23-2020 06:00 AM CET

BUILDER
001 - 1est With sections § End: Feb-24-2020 05:59 AM CET
123 45 mom
Wab access link:  NTp://192.168.1.133-:9017/login xhtmi7testSe
[ suspended (24) ssionld=10612
[@ Test templates (4) 3 1 D

Status: Locked a

2. Go to the Candidates tab, and once a specific session from the dropdown menu is selected, the
"Assign candidates" button will appear.

Tests

[# orafts (149)

o} Information Testing sessions Candidates WMonitoring Questions

tons - | |2
All tests (522) » Example test 2 Options ?

Summary report Reportbuider

00001 copy of a test with sections

Assign or remave candidates from this test. Manipulate candidate attempts and view progress

Gotin
00017
$010Tiest Select session: | 1. Example session; Availability: Jan-23-2020 06:00 AM CET - Feb-24-2020 05:59 AM CET 4
ooz

Hand-picked users from the list of all users can take the test during this testing session > Show additional opticns
001 Branching question

List of candidates
001 Matrix question test

Username < Started < Finished < Status Result = Score (%) ¢ Session < Actions
001 test 2 sections
0 Testpassmark secton? < : p
001 Test with Ssectian FOR REPORT No users have started the test.
BUILDER
001 -test with sections § = pisplayed columns 10 v Rows: 0
1203 45 = om
Remove selected Show suspended attempts -

[@ suspended (24)

Test templates (4)
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4 Monitoring

You can monitor a candidate's progress while he's taking a test. You can pause and resume a session, view
the progress, or prohibit the candidate to take a test

1. Choose a test you want to monitor and select the "Monitoring" tab

2. Choose the session that you want to monitor

Tets 0 .

@ orafts (1)

(> Published (8)

01- Main Demo Test

-1 2
All tests (9) > Improved Exam Demo S -

Monitor candidates progress in detail for the session you are assigned &s a proctor Gotin

COPY_01-23-2020 16:13:57.726

Improves Exom Demo Select session: |2 Testing session - Group (5110); Availability: OC-03-2018 08:00 PM EOT - Oct-31-2028 12:55 PM EOT - |e———2 Pause session ||

Initial Exam Démo

List of all candidates that are assigned to the selected session

Question Pools Demo Test Username s Name. ] Started s Finished ] Actions
Report Builder Demo Test fel fol
Thmed Queations Deme Toat ¢ barry Walker Barry 0ct-05-2018 01:15 PMEDT  Oct-05-2018 01:16 PM EDT fol @

[ suspended (0) Beady1990 Garvin John OCt-05-2018 0117 PMEDT  Oct-05-2018 01:22 PM EDT o @

[@ Test templates (3) benjamin Lewis Benjamin 0c1-05-2018 0125 PMEDT  Oct-05-2018 01:29 PM EDT o @
Berstionshe Clark Stephanie Oct-05-2018 01:26 PMEDT | Ocr-05-2018 01:28 PM EDT o @
candect Bird Logan OC-05-2018 01-21 PM EDT  OCt-05-2018 01:22 PM EDT fol @
Cang1966 Hamilton Kimberly @

& Displayed columns N m v Rnw'; 8
8

3. You can pause and resume the whole session, or do that just for a particular candidate - Click the

"Pause session" button to pause the selected testing session:

Tests @

[# Drafs (1) options = | 7

All tests (9) » Improved Exam Demo

Q Information Testing sessions Candidates Monitoring Questions Summary repart Report builder 3

01- Main Dema Test
Monitor candidates progres:
COPY_01:23.2020 16:13

Improved Exam Dema

Select session: 2. Testing session - Group (5110); Availability: Oct-03-2018 08:00 PM EDT - Oct-31-2028 12:55 PM EDT -

Initial Exam Demo

et Do Tet List of all candidates that are assigned to the selected session

Question Poals Demo Test Username s Name J Started ¢ Finished % Actions
Report Builder Dema Test je! 0
imed uestions bere Test < barry Walker Barry 0ct052018 01:15 PMEDT | OCt-05-2018 01:16 PM EDT 2 @
[ suspended (0) Beady1990 Garvin John 0ct-05-2018 01:17 PMEDT | Oct-05-2018 01:22 PM EDT Fal @
[@ Test templates (3) benjamin Lewis Benjamin 0¢1-05-2018 0125 PM EDT | Oct-05-2018 01:29 PM EDT o @
Berstionshe Clark Stephanie Oct-05-2018 01:26 PMEDT | Oct-05-2018 01:28 PM EDT I<] @
Candect Bird Logan 0ct05-2018 01:21 PMEDT | Oct-05-2016 01:22 PM EDT » @
Cang1966 Hamilton Kimberly @
E Displayed columns o 0 Rnw’s"E
8
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A popup window will appear, allowing test managers to write a message to the candidates that will
be displayed when the session is paused (this is optional)

Pause testing session

Write a message to the candidates that will be displayed when the session is paused (optional)

Message: One minute break.

