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1 Introduction

This document explains how to perform UAT for the “Workspaces” module that includes the following
requirements:

1. Req #56 - Possibility to create an unlimited number of workspaces
Req #54 - The dashboard for managing workspaces (edit existing workspaces and create new ones)
Req #58 - Introducing the role of a super admin
Req #59 - Allowing the creation of multiple super admins
Req #64 - Allowing super admins to access and compare the individual reports - Basic reporting
Req #60 - Introducing the role of a department admin
Req #63 - Enabling department admins to have access to the current full set of standard reports
within the workspace scope

No ok whN

Req #62 - Enabling multi-layer creation of custom question properties

© o

Req #57 - Adding a unique workspace identifier into tests

10. Req #55 - A security layer that allows data separation and permission to access workspaces

11. Req #66 - Allowing unique logo design and color theme for each workspace

12. Req #61 - Enabling automatic assignment of user roles

13. Req #65 - Allowing super admins to access and compare the individual reports - Reports that show
workspace activity
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2 Req #56 - Possibility to create an unlimited number of workspaces

2.1 Pre-conditions

To create a workspace, a user must have the following permission in addition to permissions listed in the

chapter 7.1:

e Create new workspace
Note: The “Access workspaces page” permission will be automatically checked.

To manage any workspace in the system, a user must have the following permission in addition to the

permissions listed in the chapter 7.1:

e Manage any workspace
Note: The “Access workspaces page” and “Create new workspace” permissions will be automatically

checked.

To give the desired permissions to a certain role, you should follow the next steps:
1. Click the “Users” option in the left-side menu, and select the “Roles and permissions” tab.

.; youtestme

GetCeriified

8 Assignments v

& Users

I

User profiles

User groups

Roles and permissions

My profile

@ Tests =
E-testing center -
B surveys -
@ Training courses -
B Reporting -

Homepage

Welcome John Smith,

Your role is Administrator.

“Your security role is intended for:
- Overseeing the entire system

- Configuring system setting

- Examining reports

As 2 stan, we advise to:
1. Click the Tests option from the main menu
2. Select the Manage tests option

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 builder to generate your report

B My tests

View the list of tests you can edt, grade or monitor
depending on the role assigned ta you

View

. New test

Create & test with preferred settings and schedule it
for the desired time period

s New user

Create a user profile with a pre-created rolein
accordance with required permissions

.— New training course

Creste a waining as & series of lessons organized into
steps. Add materials and schedule a test to check the
knowledge

@
Q, Search anything 9 o A @“

.% New user group

Organize existing users in 2 group to easily schedule
tests or generate reports for that group apecifically.

D

?ﬂ New survey

Create a survey with prefermed settings and schedule it
for the desired time period.

Recent activity

Test "Are you an Egyptalogy Expert?
8 11 minnes 2g0

Test "Are you an Egyptalogy Expert?
19 12 minutes ago

g Qe pool “JM pool’ is created
1®  about 2 hours ago

B e pool "Demo question pal” ..
o

about 4 hours ago 4

g Questeonpecl Temo quesion ol
S about21 ’

a
5w

« < \I\ 2

2. Click the “Edit” option in the action column in a table on the role you want to preview.

Roles and permissions

Roles and permissions

Roles

Administrator

Guest

Instructor

ATCH_PilotSchool_Admin

H L

W oot

Q Search anything

Name Description Role code
A role with all permissions in the system that can fully access and manage all application modu.. ADM
Guest is one of the default user roles in the systemn. It has only session-level access 1o the appli.. GST
A role with higherevel permissions than a regular user, instructors can manage their groups, qu... INS
Department pilot school elg
raining_Admin Department training pilot ANv
xQZ

o ¢ £A.

External ID

10000001

10000002
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3. Ensure the user has at least “Access workspaces page” and “Create new workspace” permissions,
as shown in the image below.

Roles and permissions ¢ LATCH_PilotSchool_Admin .a n
~

Roles and permissions

Role Access 1o predefined reports

47. Access and grade report

45 Change antachment availability

<]

49_ Edit public attachment

50. Manage any attachment

Q, search anything 9 o

When the grader report is enabled, user with this permission can access grader report and grade the test.
Permissions - Attachments

Ser any artachment 1o be private or public. Public attachments are available for any 1est creator,

Access and edit the names and descriptions of all sttachments in the system.

Access and edit all your test attachments in the system as well as all private and public attachments from other users.

Permissions - Workspaces

51. Access the 'Workspaces' page

52 Create a workspace

Access the Workspaces' page and work with workspace you've created or you are 3 member of.

Create a workspace or edit a personal one.

53. Manage any workspace

54_Access question categories page
55. Create a guestion category

56. Manage any guestion category

Create, delete and change any workspace.

Permissions - Category.

Access the page for managing question categories.

Create a question category.

Create, edit or delete any question calegory.

cancel

Q

2.2 Creating the workspace

To create a workspace, you should follow the next steps:
1. Click the “Workspaces” option in the left side menu, and select the “Manage workspaces” tab.

Homepage

li youtestme

GetCertified

Welcome John Smith,

Your role is Administrator.

