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1 Introduction 

The purpose of this document is to explain how to customize a PDF version of a preformatted letter. The 

preformatted letter can be customized globally (changes will apply to all tests) or for a particular test. 



Make the Preformatted Letter Customizable 

Page 3 of 9 

 

 

2 How to Customize the Preformatted Letter for All Tests 

To customize a preformatted letter globally, select the "Settings" button in the main menu and choose 

"System settings." 
 

Once you open "System settings," navigate to the "System preferences" tab. 
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Fill in the score report fields and tick the boxes, as presented in the picture below. 

For a detailed explanation of each option, see the chapter steps to customize the preformatted letter. 
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3 How to Customize the Preformatted Letter for a Particular Test 

This setting allows you to customize the preformatted letter's content for a particular test and override the 

global configuration for this test's preformatted letter. 

 
To customize the content of a preformatted letter for a specific test, navigate to the "Tests" in the 

application's main menu, and then select the "Manage tests" option. 
 

 
 
 
 

On the "Manage tests" page, you will see the list of all tests. Use the search box to find a particular test, and 

click on its name to open it. 
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Navigate to the "Score report settings," and then click the "Create custom settings" button. 
 

Fill in the Score report fields and tick the boxes, as presented in the picture below. 

For a detailed explanation of each option, see the chapter steps to customize the preformatted letter. 
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4 The Steps for Customizing the Preformatted Letter 

Note: These steps are the same for both global and particular preformatted letters. 

 
1. Passing criteria - Enter the text on the conditions for passing the test. 

2. Main test description - Enter the necessary information about the test. 

3. Sections description - Enter information about sections. 

4. Re-test policy - Enter information about retaking the test. 

5. Show pool information - Check this option if you want the report to contain information about the 

pools included in the test. 

6. Show sections diagram - Check this option if you want the report to contain information about the 

candidates' achieved result for each section, the average results of the candidates who fell, and 

those who passed. 

7. Show section groups diagram - Check this option if you want the report to contain a diagram for 

created section groups. 

8. Click the "Confirm" button to save changes. 
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5 PDF report from a student perspective 
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