You can resume the whole session by clicking the "Resume session" button at any time

Tests @
Manage tests -
[ Drafts (1) Options + ?
All tests (9) > Improved Exam Demo —
Q Information Testing sessions Candidates Monitoring Questions Summary report Reportbuilder 3

01- Main Demo Test

COPY_01-23-2020 16:13:57.726

[maroved Bram Deme Select session: 2. Testing session - Group (5110); Availability: Oct-03-2018 08:00 PM EDT - Oct-31-2028 12:55 PM EDT - 3
Initial Exam Demo
Muitimedia Demo Test N
A Selected testing session is paused
Question Pools Demo Tast
Report Builder Demo Test List of all candidates that are assigned 1o the selected session
P
Timed Questions Demo Test «) N e N N o R §
@ Suspended (0) jel R
@ Testtempiates (3) ban Walker Bar 01052018 01:15 PMEDT | Oct-05-2018 01:16 PM EDT )
Y vy
Beady1990 Garvin John OCt05-2018 01:17 PMEDT | OCt-05-2018 01:22 PM EDT 2@
benjamin Lewis Benjamin 0ct05-2018 01:25PMEDT | OCt-05-2018 01:29 PM EDT 2 Q
Berstionshe Clark Stephanie 0Oct05-2018 01:26 PMEDT | Oct-05-2018 01:28 PM EDT 2 Q
Candect Bird Logan 0ct05-2018 01:21 PMEDT | Oct-05-2018 01:22 PM EDT 2 Q
Cang1966 Hamilton Kimberly - - el
=1
= Displayed columns “w 7 » om0 Rows: 8
[ ]
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4. Click the "Pause" button to pause the test for each candidate separately

Manage 1

Drafts (1) Options = ?

All tests (9) > Improved Exam Demo

Q Information Testing sessions Candidates Manitoring Questions Summary report Report builder 3

01- Main Dema Test
Manitor candidates progress in detail for the session you are assigned as a proctor Got it

COPY_01-23-2020 16:13.5

Improved Exam Demo

Select session: |2, Testing session - Group (5110); Availability: 0¢1-03-2018 08:00 PM EDT - Oct-31-2028 12:55 PM EDT Pause session ||
Initial Exam Demo

Multimedia Demo Test List of all candidates that are assigned to the selected session

Question Pools Demo Test Username B Name = Started = Finished ] Actions
Report Builder Demo Test 0 fol a
Timed Questions DemaTest $ benjamin Lewis Benjamin OC1-05-2018 0125 PMEDT  Oct-05-2018 01:20 PM EDT o @
@) suspenced (0) Berstionshe Clark Stephanie Oct-05-2018 01:26 PMEDT  Oct-05-2018 01:28 PM EDT Jel (7]
Test templates (3) Candect Bird Logan 0c105-2018 01:21 PMEDT  0ct-05-2018 01:22 PM EDT Fel @
Cang1966 Hamilton Kimberly Jan-24-2020 10:30 AM EST o
Careter2 Robinscn Ronakd - - @
student Robinson Mary @

0 Rows: B

& m

= Displayed columns

Click the "Resume" button to resume the test for each candidate separately.

Reports

Tests ¢

Manage

[# Drafs (1) tions = 2
g orsne All tests (9) > Improved Exam Demo il =

information Testing sessions Candidates Moanitoring Questions Summary report Report builder %

Monitor candidat i ession you are assigned as a procior. Got it

COPY_01-23-2020 16:1.
Imoroved Exam Dema Select session: 2 Testing session - Graup (5110); Availability: Oc1-03-2018 08.00 PM EDT - 0ct-31-2028 12:55 PM EDT - Pause session ||
Initial Exam Demo

Multimacka Domo Tegt List of all candidates that are assigned to the selected session

Question Pools Demo Test Username < Name B Started < Finished < Actions
Report Buiger Demo Test o fe) a
Timed Questions Demo Test < barry Walker Barry 0c1-05-2018 0115 PMEDT  Oc1-05-2018 01:16 PM EDT f+] (7]
Suspended (0) Beady1990 Garvin John 0ct-05-2018 01:17 PMEDT  Oct-05-2018 01:22 PM EDT fol @
@ Testtemplates (3) benjamin Lewis Benjamin 0ct-05-2018 0125 PMEDT  OCt-05-2018 01:29 PM EDT b=} Q@
Berstionshe Clark Stephanie 0ct1-05-2018 01:26 PM EDT 0c1-05-2018 01:28 PM EDT 2 @
Candect Bird Logan 0ct-05-2018 01:21 PMEDT  Oct-05-2018 01:22 PM EDT ] @
Cang1966 Hamilton Kimberly Jan-24-2020 10-30 AM EST o
= Displayed columns 1 0 2
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5. Click the "magnifying glass" button to view the progress of the particular candidate

Training courses Reports

Tests

Manage tests
[A oratis (1)

Published (8]

Q information Testing sessions Candidates Monitaring Questions Summary report Report builder %

V tions = ?
All tests (9) > Improved Exam Demo il =

01- Main Demo Test

as a proci

COPY_01-23-2020 16:13:57.726

Improved Exam Dema

Select session: 2. Testing session - Group (5110); Availability: Oct-03-2018 08.00 PM EDT - Oct-31-2028 12:55 PM EDT - Pause session ||

