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1 Introduction

This document's purpose is to explain the following requirements:

e R028 - Provide the ability to prevent candidates from beginning the exam until the proctor script is
read and the exam password provided

e R029 - Provide proctors with notification that candidates have successfully submitted completed
exams, or allow proctors to check candidate exam status.

e RO030 - Provide a way for proctors to make the exam unavailable to candidates as they complete the
exam (dis-enroll candidates when they complete the exam).

e RO037 - Under the proctor role add a "dashboard" so proctors can see if an applicant has completed
all the parts of the test and submitted each part completely before leaving the testing facility.

e RO038 - Provide a functional internal timer that ends the exam when the designated time limit ends.
Proctors must have the ability to pause the exam timer for all participants in a given event and then
resume the exam without losing candidates' exam data.
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2 Creating a new user with a proctor role

To create a new user, hover over the Users tab in the main menu and select User profiles.

0 youtestme Homepage
‘ GetCertified

Welcome John Smith,

Your role is Administrator.

88 Assignments - Your security role is intended for.

- Overseeing the entire system
Configuring
Examining reports

m setting

As a start, we advise to
User profiles

1. Click the Tests option from the main menu
2. Select the Manage tests option

User groups. 3. Under the Name column, search for Report Builder Test and select it

4. Select the Summary report to see overall statistics
5. Select the Report bullder 1o generate your report
Roles and permissions

My profile ! My tests
View the list of tests you can edit, grade of monitor
& Tests = depending on the role assigned to you
View

@ Etesting center -
B Surveys -

!. New test

ith preferred settings and schedule it for the

@ Training courses - riod
& Reporting -
@ system -

8 New user

ser profile with a pro-created role in accordance
with required permis

? New training course

Crea

aining as 3 series of le:
materials and schedu
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knowledge.

g New user group
Organize existing users in & group 1o eas
or generate reports for that group specii

f’j New survey

Cre ey with preferred settings and scheduie it for

o
Q_ Search anything 0 o A ev

Recent activity @

E Test "IT Final test” Is finished
8 14 minutes ago

E Test "IT Final test” is started
16 minutes ago

i T SOL Sk and Knowledge Assessm
8 20 minutes ago

B Test "sQL Skill and Knowledge Assessm.

20 minutes ago

E Test "Principles of Taxation" is finished
°

24 minutes ago
=
View all activity
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Then:
1.

2.
3.
4

Navigate to the Create new user tab.

Enter the necessary user information. Required fields are marked with an asterisk.
From the dropdown menu, choose the role Proctor.

Click on the Save button.

User profiles

List of all users Users created by me Registration requests Create new user Custom user properties

Application credentials

Username:* o Password*

proctor Generated ~

Enter password: Caonfirm password

Password expiration date: Role:* °

Proctor L 9

User status:®

Active ~
Time zone

UTC (GMT 0:00) ~
Language in app: @ Language in tests: @

English o English o

Personal information

First name:* Last name:*

Email:*

©
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2.1 Adding a proctor to the test

To add a new proctor:

1. Navigate to the Tests tab in the main menu and select Manage tests.

2. Choose the desired test.

l. youtestme
] GerCertified
A Home
§2 Assignments =
& Users -
[
New lest

Manage tesls )

Manage certificates
Question pools

Grading scales

E-testing center .
B surveys -
® Training courses v
B Reporting -
@ System «

Alltests (61

= Manage tests
All tests

Name

a saLskill @

SL Skill and Knowledge Assess

= Displayed columns

Creation date status
Select one
Aug17-2022 Published

3. Navigate to the Proctors tab.

4. Select the session you want to add a proctor to.

5. Click the Assign proctors button.

.
i youtestme
PRI
A Hom
B assignme
&8 us -

Manage certificates

Question pools

Grading scales

@ Edesting center -
B sureys =
@ Training courses -
& Reporting -
& System

Manage tests

Settings  Testingsessions  Candidates  Monitoring  Questions  Grading configuration  Report builder
Proctors
kssign users as proctors of this test session. Proctars can see session details, change the session password, and use the test monitoring dashboard
ssion
1. Global Session; Availability: Aug-17-2022 04:00 PM - Aug-17-2052 04:00 PM o
Assigned proctors
Username First name Last name
Q search Q Sear Q search

External ID

Q search

Summary report

Email

Q search

Managers

Q, search anything Q@ @

e

Creation type Proctored
Select one ~
Manually created Yes

Rows: 1

Q search anything o

Proctors Authorizations Comments.

Session

Choose a session from the list above and click the "Assign proctors" button to add proctors.

Rows: 0
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6. Find and select the proctor you want to add.
7. Click the Confirm button.