2 Assignments - Your security role is intended for
- Overseeing the entire system
- Configuring system setting
- Users - - Examining reports

As & start, we advise 10
1. Click the Tests option from the main menu
2. Select the Manage tests option

4. Select the Summary report 1o see overall statistics
5. Select the Report builder 1o generate your report

Manage workspace roles

® e . & wytests
View the list of tasts you can adit, grade or moniter
depending on the role assigned 1o you.
E-testing center -
View
B surveys -
® Training courses . 1 New test
Create a test with preferred settings and schedule it
for the desired tme pariod.
& Reporting -
@ System -
«

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

s New user

Craate & user profile with a pra-crested role in
accordance with required permissions.

'h New training course

Create atraining as a series of lessons organized into
steps. Add materials and schedule a test to check the

Q, Search anything e o

Recent activity

Certificate "Certificate of Completion
30 days ago

Test "Banking - Gertification Exam” |
@ 30 days ago

Test "Banking - Gertification Exam” |
© 30 days ago

Certficate "Certficate of Completion..
30 day:

Test "Quick Quiz- Cryptocurrency” is.

@ 30days ago ’

g New user group

Organize existing users in 2 group to easily schedule
tests or generate reports for that group specifically.

:“ﬁ New survey

Create a survey with preferred settings and schedule it
for the desired time period.

2. Click the “Create new” button. Provide an optional description and a required unique name. Click
the “Save” button, and the workspace should appear in the table.
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Create

3. The created workspace will be presented in the table.

b P

P youtestme Manage workspaces Q, Search anything I 9 "

f GetCertiied

Hor . .
A Home Workspace information m
B2 Assignmems . Name Description Creation date
@ Search @ Search

& Users e Default workspace This workspace is assigned 1o entities if none is chasen (entity is not categorized) Sep-27-2022

" H Admin's workspace This workspace will be used for presenting the feature. Sep 272022
@& Workspaces -

« < RS oW o2

Manage workspaces

Note: You can create as many workspaces as needed by repeating the above steps.

.
‘-’. youtestme Manage workspaces o — oo -ﬁ Q .
GetCertified
A Home Workspace information
Mame Description Creation date
—
§8 Assignments - N N
Defautt workspace This workspace iz assigned to entities I none s chosen (entay i not categorised) sp2s a0z
- Users v
Workspace 1 Octa3.2022
N - 0 Workepace 2 octaza022
Workspace 3 octas20
Manage workspaces F— -
Manage workspace roles Wolapen & 0ct83:2022
Workspace & octas.202
@ Tests - H Workspace 7 0ct03-2022
Workspace 8 octa32022
E-testing center -
Workspace 9 octas2022
B Ssuveys - SREEN | oW s
‘@ Training courses -
B Reporting -

@ System - o
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3 Req #54 - The dashboard for managing workspaces (edit existing
workspaces and create new ones)

3.1 Pre-conditions

3.1.1 Editing “own” workspaces

A user must have the following permission:
e “Create new workspace”
After creating a workspace, they become its manager. This means that they will be able to edit it.

3.1.2 Editing workspaces for which the user is assigned as manager

A user must have the following permission:

e “Create new workspace”
Even though the user did not create a certain workspace, they will be able to edit it if they are assigned as
managers of that workspace.

3.1.3 Editing any workspace in the system

A user must have the following permission:
e “Manage any workspace”
This global permission allows the user to manage any workspace in the system.

3.2 Managing a workspace

For an already created workspace, its manager can perform two actions:
1. Editing
2. Removing

. =]
) youtestme Manage workspaces Q, Search anything o ¢ & @
] GetCertified
Home . .
fh Workspace information m
R Assignments Name Description Creation date
Q Q
2 Users = . : ’ et R . -
& Users : Default workspace This workspace is assigned to entities if none i chosen (sntity is not categorized). Sep-27-2022
H ‘Admin's workspace This workspace will be used for presenting the feature. Sep-27-2022
IR IR oW rows2
Manage workspaces —

Once you click on edit, you will access the following tabs:
1. Information — In this tab, the user can change the following items: name, description, theme, logo,
and favicon.
2. Workspace members — In this tab, the user can define a membership rule where all users with the
specified role are automatically mapped as workspace members.
3. Users —In this tab, the user will be able to assign other users to this workspace and specify their
roles.
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Manage workspaces /  Admin's workspace
Manage workspaces

A Home

§8 Assignments

&% Users

@ Workspaces

Information  Workspace members  Users
lorkspace ID Name:*
10000 Admins workspace
Description:

This workspace will be used for presenting the feature.

Theme:
Select one

New test

Manage tests

Manage certificates

Question pools

Grading scales

Question categories

Logo: @

Favicon: @

Created by

admin

Creation date

Sep-27-2022 07:42 AM EDT

Q, Search anything

o ¢ @

Note: After the change is made, the user should see a notification about a successful update, and the
change should be immediately visible in the fields and the data table.

4 Req #58 - Introducing the role of a super admin

Super admin is a user with the default role in the system named “Administrator”. Super admin has all

permissions in the system and can fully access and manage all application modules, including all

workspaces.