Initial Exam Deme

P List of all candidates that are assigned to the selected session

Question Pools Demo Test Username 2 Name 2 Started = Finished = Actions

Resart Bulder Dema Test o o

Timed Questions Demo Test £

benjamin Lowis Benjamin OctosamaorasPEDT | ocroszoeorapmeot | | 2] B

[ suspended (0) Berstionshe Clark Stephanie Oc1-052018 0126 PMEDT  Oct-05-2018 01:28 PM EDT ] @

[B Test templates (3) Candect Bird Logan 0ct-05-201801:21 PMEDT  Ocr-05-2018 01:22 PM EDT b (7]
Cang1966 Hamilton Kimberly Jan-24-2020 10-40 AM EST -5 M
Careter2 Robinson Ronald @
student Robinson Mary - - @
= Displayed columns 1 0 v Rows: B

& m

Once the progress view is selected, log and details become available. In the bottom left corner, you
have a refresh button that you need to click every time you want to update the table.

Tests @

= Displayed columns 1 10 v Rows: 8
4 Drafts (1)

[ ]

Q
Candidate Kimberly Hamilton's progress
01- Main Dema Test
Click en the test preview ican to see its questions and information. Choose between two detailed table views. “ Details
COPY_01-23-2020 16:13:57.726
Improned Exam Demo Test
Iniial Exam Demo . N
# Action Timestamp
Multimedia Dema Test
1 Teststarted - name Improved Exam Demo’ Jan-24-2020 10:40.57 AM EST
Question Paols Demo Test
2 Question started - question 1, test "Improved Exam Demo® Jan-24-2020 10:40:57 AM EST
3 Repart Buliger Demo Test ¢
3 Question finished - question 1, test “Improved Exam Demo® Jan-24-2020 10:41.07 AM EST
Timed Questions Dema Test <
4 Question started - question 2, test "Improved Exam Demo® Jan-24-2020 10:41:07 AM EST
Suspended (0)
5 Question finished - question 2, test “Improved Exam Demo® Jan-24-2020 10:41:10 AM EST
B Test templates (3)
6 Question started - question 3, test "Improved Exam Demo® Jan-24-2020 10:41:10 AM EST
7 Question finished - question 3, test “Improved Exam Demo’ Jan-24-2020 10:41:14 AM EST
B Question started - question 4, test "Improved Exam Demo® Jan-24-2020 10:41:14 AM EST
9 Question finished - question 4, test “Improved Exam Demo® 2an-24-2020 10:42 25 AM EST
10 Question started - question 5, test “improved Exam Demo' Jan-24-2020 10:42:25 AM EST

1 2 wow o 10r Rows: 20

[ o]

2
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Tests @ = Displayed columns 0 v Rows: 8
[# orafts (1) # o
Published (8)
a Candidate Kimberly Hamilton's progress
01- Main Dema Test Click on the test preview icon to see its questions and information. Choose between two detailed table views Log m
COPY_01-23-2020 16:13:57.726
Improved Exam Demo Questions
Inital Exam Demo
# Question text Status Time spent (hh-mm:ss)
Multimedia Demo Test
i Whyis it important to delegate tasks? Visited 00:00:10
Question Pools Demo Test
2 How should you prepare for the day ahead? Visited 00:00:02

Report Builder Demo Test

3 You shouldn't check the progress of a delegated task Visi 00:00:03
Times Questions Demo Test <
4 What would be the workflow when working on many things at once? Visited 00:01:10
Suspended (0)
5 Maich the groups in ABCD analysis. 00:00:10
Test templates (3)
6 You disagree with what someone has sald: how should you react? Visited 00:00:04
7 Non verbal communication includes: Visited 00:00:05
] Talking clearly is a communication skill Visited 00:00:04
9 What are the qualities of a true team player? Visited 00:00:04
10 Define teamwork Ongoing 00:00:00
= Displayed columns 1 2 ®m s w0 Rows: 12
e

=

Users = Te Surveys = Reports =  System =  Help -

Monitor candidates progress in detail for the session you are assigned as a proctor Got it

Drafts (1)
Select session: 2. Testing session - Group (5110); Availability: Oct-03-2018 08:00 PM EDT - Oct-31-2028 12:55 PM EDT - Pause session ||
Published (8)
Q List of all candidates that are assigned to the selected session
Username s Name: s Started ] Finished s Actions
01- Main Demo Test
COPY_01-23-2020 16:13.57.726 s . g
\mproved Exam Demo benjamin Lewis Benjamin 0c1-05-2018 0125 PMEDT  Oct-05-2018 01:29 PM EDT yel @
Inftial Exam Demo Berstionshe Clark Stephanie Oct-05-2018 01:26 PMEDT | Ocr-05-2018 01:28 PM EDT o @
Hutimess ema et Candect Bird Logan OCt-05-2018 0121 PMEDT  OCt-05-2018 01:22 PM EDT » @
Question Pools Dema Test
Cang1966 Hamilton Kimberly Jan-24-2020 1040 AM EST Pl "
Report Builder Demo Test
careterz Robinson Ronald - - @
Timed Questions Demo Test <
student Robinson Mary B %)
[e]  suspended (0)
M Displayed columns 1 0 v Rows: 8
[B Test templates (3) —_—
& m
Candidate Kimberly Hamilton's progress
Click on the test preview icon 1o see its questions and information. Choose between two detalled table views Log m
Questions
2 Question text Status Time spent (hh-mm:ss)
1 Whyis it important 1o delegate tasks? visited 00:00:10 p
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7. Click the "Allow" button to allow a specific candidate to take the test.

