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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 R037 - 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.

........

xams

Roles and permissions

My profile
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Then:
1. Navigate to the Create new user tab.
2. Enter the necessary user information. Required fields are marked with an asterisk.
3. From the dropdown menu, choose the role Proctor.
4. Click on the Save button.

User profiles

List of all users Users created by me Create new user Customn user properties
Read more

Application credentials

| Basic info only ()
Username:™* proctor o

Password:* Generated -
Enter password:
Confirm password:

Password expires:

Role:* Proctor - e

User status:* Active d
Time zone: UTC (GMT 0:00) -
Language in app: @  English -
Language in tests: @  English v

Personal information

First name:*
Last name:*®

Email-*

olEm -
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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.

“ - My Exams users ~ - Surveys ~  Trainingcourses  Reporting +  System = @O A 9-
Tests e New test
@ All tests (26)
Name = Creation date - Status = D & Report displayed = Report content B
cyber g ol Select one ~  Search 0 ~ Select one -
Cyber Security Certification Test Jul07-2021 Published 1805 Real-time grading Score and details
I Displayed columns Rows: 1
>

3. Navigate to the Proctors tab.
4. Select the session you want to add a proctor to.
5. Click the Assign proctors button.

My Exams - Suveys +  Trainingcourses  Reportng +  System - @O A

Teats Manage tests
@ All tests (26) > Cyber Security Certification Test = [ ?
n Internal Certification Test
Settings  Testing sessions  Candidates  Monitoring  Questions  Grading configuration  Reportbuilder  Summary report  Managers  Proctors
s o
Select session: () Al sessions . ()
All ns
1. Session - Finance depariment lity: Jul-07-2021 12:00 AM - AUG-31-2022 12:00 AM EDT
2 - HR departmen ul-07-2021 12:00 AM - Aug-31-2022 12°00 AM EDT
IT department; Availability: Jul-07-2021 12:00 AM - Aug-31-2022 12:00 AM EDT
4. Session - Management, Avallability: Jul-07-2021 12.00 AM - Aug-31-2022 12:00 AM EDT
Choose a session from the list above and click the *Assign proctors* button to add proctors
>
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6. Find and select the proctor you want to add.
7. Click the Confirm button.

o G o IR X

Select users

Testing session: 1. Sessian - Finance department; Availability: Jul-07-2021 12:00 AM - Aug-31-2022 12:00 AM EDT

] Username ¢  Firstname ¢  Last name ¢ Status ¢ Email

proctor P P selectone v
[ €W proctoredu Demo User @I  roreply@youtesime.com Swdent
v . proctor kath Katherine Jonson @ETID  roreply@youtesime.com Proctor

I

2.2 Proctor's dashboard

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

@i1oa (3)-

My Exams
View te Iist of all tests, surveys, and raining courses assigned 10 you_
Bl videa
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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.

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

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.
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.

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.

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.

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

This option allows proctors to grade a candidate's behavior during or after the test.

My Exams Users +  Tests - Surveys -  Trainingcourses  Reporting ~

My tests (3) > October demo test
settings  Testing sessions  Candidates  Monitoring

Testing sessions YTM testing session - Monitoring
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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. Delete attempt.
4. Suspend attempt.

o~ : ] - EIEYGCE
Tests ¥
?
2 My tests (3) > October demo test
e
Testing sessions YTM testing session - Candidates
(EJ Show all candidates
YTM testing session ; 1
@ Avallable now Marked for review: 0 Filter by start date: From T Show all
Username < Session < Status < Actions Test finished Grade resolved Visible to candidate Report verified
0 Select one v
0000
> aro YTM testing session Not attempted SQ W @
Displayed columns 1 0 v Rows: 1
Data Transfer ~ Show suspended attempts o
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