.; youtestme

GetCertified

A Home
§8 Assignments -
& Users -

User profiles

User groups

Roles an

permissions

My profile
@ Workspaces -
@ Tess -

Roles and permissions
Roles and permissions

Q, Search anything

Roles m
Name Description Role code Extemnal ID
| Administrator Your security role is intended for: - Overseeing the entire system - Configuring system setting - E... ADM 10000001 |

Grader You can see and manage only user groups in which you are assigned as a group manager and g a0p 10000006
Guest You have session-level access to the application. After the session expires or you sign out, your GST

Instructor Your security role is intended for: - Creating and managing tests, surveys, and training courses A INS 10000002
Proctor Your security role is intended for: - Monitoring test attempts in real-time - Reviewing proctoring . PRC 10000003
Question Pool Manager You can create different types of questions and organize them within new or existing question p... QMN 10000004
Student Your security role is intended for: - Taking tests - Attending training courses - Participating in sur. ATT 10000005

= Displayed columng

5 Req #59 - Allowing the creation of multiple super admins

& rows7

The user can create multiple users with the “Administrator” role. To create super admin users, you must
have the following permissions:

1. Grantroles to users

2. Access the “Profiles” page

3. View a list of all users
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4. Create new users
5. View any user's personal information

.; youtestme

GetCertified

-
L]
z
H
a
‘

Foles and permissions

Users crestar

Roles and permissions

Role ‘Access to predefined reports

1 Login

2. Manage & rale

User prafiles

User graups

rmissions

My profile
& workspaces >
W Tests -

B E-testing center

B surveys -

® Training courses -

5.1 Creating super admin users

4. Manage subscriptions

5. Mznage system settings

5. Access the Proflles page

7. View a list of all users

8. Manage user’s status

9. Export users 1o Exce

10. View deleted users

1. Manage registration requests

13, View any uzer's persenal information

14. Change your personal infarmation

15. Change other user’s personal information

16. Change your passward

Q, Search anything 9 o

Access the application using your unique credentials
Create, edit or delete 2 role.

Change other users roles on their personsl prafile pages.

Manage subscribers. Greate, edit or delete subscriptions.

View and manage system settings page.

Access the page for managing user’s accounts

keep track of all users using List of all users’on Frofiles’ page.
Change user’s status (activate, lock, suspend or delete).

Export list of users as an Evcel 13ble on Profiles page.

Keep track of deleted users using List of all users’ on Frofiles’ page.
Manage registration requests (approve or deciine).

Create new usars through application or foad them from excel file. ‘Grant roles’ permission is required for setting the role other than Student. Change user's
status' permission is required for setting status other than Active

View any user profile and its basic information (note that users can always view profiles they created, regardiess of this permission)

(basic jon details and contact information).

(basic personal and contact

users personal

Ghange your password on your persanal profile page.

To create super admin users, follow the next steps:
1. Click the “Users” option in the left-side menu and select “User profiles”.

.; youtestme

GetCertified

Homepage

m Welcome Joshua Valencia,

Your role is Users creator.

2 Assignments -

My profile

2. Inthe “Create new user” tab, enter the required fields and select the role “Administrator”. Click

the “Save” button.

Recent activity
Na recent activity.

« < 2 B s~
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& youtestme | Userprofiles
f it

[ -
e peamiard

Usars crastea by e

Application credentials

l.;;,
[
Personal information

Note: Repeat the previous steps to create as many users with the super admin role as you need. Users with
this role will be able to see and manage data from all workspaces and configure system parameters.

6 Req #64 - Allowing super admins to access and compare the individual
reports - Basic reporting

Super admin can fully access and manage all application modules, including reports. To access the reports

module, follow the next steps:
1. Click the “Reporting” option in the left side menu.
2. Select the “Predefined reports” item.

Homepage

Welcome John Smith,

Your role is Administrator.

Your security role is intended for

- Overseging the entire system
- Canfiguring system setting

- Examining reparts

43 3 start. we advise to:

Click the Tests option from the main menu

2. Select the Manage tests option

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

4. Selec
5. Select the Report builder to generate your report

O youtestme
f GetCertiied
D
a2 2ssignmems -
& Users -
& workspaces -
W Tem: -
B E-testing center hd
B surveys -
® Training courses -

Report builder

My favorite reports «

Summary report to see overall statistice

8 My tests

View the list of tests you can edit. grade or manitor
depending on the role assigned to you

E New test

Create & test with preferred sermings and schedule it for
the desired time period

8 New user

Create a user profile with 2 pre-created role in zccordance
with required permissions.

-,, New training course
Create 2 training 5 & series of lessans organized into
steps. Add materials and schedule a 125t 10 check the
knowledge.

Create

Q, Search anything

New user group

&%

Organize existing users in a group to easily schedule
tests or generate reports for that group specifically.

-
h New survey

Create & survey with preferred settings and schedule it for
the desired time period.

e @ aev

Recent activity

9 Certificate "Certificate of Completion” i
30 days ago

Test “Banking - Certification Exam’ is fi

© 30aaysago ’

Test “Banking - Certification Exam’ is st
6 30daysago

9 Cemificate ‘Certficate of Completion i..
30 days ago

Test ‘Quick Quiz- Cryptocurrency”is fin.

@8 -

O IBE

Note: The super admin will see all available reports in the system and access them by clicking on their

name.
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Predefined reports QL Sesech anyihing @ ol a @ “

User reports (2 View al =0 Testreports (7 Vicw
-

u User groups reparts Vi all = Test question poals reports (2) Viw o 21 Survey question pools reports (1) View a

Meambes of survey quesiion poalx

=& reports View a | Question reparts (4 Vicw i :'E'? Overall statistics (2 View a

15 Usagereports (5

7 Req #60 - Introducing the role of a department admin

Workspace admin is a user role that allows the user to manage a workspace and all its entities, such as
tests, surveys, training courses, question pools, question categories, users, reports, etc.
The user with the necessary permissions for managing the workspace will be assigned as a workspace
admin once they become a member of that workspace.
There are two ways for a user to become a workspace admin:

1. By the global role.

2. By the identifier.

7.1 Creating a global role

Before assigning members, the user must create a global role suitable for the workspace admin role.