rs v+ Tests - Surveys = Training courses Reports -  System -  Help - o

Monitor candidates progress In detall for the session you are assigned as a proctor

[# Drafts (1)

Q

Select session: 2. Testing session - Group (5110); Availability: Oct-03-2018 0B:00 PM EDT - 0ct-31-2028 12'55 PM EDT - Pause session ||

List of all candidates that are assigned to the selected session

Username E Name = Started E Finished E Actions

o L 7

01- Main Demo Test

COPY_01-23-2020 16:13:57.726

Improved Exam Dema benjamin Lewis Benjamin 0ct-05-2018 01:25 PM EDT 0ct-05-2018 01:29 PM EDT pel
Initial Exam Demo Berstionshe Clark Stephanie Oct-05-2018 01:26 PMEDT | Oct-05-2018 01:28 PM EDT el
Multimedia Demo Test Candect Bird Logan 0cr-05-2018 01:21 PMEDT | Oct-05-2018 01:22 PM EDT p=l
Question Pools Demo Test
Cang1966 Hamilton Kimberly Jan-24:2020 10:40 AM EST =
Report Builder Dema Test
Careter2 Robinson Ronald - - @
Timed Questions Demo Test £
student Robinson Mary @
Suspended (0)
= Displayed columns 1 10 v Rows: B
Test templates (3) —
% m
Candidate Kimberly Hamilton's progress
Click on the test preview icon 1o see its questions and information. Choose between two detalled table views Log m
Questions
* Question text Status Time spent (hh:mm:ss)
1 Whyis itimportant to delegate tasks? visited P
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5 Reports

This section's purpose is to explain how to access the candidate's report after a test, report builder, and
standard reports.

5.1 Personal report

1. To open a personal report for a specific user in a test, navigate to "Tests/Manage Tests."

Tests - Surveys -  Training courses Reponts System - Help -
New test
Manage 1

!3 Manage certiicates

My assignments Question pools Create user group
Create a user group and add users 1o that group

View the list of all tests, surveys, and training courses assigned 10 you roles 1o that use
Grading scales

Create test Create survey Create training course
owledge test with multimedia content Create a survey and categorize its results Create training course with multimed
and assign the awarding certificate automatically using grad

2. Select a test name that you want to check the reports. You can export a list of all tests as Excel by
clicking the "Export as Excel" icon.

Users - T E Reports -

@ orafs (1) 7
All tests (9) 2
(5 Published (8)
[@ suspended (0)
D 2 Name, = Dateofcreation ¢ Status & Creation type < Report displayed ¢ Report content = Pageformat ¢ Question randoi
B ey wch O fo) Selectone * Select ane + Select one v Select one v Select one
1703 | 01- Main Demo Test Nov-06-2019 01:00 AM EST Published  Test with sections Immediately after finishing 5”'*;:::5“'5 One question per page
Jan23-2020 1113 AMEST  Published  Manually created  Immediately after finishing 5““'“;‘,:::’“‘"“ One question per page Ho
1714 | correct Semtence Jan-23-2020 10:27 AM EST oreft Manuallycreated  Immediately after finishing 501" 200 SNSWErS One question per page No
1562 | improved Exam Demno OCLUSZO1 1ZSAPMEDT | Published | Manualycrested | immediately afte fiishing | S0 MOINSMS 0 queqton perpage N
<
1560 | initiel Exam Demo Ocr05201809.02 AMEDT  Published  Manually created  Immediately after finishing 501 300 answers One question per page Ho
1280 | Multimedia Demo Test May-14-2018 10:26 AM EOT  Published Generated Immediately afer finishing 5“"'*,*':"::“"" One question per page No
1420 | question Pools Dema Test Aug01-2018 08.53 AMEDT  Published Generated Immediately after finishing aeare One question per page Ho
1676 | Report Builder Dema Test Nov-05-2019 0534 AMEST  Published  Testwith sections  Immediately after finishing score only One question per page
1260 | Timed Questions bemoTest | Mor1120180506 AMEDT | Pubished | Gemeraed  mmedisiely aferfmshing | ST TSNS 0o et er page Ho
B Displayed columns 1 0. Rows: 9

—— @
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3. Open the list of candidates by selecting the "Candidates" tab. You can export a list of these test
users as Excel/PDF by clicking the "Export as Excel/PDF" icon.

Training courses

Repons ~

Tests

Create

[# Drafts (1)

01- Main Demo Test

COPY_01:23:2020 16 1357 726

improved Exam Dema

initial Exam Dema

Multimedia Dema Test

Report Bullder Demo Test

Time

[l suspended (0)

Test templates (3)

) 3
All tests (9) » Improved Exam Demo L

information Testing sessions Monitaring Questions

Select session All sessi0NS.