Select users

Testing session

1. Global Session; Availability: Aug-17-2022 04:00 PM - Aug-17-2052 04:00 PM EDT

Username First name Last name Status

Q proctor Q Search Q Search Select one Q Search

e @ procrr Bob smith Active noreply@youtestme.com Proctor

@ proctorkath

Katherine Jonson Active

< BE e -

noreply@youtestme.com Proctor

Rows: 2

2.2 Proctor's dashboard

Confirm Cancel

Proctors can see and access tests where they are assigned as a proctor.

.
i youtestme Assignments
' GetCertified
A Home My tests
View the list of altests assigned to you or avallable 1o you for booking. Take the tests, or preview your reports
§8 Assignments -
Filter by status v Available first v Ssearh
& users -
— Available now @ Availablenow @
Tests - . .
. ' N Main Demo Test Multimedia Demo Test
(3 This tost is intended to demonstrate ? This test demonstrates the generated
E-testing center ¥: - Previous attempty Pravious attempts
B suveys Y User group Location User group Location
L Q roonto & 0.
@ Training courses - Result vadoity Certificate name Result validity Certificate name
B Jnimites @ certficate of Co.. B ynimited @ Welcometo et
Availatse from Avaitable to Avasable from Availsbie to
@ Reporting b Jun-01-2016 Jun-19-2030 Aug-31-2016 May-03-2030
12:00 AM EDT 1220 PM EDT 12:00 AM EDT 12.00 AM EDT

Availablenow @

This test s designed to assess your

‘.? Test your English level

Erevious altempts

Avaifablenow @
Theoretical Entrance test for..

|

[=)e)|

Previous attempts

Reset filters

Avsilablenow @
Automated Proctoring Demo._

The purpose of this test is to

=)o)

Previous attempts

User group Location

B -

g Aratable seats Booking deadine
Unlimited Apr-30:2030

12:06 PM EDT
Available from Avaiabie to
Apr01-2017 Apr-30-2030
12:00 AM EDT 12:06 PM EDT
Start Book

Available now
i
Management Fundamentals
? *A management assessment test can.

Previous attempts

Q search anything

(=)o)

[=De|

o@!"Qv

8 Checkequipment i 38

Available now @
Browser Lockdown Demo Te.
This test wil Gemonstrate the test.

User group

Locaton
0.

Booking deadline

@

Avallabie seats

Unlimited Apr-30-2030
12:07 PM EDT
Avallable from Avilable to
Apr-01-2017 Apr-30-2030
12:00 AM EDT 12:07 PM EDT

Bk

Available now @
Marketing Management Kno
“Marketing management is the

Frevious altempts
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In the Monitoring tab, the proctor can:

1. Pause session - Pause the session for a user during test-taking and write the reason for the pause.
The candidate will see the message proctor has provided and will not be able to continue the test
as long as the session is paused.

2. The Open manual monitoring report option allows proctors to manually note suspicious behavior
during live proctoring sessions.

3. This option allows proctors to give additional 5 minutes to a candidate in real-time. This option only
works if the candidate is currently taking a test. It can be used an unlimited number of times.

4. Details - View the progress of a particular candidate. The proctor can track the candidate's event
log and view each test question's status by clicking this button.

5. Pause — Allows a proctor to pause the test for each candidate separately. Proctor can also send a
message to the candidate with an explanation for the test pausing.

6. This option allows proctors to prohibit a candidate from taking the test. To allow the candidate to
take the test, later on, he should click again on the same icon.

7. This option allows proctors to view the candidate's progress live or see the proctor report for the
candidate.

8. This option allows proctors to grade a candidate's behavior during or after the test.
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In the Candidates tab, the proctor can:

1. Reset the test attempt for the candidate.

2. Change session for the candidate.
3. Finish the attempt for the candidate.

sy
A Hom:

&8 Assignment v
o e .

New test

Manage tests

Manage certificates

Question pools

Grading scales

E-testing cente -
B suvers -
‘® Training courses =
B Reporting -
@ System «

Al tests (61

Manage tests

— SQL Skill and Knowleds

Settings Testing sessions Candidates Monitoring

October 24, 2022 Show af

|& All candidates

0c1-22:2022 05:14 PMEDT Availabie now Username:
Q searc

Dem testing session @
saron

AUg17-2022 0400 PMEDT  Avallabia o (R Fowort

Cral Session e & Previous attempis

QO resat
AR P

QO Howtoconinie
@ s
© v Finish stiemnt

Questions

Grading configuration Report bullder Summary report

Session Status Result
Select one v

Global Session Disconnected

Managers

Score (%)

Q search anyting

Proctors

Test finished

Authorizations

o c £@-

Comments

Data Transfer = Filter

Grade resolved visible to candidate
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