Note: The suitable role refers to a role with all permissions necessary to access entities not affected by the
workspaces. For example, attachments are not affected by the workspaces, and therefore the workspace
admin must have a global role with the “Manage any attachment” permission and NOT the “Manage any
test, survey or training” permission.

The user must have the “Manage a role” permission to create a global role.

Page 11 of 47



[ J
i) youtestme
f Workspaces

Roles and permiszions /  Users crestor =]

-
l"' VOUtEStme Roles and permissions (2} ETEEIT @ © A e ¥

GetCertified

Role Access to predefined reports

A Home
§8 Assignments -

m Default welcome page @
User profiles Select one v
User groups Role grantable @

Users with this role will be publicly available. &

Roles and permissions
Permissions - User.

My profile Login Access the application using your unique credentials.
8 work Create edit or delete a role.
jorkspaces -
3. Grant roles to users Change other user's roles on their personal profile pages.
@ Tests -
4. Manage subscriptions Manage subscribers. Create, edit or delete subscriptions.
E-testing center - 5. Manage system settings View and manage system settings page.

To create a global role for the workspace admin, follow the next steps:
1. Click the “Users” option in the left-side menu, and select “Roles and permissions”.

.
i youtestme Homepage Q searchanything o @
f GetCertified
m Welcome John Smith,
Your role is Administrator, Recent activity
#8 Assignments - Your security role is intended for:
- Overseeing the entire system 9 Gentificate ‘Gertficate of Completion..
N - Configuring system setting 30 days ago
- Examining reports
[ Test "Banking - Certification Bxam' i
CHEN
§ As & start, we advise o ce s
User profiles
1. Click the Tests option from the main menu T _—
. Test "Banking - Certification Exam’ i
2. Select the Manage tests option E i
User groups 3. Under the Name column, search for Report Builder Test and select it
4. Select the Summary report to see overall statistics 9 Cenificats “Cartficate of Completion..
5. Select the Report builder 1o generate your report 30 days ago >

Test "Quick Quiz - Cryptocurrency” is.

[ 4 ﬁ: 30 days ago

My profile Bl My tests © Newuser Qg New user group

View the list of tests you can edit, grade or monitor Create a user profile with a pre-crested role in Organize existing usera in a group 1o easily schedule
@ Workspaces . depending on the role assigned to you accordance with required permissions. tests or generate reports for that group specifically. « < 3

5w
S S
@ Tests -
E-testing center - J - - =

g \: ~:.. New test % New training course "~ New survey

Create s test with praferrad settings and scheduls it Create a training 3= 3 series of lessons arganized imo Crests 2 survey with preferred settings and schedule it
B Sureys v for the desired time period steps. Add materials and schedule a test to check the for the desired time period

knowledge.

“ e

® Training courses -

2. Click the “New role” option.
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f VOUt tme Roles and permissions
L) GetCertified
A Home Roles
§ Assignments - Name Description

Administrator Your security role is intended for: - Overseeing the entire system - Configuring system setting - E.

_ : Grader You can see and manage only user groups in which you are assigned as a group manager and g.

ee piudle : Guest Yo o the application. After the session expires or you sign out, your
User groups Instructor ol
Proctor Your security role s intended for: - Monitoring test attempts in reak-time - Reviewing proctoring .

Question Pool Manager Youc

My profile

Student Your security role is intended for: - Taking tests - Attending training courses - Participating in sur
@ Wiorkspaces - : Users creator
= Displayed columns « < > » 0w
@ Tests - - ‘ ‘

3. Enter a name and select the following permissions:

e Managearole

e Manage subscriptions

e Manage system settings

e Access the ‘Profiles’ page

e Export users to Excel

e Manage registration requests

e Change your personal information

e Change your password

e Access the ‘My groups’ section

e Access the ‘My pools’ section

e Access the ‘My certificates’ section

e Access the ‘My activity log’ section

e Access the ‘My subscribers’ section

e Access the ‘Groups’ page

e Access the ‘Pools’ page

e Page access for Tests, surveys and training courses
e Fully manage your tests and surveys
e View questions

e Create a test template

e Set a test template to be public

e View and manage 'Test results verification' page
e View all accommodations

e Manage accommodations

e Manage quiz authorizations

e Respond to accommodation requests
e Access and grade report

e Change attachment availability

create different types of questions and organize them within new or existing question p.

&nd training courses A

Q_ search anything

Role code

ADM

Extenal ID

000000

0000006

0000003

0000004

0000005
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e Edit public attachment
e Manage any attachment
e Access the 'Workspaces' page

e Access question categories page

7.2 Creating a workspace role

A workspace role will give the user required permissions for workspace entities when one becomes its

member.

The user must have the “Manage any workspace” permission to access the workspace roles page and

manage workspace roles.

To create a workspace role, follow the next steps:
1. Click the “Workspaces” option in the left side menu, and select “Manage workspace roles”.