Session must be selected In order o add mere candidates.

List of candidates

Username ¢ Started J Finished 6 Status
fel

varry 0Ct-05-2018 01:15 PM EDT 0ci-05-2018 0116 PM EDT Finished
Beady1990 0c1-05-2018 0117 PM EOT 0ct-05-2018 01:22 PM EDT Finished
benjamin Oct-05-2018 01:25 PM EDT 0ct-05-2018 01:29 PM EDT Finished
Berstionshe 0ct05-2018 01:26 PM EDT 01052018 01:28 PM EDT Finished
Candect 0ct-05-2018 01:21 PM EDT 0c1-05-2018 0122 PM EDT Finished
cang1966 0Ct-05-2018 01:17 PM EOT 0ct-05-2018 01:18 PM EDT Finished
Careter2 Oct-05-2018 01:23 PM EDOT 0ct-05-2018 01:26 PM EDT Finished
swdent 0ct05-2018 01:29 PM EDT 0c105-2018 01:31 PM EDT Finished

B Displayed columns 1 10

Remove selected Show suspended attempts

options + | |2
Summary report

Report builder 3

> Show additional options

Result ¢  Score(%) ¢ Session = Actions:
Falled 652 Testing session - Group (5110) S| v
91.30  Testing session - Group (5110) Salllv
7826 Testing session - Group (5110) Sl v
58.70 Testing session - Group (5110) Sl v
Felled 17.39 Testing session - Group (5110) Sl v
Falled 4130 Testing session - Group (5110} olall’v
91.30  Testing session - Group (5110) S|al| v
7174 Testing session - Group (5110) S| al| v

4. Select the "three lines graph" icon to open a personal report for a specific user.

Surveys - Training cous

System

Tests

[# orats (1)

Q
01-Msin Dema Test
COPY.01-23-2020 16:13:57.726
Impraved Exam Demo
Initial Exam Demo
Multimegia Deme Test
Quastion Pools Demo Test

Repart Bu

Dema Test

Timed Questions Dema Test <
[@ Suspended (0)

Test templates (3)

.

All tests (9) » Improved Exam Demo

Information Testing sessions Candidates Manitaring Questions

Select session: Al sessions

Session must be selected in order 1o add more candidates

List of candidates

Usemame ¢ Started s Finished s Satus
o

barry 0C1-05-2018 01°15 PM EOT 0C1-05-2018 01:16 PM EDT Finished
Beady1990 Oct-05-2018 01:17 PM EDT 0ci-05-2018 0122 PM EDT Finished
benjamin 0ct-05-2018 01:25 PM EOT 0ct-05-2018 01:20 PM EDT Finished
Berstionshe 0c1-05-2018 01:26 PM EDT 0c1-05-2018 01:28 PM EDT Finished
Candect 001052018 01:21 PM EDT 0c1-05-2018 01:22 PM EDT Finished
cang1966 0Ct-05-2018 01:17 PM EDT 0c1-05-2018 01:18 PM EDT Finished
Careter2 0Oct-05-2018 01:23 PM EDT 0ct-05-2018 01:26 PM EDT Finished
student 0c1-05-2018 01:20 PM EDT 0c1-05-2018 01:31 PM EDT Finished

= Displayed columns 1 10

Remave selected Show suspended attempts

options = | | 7
Summary report

Report builder %

> Show additional options,

Result ¢  Score(%) ¢ Session °
Failed 6.52  Testing session - Group (5110) 3 fal| v
e 91,30 Testing sesslon - Group (5110) 3 Ll v
78.26  Testing session - Group (5110) 3 fal] v
5870  Testing s 5110) O Jalf v
Falled 17.30 Tes 9 fal| v
Falled 41,30 Testing session - Group (5110) 3 fal] v
9130 Testing session - Group (5110) O Julf v
71.74  Testing session - Group (5110) ] ‘_I. v

Rows: 8

& m

Once you select the option to open a personal report, the window will extend, displaying a full

report for the selected user.
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5. The first part of the report will display:
a. Testname
b. Description
c. Dateandtime - test started
d. Time spenton the test
e. Pass mark for the test
f. Time allowed.
The test name is hyperlinked, and you can access full information (image number 3) by clicking on
the test name.

Surveys v Training courses Reporis - System = Help

[# orafs (1)

Q
01- Main Demo Test Passed

COPY_01:23-2020 16:13:57.726

John Garvin &

Improves Exam Demo

Test name:
Description: Demonstrates 8 manual test without questiens that had low item rellabllity In the first test
Test started Oct-05-2018 01:17 BM EDT Pass mark s1%
Time spent 00:05:23 Time allowed: 00:16:00
<
Hates:

Suspended (0)

6. The second part of the report will display:
a. The list of all questions in the test
b. Question types
c. The score achieved
"Magnifying glass" icon in the Action column allows you to see the details of each question in the
test.

Surveys - Training courses Reporls -  System -

Notes:

7 orafts (1)

> Published (8) List of all questions in the test

* Question text C Type ] Score [%] (Achieved/Max) ¢ Action
O selectare . 6
Why is it important to delegate tasks? Multiple choice 100% (3/3) 2
How should you prepare for the day ahead? Single choice 100% (3 /3 r
¥ou shouldrit check the progress of a delegated task True/False 100% (4 /4 o
4 What would be the workflow when working on many things at once? Ordering 100% (4 / 4) 2
f 5 Match the groups In ABCD analysis Manching 100% (5 /5 »
@ Suspended (0) &  Youdisagree with what someone has said: how should you react? Single choice 100% (5 /5 =]
B Test templates (3) 7 Mon verbal communication includes Muttiple choice 100% (5 / 5) o
Talking clearly is a communication skil True/False 100% (3 /3 »
¢ Whatare the qualities of a true team player? single choice 100% (3/3 =]
10 Define teamwork Open-ended 0%(0/4) P
11| Match the following Manching 100% (4 / 4 »
12 Which of the following are the categories of teamwork processes? Multiple choice 100% (3/3 el
Rows: 12
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7. An example of the displayed question details is shown below.

Trainingcourses  Reponis ~  System ~  Help -

Rows: 12
[# prafts (1)
o 120112 3 ity 0 £ ype: Multiple choic
O Published (8) o asy e chaice
Q Which of the following are the categories of teamwork processes?

©1- Main Demo Test

COPY_01:23-2020 16:13.57.726

Improved Exam Demo

Initial Exsm Deme

Multimedia Demo Test

Quest

ools Dema Test
Repart Busiger Dema Test

Timed Questions Dema Test L4

Suspended (0) Answers

Test templates (3)

Transition processes

=

Interpersonal processes

<

Action processes

M

[

Transaction processes |

Add feedback for this question
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5.2 Report builder

1. Toopen a "Report builder," navigate to Reports/Report builder.

Users +  Tests ~  Sutveys ~  Training courses Reports +  System -~  Help ~

Standard reports
Bl Report builder

Favourite reports

My assignments Create user Create user group
View the list of all tests, surveys, and training courses assigned to you Create user and assign security roles to that user Create a user group and add users 1o that group

Create test Create survey Create training course
Create knowledge test with multimedia content Create a survey and categorize its results Create training course with multimedia content
and assign the awarding certificate automatically using grading scale option

2. Select a test name from the list. You can export the list of all tests as an Excel file.

Surveys Training courses Reports system

ullder

All tests (9)

Select the test for which you want to create the report Gotit

o Name & Dateofcrestion ¢  Status ¢  Creationtype ¢ Report displayed & Report content ¢ Pageformat ¢  Question randomization ¢ Answerrandomization ¢ N
o 2 o Selectone v Selectone v Selectone v setectone v selectone v Selectone v setectone v s
1703 | 01- Main Demo Test Nov-06-2019 01:00 AM EST Published  Test with sections  Immediately after finishing S‘“"’:”;T‘:f”e's One question per page
s :::;)’7‘ 422020 Jan-23-2020 1113 AMEST  Published ~ Manually created  Immediately after finishing 5“”9:'2““‘:;5“‘"5 One question per page No No
Jan-23-2020 10:27 AM EST Draft Manually created  Immediately after finishing 5"“"’;::(3.:5"'”5 One question per page No No
1562 | improved Exam Demo 0ct-052018 1254 PMEDT  Published ~ Manually created  Immediately after finishing 5(""‘;23‘5:5"""'5 One question per page No No
1560 | initial Exam Demo 0ct-05-201800:02 AMEDT  Published = Manually created ~ Immediately after finishing S”’F;ZS;:‘S""”S One question per page No No
1280 | Multimedia Demo Test May-14-2018 1026 AMEDT  Published Generated Immediately after finishing Sm'e:r:s':;”’e’s One question per page No No
1420 | Question Pools Demo Test Aug-01-2018 08:53 AMEDT  Published Generated immediately after finishing Sw'e;::jf""’”s One question per page No No
1676 | Report Bullder Demo Test Nov-052019 0534 AMEST  Published  Test with sections  Immediately after finishing score only One question per page
1260 | Timed Questions Demo Test May-11-2018 09:06 AM EOT Published Generated immediately after finishing S“’":{’;:::“”"" One question per page No No
== Displayed columns 10 v Rows: 9

Page 25 of 30



L ]
i) youtestme
f YTM Procedure for Test Organization

3. Choose from a wide variety of options that you want to display in the report. Report templates can
also be created by saving them for future use, and you can load them from the dropdown menu list
of saved templates.

Users ~ ests ~  Surveys -  Training courses Reports -  System -

All tests (9) > Improved Exam Demo

Create a custom generated report for the test. Save it as a report template and use when needed Got i

Report template

Load template: & |Template -]

Repart calumns

Create a new custom report by selecting options from the lis1 below. Each option will be featured as a column in the repart table

User columns Testing session columns Test columns Question columns Question pool columns
L Ll P o Text  Points
 Username  Name + Name W Correct answer + Toral points
+ Firstname + Staried + Answered W Score (%)
+ Lastname + Finished W Points  Passed

" Time spent + Total points

+ Points W Time 1o answer

+ Total points + Question pool

+ Score (%)

+ Grade

 Passed :

4. Each option will be featured as a column in the report table. You can export a report for a specific
test as an Excel file to have better visibility of a full report.