.
l' youtestme Homepage

GetCertified

Welcome John Smith,

Your role is Administrator.

a2 Assignments - Your security role is intended for:
- Overseeing the entire system
- Cenfiguring system setting
&5 Users v - Examining reports

As a start, we advise 1o
1. Click the Tests option from the main menu
2. Select the Manage tests option

@ Workspaces

I

Manage workspaces
4. Select the Summary report to see overall statistics

5. Select the Report builder 1o generate your report
Manage warkspace roles

® o . B My tests
View the list of tests you can edit, grade or monitor
depending on the role assigned ta yau
E-testing center -
View
B Sureys -
@ Training courses - E J New test
Creste a test with preferrad sertings and schaduls it
for the desired time period.
& Reporting v
@ System -
«

2. Click the “Create new” option.

Manage workspace roles
GetCentifisd

.; youtestme

Home
n Workspace roles
§2 Assignments - Name
Q
& Users -

Manage workspaces

Manage workspace roles

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

s New user

Create a user profile with a pre-created role in
accordance with required permissions.

-, New training course

Craate 2 training as a series of lesaons arganized into
steps. Add materials and schedule a test to check the
knowledge.

Create

SRR

2
Q, search anything 9 o A e\,

Recent activity

Cerificate "Certificate of Completion...
30 days ago 4

Test "Banking - Certification Exam’” i
® 30days ago

Test "Banking - Gertification Exam” i
© 30 days ago

Certificate "Certificate of Completion.
30 days ago >

Test "Quick Quiz - Cryptocurrency” s,

3T ]
5w
View all activity

>
g New user group

Organize existing users in a group o easily schedule
tests or generate reports for that group specifically.

@« < \I\ 2

"ﬁ New survey

Craste & survey with prefemed settings and schedule it
for the desired time period.

Q_ search anything 9 o

Description External ID

Rows: 3

3. Enter the name and click the “Select all” checkbox to select all the permissions.
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Workspaces

1; youtestme

GetCertified

A Home
R Assignmems -
s s -
&5 Users

Manage workspaces

Manage workspace roles

@ Tess -
E-testing center -
B Ssuneys =
® Training courses -
B Reporting -
@ System -

Workspace roles
Manage workspace roles

Role name:*

Q_ search anything 9 o A e\,

External ID:

Role description

Manage workspaces

a

Create new test

a

Manage any test

a

Fully manage tests

a

View guestions

Assign group members

Permissions - Workspaces
Manage workspaces you are assigned 1o.

Permissions - Tests, Surveys, Training courses
Create rests, surveys, or training courses.

Edit test description, send, suspend or delets 3 test. Manage questions and certificates. Manage candidates, managers, and steps in training courses.
Manage candidates, questions, and profiling in surveys.

In tests and surveys where you are assigned as manager edit information, adjust the availability, change settings, assign any user from the system and
see detailed reporis.

Access the questions and their settings through lests and surveys you manage. o

Assign members of groups you manage to tests or surveys and monitor their results.

4. Scroll down and click the “Save” button.

.; youtestme

GetCertified

A Home

Assignments -

Manage workspaces

Manage workspace roles

@ Tests -
E-testing center -
B Sureys -
® Training courses -
B Reporting v
@ System -

Workspace roles

Manage workspace roles

&l vereys user sEws

Create new user

View all users

View deleted users

View other user's perscnal information
Change other user's personal information

Change other user's password

View all groups
Manage any group

Create new group

Create a question category

Manage any question categary

coree

=]
Q Searchanything e ¢ A e"

Y G T G T PO P R

Create new users in your workspace through the appiication or load them from an Excel file. ‘Grant roles’ permission is required for sening a role other
then ‘Student. ‘Change user's status’ permission is required for setting a status other than Active’

Keep track of all users from your workspace.
Keep track of deleted users from your workspace.
View workspace users’ profiles and their basic information. Note that users can always view profiles they created, regardless of this permission.
Change other user's persona information (basic personal information and contact infarmation).
Change the password of users in your workspace.
Permissions - Groups

View basic information about each of the groups.
Edit basic information, members, or connections with other groups.
Create 2 group, automatically becoming its manager.

Permissions - Question categories
Crest 5 question category in your workspace

Create, edit or delete any question category in your workspace.

Q

7.3 Assign a member by the global role

To assign a new member to a workspace, a user that is a workspace manager should follow the next steps:
1. Click the “Workspaces” option in the left side menu, and select the “Manage workspaces” item.
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f Workspaces

l; youtestme Homepage Q, search anything o @

GetCertified

Welcome John Smith,

Your role is Administrator.

Recent activity

R Assignmems - Your security role is intended for:
- Oversesing the entire system e cate ‘Cerifieate of Compltion..
- Configuring system setting 30 days ag0
- Users v - Examining reports
Test "Banking - Certification Exam' L.
® 30daysago
As a start, we advise to. e
@ Workspaces - 1. Click the Tests option from the main menu
. . Test "Banking - Cartification Exam’ |
2. Select the Manage tests option ® 0dayseg
3. Under the Name column, search for Report Builder Test and select it
Manage workspaces 4
4. Select the Summary report to see overall statistics. Cex e "Certificate of Completion.
5. Select the Report builder o generate your report ] 30 days 20 *

Manage workspace roles

2. Onthe desired workspace, click on the “Edit” from the “Actions” column.

.
[ youtestme Manage workspaces Q seorcnemyining oo .E' .
v GetCertisd -
Home : .
n Workspace information m
[T —— > Name Description Creation date
Q Q
s -
- Users Default workspace This workspace is assigned to entities if none is chosen (entity is not categorised). Sep-28-2022

Workspace 2

& Workspa 0 | H Workspace 1 Qct-03-2022 I

Oct-03-2022

Manage

Workspace 3 Oct-03-2022
Manage workspace roles

Workspace 4 Oer-03-2022
@ Tests - H Warkspace 5 Oct-03-2022

H Workspace & Oer-03-2022

I Ectesting center -

Workspace 7 Oct-03-2022
B Surveys M Waorkspace 2 Qer-03-2022
® - Workspace 9 Oct-03-2022

raining -

SRIE

10w B W o

@ FReporting -

3. Onthe “Workspace members” tab, click the “Assign” button.

) youtestme Manage warsgeses [ Woskspace 1 Q search anytning 9 o .E 2 1%
() Geailied Manage workspaces - -
Information Users
A Home
‘Workspace members
B Assignments -
Role name Workspace role name Created
~ a a

3 B 0w Rows: 1

« <
& Workspaces -

Manage works

Manzge workspace roles

4. Select the user (global) role and workspace role.
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Assign members >
Assign new members to a workspace by linking their role to a workspace: role. For examiple, by selecting the role “Instructor” and
warkspace mle “Workspace Instrisctor”, all use=rs in the system with the role “Instructor” will be e members of the wordcspace with
warkspace role “Workspace Instructor”. The selected workspace role will grant users permissi f that workspace role.

User’s robe:*

LATCH_PilatSchool_Admin s
Warkspacs rale @
Workspace admin 4
= Cancel
5. Click the “Save” button.
Assign members >

Aszign new members 1o a workspace by linking their role to a workspace rode. For examiple, by selecting the role “Instructor” and
workspace role

Workspace Instructor”, all users in the system with the role “Instructor” will become members of the workspace with

workspace role “Workspace Instructor”. The selected workspace role will grant users permissions of that workspace role.

User's role:*

]

LATCH_PilotSchool_Admin

‘fiorkspace role*

]

Workspace admin

Note: Once the membership is created, all the users with the selected user role will be assigned within the
workspace with the specified role.

Click the “Remove” button in the action column to remove a member.
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1' youtestme

Workspaces

7 Werkspace 1

Manage workspaces

Information Workspace members Users

Workspace members

Role name Workspace role nzme
a a

H LATCH_PilotSchool_Admin Workspace admin

T LT

7.4 Assign a member by the identifier

Q Search anything 0 g -E {)v

Created

Oct-04-2022

To assign a new member to a workspace, the workspace manager user should follow the next steps:

1. Click the “Workspaces” option in the left side menu and select the “Manage workspaces” item.

.
() youtestme  Homepage

GetCertified

Welcome John Smith,

Your role is Administrator.

a2 Assignments - Your security role is

- Cenfiguring s;
&% Users = - Examining reports

seto
option from the main menu

ge tests option

e column, search for Report Builder Test and select it
. ummary repart to see ov c:
5. Select the Report builder 1o genera:

@ Workspaces )
2
3
Manage workspaces N

II

Manage workspace roles

2. Select the desired workspace and enter it by clicking on its row.

" youtestme Manage workspaces
f GeiCeriied

A Home

Waorkspace information

Q, Search anything 9 < A @\'

Recent activity

Certificate "Centificate of Completion...
30 days ago

Test "Banking - Certification Exam’” i
® 30days ago

Test "Banking - Gertification Exam” i
© 30 days ago

Certificate "Certificate of Completion.
30 days ago

Q Search anything 9 o lﬂ ‘)v

8 Assigaments = Name Description Creation date
Q Q
2 Users - . . -
- Users H Default workspace This workspace is ssigned to entities if none is chosen (entity iz not categorised). Sep-28-2022
©® Works 0 | H Workspace 1 Qct03-2022 I
: Workspace 2 Ocr3-2022
Workspace 3 Ocr03-2022

Manage workspace roles
Workspace 4

@ Tests - H Workspace S

Workspace &

B E-testing center hd
Warkspace 7
B Sunveys - : Workspace &
Warkspace 9
@ Training courses -
ARG B8
B Reporting -

Oct-03-2022
Oct-03-2022
Oct-03-2022
Oct-03-2022
Oct-03-2022

Oct-03-2022

EE B

3. Inthe “Users” tab, you will be presented with all workspace members with these origins: Inherited
(for users assigned by the role) and Local (for users assigned by the identifier).
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youtestme

Workspaces

Manage workspaces | Workspace 1

Manage workspaces

Information ‘Workspace members

Workspace members
Username

Q Search

@ rvadvionand

f Abled1397

n1956

Q

Role name

LATCH_PiletSchool_Admin

Student

Student

Student

Student

Student

Student

Student

Super admin crestor

4. Select the “Local workspace members”

Manage workspaces / Workspace 1

Manage workspaces

Information Workspace members Usars

Workspace members

Username

o
w
=)
]

.
T
g

997

Accon1956

Acessier

Acesturod

Acrew1969

Actat1963

adam

Adam

- T -

a

Student

Student

Student

Student

Student

Student

Student

Super admin ereator

Q

Warkspa

Warkspa

Warkspa

Warkspar

Warkspa

Warkspar

Warkspa

Warkspar

Warkspa

Workspace role name

ce admir

ce adm

ce admir

ce admir

ce admir

ce admir

ce adm

ce admir

ce adm

n

n

n

n

n

n

n

n

n

=

Inherited

Loca!

Local

Local

Local

Local

Local

Locat

Local

Origin

“a.