Users -+  Tests +  Suveys -  Trainingcourses  Reports ~  System +  Help =

Repart builder

All tests (9) > Improved Exam Demo

Back 1o report builder

User Testing session Test
4 D Usemame First name Last name [} Name D Name Started Finished Time spent Points Total points I
§ . . s Testing session < | improved Exam  0C1-05-2018 0ct-05:2018 o
10221 Candect Logan Bird 10048 Group (5110) 1562 Deno 0121 PREDT 0122 P EDT 00:01:21 8 6
oon Testing session- | . improved Exam  0c1-05-2018 0cr-05:2018 |
90 v 3 0
10260 Beady199( John Garvin 10048 Group (5110) 1562 Deno. 0137 PMEDT AT 00.05:23 42 6
o . , Testing session- | improved Exam 01052018 0ct-05-2018 N .
10472 Berstionshe Stephanie Clark 10048 Group (5110) 1562 [, - - 00:01:3 z 46
________ i Testing session - | .. improved Exam  0ct-05-2018 0ct-05-2018 .
1 10 Rows: 6
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Al hd F

40 [ @ ) 3 [ a H ' 1 ® L M N o | » a R s T 4]
]

2 .

: User Testing session Test wtiont |
4 0 Userame  Fistname lastmame 1D Name » Name storted Finished Time spent Points Total points Score [) Grade Passed Text Correct answer  Answered Point|
510221 Condect  Logan  Bird 10043 Testingsession - Group (5110) 1562 Improved Exam Dema  Oct-05-201801:21 PMEDT  Oct-05-201801:22PMEDT  00:01:21 8 46 17.39 No  Whyisitimportant to delegate tasks? 2,1 12 3
6 10260 Beady1330 John Garvin 10048 Testingsession - Group (5110) 1562 Improved Exam Demo  OCt-05-201301:17PMEDT  Oct-05-2018 01:22 PMEDT a2 s 9130 Yes  Whyisitimportant to delegate tasks? 2,1 1,2 3
7 10472 Barstionshe Stephanie Clark 10048 Testingsession-Group (5110] 1562 Improved ExamDemo  OCt-05-2018 01:26 PMEDT  Oct-05-2018 01:26 PM EDT 7 a6 58.70 Yes  Whyisitimportant to delegate tasks? 2,1 1.2 3
8 1014 benjamin  Benjamin Lewls 10048 Testingsession-Group(S110) 1562 Improved ExamDemo Oct-05-201801:25 PMEDT  Oct-05-2018 01:25 PM EDT % 45 7% ¥es  Whyis it important to delegate tasks? 2,1 1,2 3
9 10150 Cangl9es  Kimberly Hamiltan 10048 Testing session - Group(S110) 1562 Improved ExamDema Jan-24-202010:40 AMEST  Jan-24-2020 10:56 AM EST % a6 5652 Yes  wihyisitimportantto delegate tasks? 2,1 21 3
101025  barry Barry alker 10048 Testing session-Group (5110) 1562 Improved Exam Demo  Oct-05-2018 01:15 PMEDT  Qct-05-2018 01:16 PM EDT 3 4% 652 No  Whyisitimportant to delegate tasks? 2,1 3
n

u

13

14

u

16

17

18]

19

0

an

|

al

|

5

2

il

n

=

2|

1

n

3

=

£

=

7

8

)

20

a1

a2

4

o o

W Oispioy Setings |

5. You can also access the Report builder directly from the test by navigating to the Report builder tab.

Tests

Create

@ Drats (1)

Q Information

01- Main Dema Test

Testing sessions

All tests (9) > Improved Exam Demo

Candidates

Monitering

Create & custom generated report for the test. Save it as a report template and use when needed

COPY_01-23-2020 16:1357.726
Improved Exam Demo Report template
Initial Exam Demo Load template: (&
Multimedia Demo Test

Report columns
Question Pools Demo Test

Report Builder Demo Test

< User columns

Timed Questians Demo Test

@ Ssuspended (1) v o
 Usemame

Test templates (3)

W First name

W Last name

Select one

Testing session columns

W D

+ Name

Test columns

D

v

+/ Name
W Started
' Finished
Time spent

Paints

Score (%)

v

v

W Total points
v

+ Grade

Question columns

 Text

+ Correct answer

W Answered

W Points

+ Toral paints

+ Time to answer

' Question pool

Questions

options = ?

Report builder

Summary report

Gotit

Create a new custom report by selecting options from the list below. Each option will be featured as a column in the report table

Question pool columns

 Points

+ Total points

' Score (%)

o Passed
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5.3 Standard reports

1. YouTestMe GetCertified offers various standard reports to aggregate and organizes information

stored in the database. All reports are displayed in a tabular format (some of them with additional

graphical representations), and you can export them as an Excel file. To access the "Standard

Reports" page, you should click on the "Reports" section of the main menu and select the "Standard

Reports" option, which displays the navigation page, with nine report categories containing
multiple reports that are related to a specific application module.