-]

AN users with, Local wer

Creation date

0c1-04-2022

0ct-04-2022

0c1-04-2022

0ct-04-2022

0c1-04-2022

0ct-04-2022

0ct-04-2022

Oct-04-2022

0ct-04-2022

Rows: @

button and click the “Assign” button.

Role name

<«

(1]

>

b4

Workspace role name

a
Workspace admin

Workspace admin

Workspace admin

Workspace admin

Workspace admin

Workspace admin

Warkspace admin

10w

°
®o
°

Q, search anything

4 users with access

Local workspace members

Creation date

0ct04-2022
Oct-04-2022
Qct-04-2022
Oct-04-2022
0ct-04-2022
0ct-04-2022
0ct-04-2022
Qct-04-2022

Rows: 8

5. Adialog should appear with the list of users you can manage. Select which users will become

members of the workspace and click the “Save” button.
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Select users

Select the users you want to assign to the workspace. Chosen use =rmissians of the selected warkspace role.
Select the werkspacs rale

Role 1

Usemname First name Last name Status. Email

Q Q_ Search Q Search Select one ~ Q Search
29123 John Baird i noreply@you]

B A o = i noreply@you|

[ Remzhzn Sandirzkumar - nareply@you

(3 Stefana DAguina i noreply@you]

(2 i Adis Dijeb i noreply@you
s Ernst Huber - nareply@you
J aaron Thompson i nareply@you|

@ Abied13se Rey Averill i noreply@you

«(2345 R Rows: 669

cane

7.5 Confirmation that requirement is met

The user must be the workspace manager to proceed.
In the “Users” tab, you should check if you can see the user in “All users with access view”.

Then, proceed to the next chapters to confirm that the workspace admin can manage all the entities in
assigned workspace.

Workspace assighment is required for the following entities: tests, surveys, user groups, question pools and
training courses. All entities are assigned to a predefined workspace named “Default workspace”.
Workspace assighment is not required for question categories and users. Entities can be reassigned to other

Page 20 of 47



i) youtestme
v Workspaces

workspaces by changing the workspace in the drop down menu found in the information section.

Settings Testing sessions Candidates Monitoring Questions Grading configuration Report builde
M Home .
This is a practice exam with a passing mark of 0%, and its purpose is s... V4
Personal report settings
an i -
s 2 SSIGEIETES Add acknowledgment message:
Score report settings
A I understand and agree with the instructions and rules of this assignment ["
®p Users -
Language preference
Creation type:
® workspaces M Attachments Generated
@ Tests o External attributes Test versions:
Dynamically generated 6
New test Delivery preference
Belongs to training:
Manage tests
Training
Manage certificates
Workspace
Question pools Default workspace ~
Grading scales Created by: Creation date:
admin Sep-07-202211:13 AM EDT
Question categories
Updated by: Update time:
E-testing center -
admin Sep-07-2022 11:56 AM EDT
B surveys -

The workspaces a user can see depend on the user’s permissions. To reassign a test, a user with the “Create
new test” workspace role permission can place the test only in the workspaces where said user has
permissions. If the user has the global “Create new test” permission, he can place the test in any
workspace. The same applies for other entities. Users are the exception. User assignment on workspaces is
managed in the desired workspace as mentioned in the previous chapters.

Follow the next steps implementation meets the requirement:

7.5.1 Tests
Make sure the workspace admin has the required permissions (mentioned before), or at least the “Access

test page” permission.

When the workspace admin opens the list of all tests, it should be empty if there are no tests in the
workspaces he is a member of.
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v Workspaces
All tests (0
Al tests (U)
- = nport data  ~ Search anything 1] A v
Manage tests " : & SR o ¢ A @
[, ]
All tests
it Name Creation date Status ID External ID Creation type Proctored
Q Search Select one Q Search Q Search Select one

B
No tests created.
: 4
= Displayed columns K < > 3 10 t u Rows: 0
a

©

The workspace admin can create a new test in the workspaces he belongs to, or the super admin can help
by reassigning the tests outside of workspace admin’s scope.

7.5.1.1 Reassigning a test

To reassign a test, make sure you have the required permission to do so. To reassign any test, the “Manage
any test, survey or training” permission is required to open and manage it. To reassign a particular test, you
must be a test manager. Therefore, this action depends on two conditions: opening the test and managing
it.

Follow these steps to proceed with reassigning:
1. Click the “Tests” option in the left side menu.
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Workspaces
2. Select the “Manage tests” item.
* Out stme _ Alltests (61) # Banking - Certification Exam
[ =
i Yy Pt Manage tests
Settings Testing sessions Candidates Monitoring Questions Grading configuration Report builder
ﬂ Home

Banking - Certification Exam
Report settings

i! Assignments A
Test description;
Pause and repeat settings
a T - This is a certification exam to check your knowledge on the topic - Banking. It
i . contains questions related fo all of the steps of the Banking Training Course.
Security setlings
- Label: @
® workspaces Result validity settings
@ Tests N Certificate
Add test instructions:
New test Personal report settings This is an official exam. If you pass it, you will receive the certificate of ... ['
Manage tests Score report settings Add acknowledgment message:
I understand and agree with the instructions and rules of this assignment [‘
Manage certificates Language preference
Creation type:
Question pools Attachments
Generated

Grading scales External attributes

Test versions:

Select the desired test.

Scroll down to find the Workspace drop down menu.