My assignments

Create test

h multimedia content

eys, and training courses assigned 1o y

Users +  Tests ~  Suiveys

Create user

Create user and assign security roles 10 that usef

D

Create survey
reate a survey and categorize

automatically using grading sc

Training courses

Reports ~

System +  Help -

Standard reports

Report builder

Favourite reports

-

Create user group

Create a user group and add users to that group

e training course with m

Create training course

ultimedia content

2. You can access the list of reports by clicking on the category icon, name, or number in the round

brackets (number of reports related to a specific category).

Standard reports categories

3

User reports (23)
Administratars
Instructors
Students.

Others

User groups reports (1)

Active groups:

Inactive groups

22

"

Training course reports (3)

Total wraining courses:
No. of managers:

No. of candidates.

Users »  Tests - Surveys -

Published:
Suspended 0

Drafts
=2

Test question pools reports (2)

No. of test pools:

B,

Question reports (5)

Test questions: 1020

Training courses

Reports «

System -

Help =

Published
Suspended

Drafts

B

Survey reports (3)

@

Survey question pools reports (1)

No. of survey pools

3

QOverall statistics (2)

General information about the other eight categories.

Create unique st

tistics reports with statistics report builder
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3. You can also see basic aggregated information related to the application module tied to a specific
report category.

Surveys - Training courses Reg

Standard reports categories 7
User reports (23) Test reports (6) Survey reports (3)
Administrators: 14 3 Published 8 Published 2
Instructors 4 Suspended 0 Suspended 0
Students: 585 Drafts: 1 Drafts: o
Others: 4
i :
@ =g =77
User groups reports (1) Test question pools reports (2) Survey question pools reports (1)
Active groups 2 No. of test pools 47 No. of survey pools 8
Inactive groups: 1
e © S
Training course reports (3) Question reports (5) Overall statistics (2)
Total raining courses 3 Test questions 1020 General information about the other eight categories
No. of managers B Create unique statlstics reports with statistics report bullder

No. of candidates: 30

4. When you access one of the report categories (see image number 2), you will see a list of all reports
related to that category, with their names and descriptions. To open the desired report, you should
click on its name.

Users » Tests ~  Suveys =  Trainingcourses  Reports +  System - Help -

Test reports ?
# Report name Description Favourite reports
Tests basic info List of all tests with their descriptions and creation details o
tem reliability Central tendencies measures for each attempted test and item reliability on question level {?
Tests status and availability List of all tests in the system with some basic informations P d
4 | Test pass rate The ratio between atiempted and passed tests ﬁ
5 | Average test duration List of average duration for each attempted test with limited duration ﬁ
6 | Testresunts The final autcome for each user who attempted taking any test within the system ﬁ
4 1 0 v ROWS: 6
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5. For example, we accessed the "Test results. " This report shows the list of candidates and the test
names. You can access a candidate's profile by clicking on his name, and also test information by
clicking on the test name. You can export all the reports as an Excel or PDF file.

Tests «  Surveys = Tra

Test results

The final outcome for each user wha attempted taking any test within the system 1A
# Name = Testname = Type E Test created E Test started E Test finished = Score(%) ¢  Outcome ¢
jol O Sselectone ~ ol ol
1 Aaron Thompsor Timed Questions Demo Test Test May-11-2018 09:06 AM EDT May-16-2018 06:46 AM EDT May-16-2018 06:55 AM EDT 80.00 Failed
2 Betty Valencia Multimedia Demo Test Test May-14-2018 10:26 AM EDT May-16-2018 06:47 AM EDT May-16-2018 06:51 AM EDT 75.00 Passed
3 Beny Valencia Timed Questions Demo Test | Test May-11-2018 09:06 AM EOT May-16-2018 06:46 AM EDT May-16-2018 06:54 AM EDT 90.00 Passed
4 Timed Questions Demo Test | Test May-11-2018 09:06 AM EDT May-16-2018 06:46 AM EDT May-16-2018 06:56 AM EDT 100.00 Passed
Rey Averll Multimedia Demo Test Test May-14-2018 10:26 AM EDT May-16-2018 06:47 AM EDT May-16-2018 06:49 AM EOT 75.00 Passed
& Jessica Daley Multimedia Demo Test Test May-14-2018 10:26 AM EDT May-16-2018 06:47 AM EDT May-16-2018 06:51 AM EDT 75.00 Passed
7 Jessica Daley Timed Questions Demo Test | Test May-11-2018 09:06 AM EDT May-16-2018 06:46 AM EDT May-16-2018 07.01 AM EDT 100.00 Passed
8 Micheal Coffin Multimedia Demo Test Test May-14-2018 10:26 AM EDT May-16-2018 06:47 AM EDT May-16-2018 06:52 AM EOT 6250 Passed
9 Micheal Coffie Timed Questions Demo Test Test May-11-2018 09.06 AM EDT May-16-2018 06:46 AM EDT May-16-2018 06:58 AM EDT 60.00 Failed
10 | vicroria Curry Timed Questions Demo Test | Test May-11-2018 09:06 AM EDT May-16-2018 06:46 AM EDT May-16-2018 07.00 AM EDT 70.00 Failed
5 1.2 3 == w0 Rows: 137
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