Click on the menu and choose the workspace you want to place the test in.
Click the “Save” button.

o v ke Ww

@ Tests - . Dynamically generated 6
Delivery preference
New test Belongs to training
Training
Manage tests
Workspace:
Manage certificates
Workspace 1 v
Question pools
Created by: Creation date:
Grading scales admin Sep-07-2022 11:13 AM EDT
Question categories Updated by: Update time:
admin Sep-07-2022 11:56 AM EDT

E-testing center -

B surveys -

7.5.1.2 Confirmation

To confirm that the requirement is met, the workspace admin should be able to see the test in the
“Manage tests” table, as shown in the picture bellow.
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v Workspaces
All tests (1
tests
- = mport data Search anything A
Manage tests 2 —— o ¢ & Q-
M
All tests
i Name Creation date 1 Status ID External ID Creation type Proctored
-
Q, Search Select one - Q Search Q, Search Select one
u Test LATTAS 733 Sep-21-2022 Published 1960 Manually created Mo
= Disp u « < > % 10w o Wl Rows
B
]
4
a

When the conditions to see and open the test are met, the next condition is managing tests. The workspace
admin has the “Manage any test, survey or training” workspace role permission in “Workspace 1”. This
test is now assigned to “Workspace 1” and the user should be able to edit it.

To confirm the manager condition is met, open the test, and update it. A success notification should popup.

With all conditions met, we can conclude that the workspace admin is the manager of all tests in the
assigned workspace.

7.5.2 Surveys

Make sure the workspace admin has the required permissions or at least the “Access test page”
permission.

When the workspace admin opens the list of all surveys, it should be empty if there are no surveys in the
workspaces that he is a member of.
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.

f youtestme = Manage surveys : Q LT @V
A All surveys

[

@

No surveys created.
= « < > » 10 v & W row

The workspace admin can create a new survey in the workspaces he belongs to, or the super admin can
help by reassigning the surveys outside of workspace admin’s scope.

7.5.2.1 Reassigning a survey

To reassign a survey, make sure you have the required permission to do so. To reassign any survey, the

“Manage any test, survey or training” permission is required to open the survey and manage it. To reassign

a particular survey, you must be a manager. Therefore, this action depends on two conditions: opening the

survey and managing it.

Follow next steps to proceed with reassigning:

1. Click the “Surveys” option in the left side menu.

o vk wN

Select the “Manage surveys” item.

Select the desired survey.

Scroll down to find the Workspace drop down menu.

Click on the menu and choose the workspace you want to place the survey in.
Click the “Save” button.
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g w—— e
v GetCertified Manage surveys
Settings Survey sessions Candidates Monitoring Questions Grading configuration Report builder Managers Proctors Aut
A Home
This is the Job Satisfaction survey. In this survey, the "Allow test continuation”
Language preference option is enabled -the users can save their answers, take a pause, and continue the
@8 Assignments - quage | - test within the tests’ availability period.
Attachments &)
;; == - Label: @
External attributes
& Wworkspaces -
Add survey instructions: @
Delivery preference
@ Tests - Add arbitrary text like survey instructions to be displayed to the candida. ,‘
Add acknowledgment message: @
E-testing center -
I understand and agree with the instructions and rules of this assignment "
B surveys -
Workspace: @
New survey workspace 1
I Manage surveys I Created by, Creation date:
admin May-16-2018 06:56 AM EDT
Grading scales
Updated by: Update time:
Question pools
admin Nov-30-2020 04:41 AM EST
Survey locations
Caﬂce‘
‘ Trainina courses -

7.5.2.2 Confirmation

To confirm that the requirement is met, the workspace admin should now be able to see the survey in the

list of managed surveys, as shown in the picture bellow.

<Dodati sliku iz Manage surveys liste koju vidi Workspace Admin i u njoj survey koiji je gore editovan>

When the conditions to see and open the survey are met, the next condition is managing the survey. The
workspace admin has the “Manage any test, survey or training” workspace role permission in “Workspace

1”. This survey is now assigned in “Workspace 1” and the user should be able to edit it.

To confirm the manager condition is met, open the survey, and update it. A success notification should

popup.

With all conditions met, we can conclude that the workspace admin is the manager of all surveys in the

assigned workspace.

7.5.3 User groups

Make sure the workspace admin has the required permissions (mentioned before) or at least the “Access

the 'Groups' page” permission.

When the workspace admin opens the list of all groups, it should be empty if there are no groups in the

workspaces that he is a member of.
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v Workspaces
. i o

i youtestme = | User groups Q search anything 9 o A i v
| GetCertified

P . |’_7‘; My groups @) Allgroups

m R

User profiles
[ Organize users in groups. Groups can be hierarchically
organized. Users can belong to multiple user groups
User groups Use user groups to distribute tests effectively by adding
them to testing sessions on the ‘Manage tests’ page.
My profile
& workspaces -
You can da the following on this page::
+ Select  group from the navigation on the left
W T -
W Tes + Create a new user group or & new sub-group.
= Assign group managers. They vill be able 1o edit groups, manage group members, use groups
when distributing tests, and examine group stafistics.
B e nte - « Addmembers so they can anend tests, surveys, and training courses azsignad o this group.
B sureys -
® Training courses -
Reporting

The workspace admin can create a new group in the workspaces he belongs to, or the super admin can help

by reassigning the groups outside of workspace admin’s scope.

7.5.3.1 Reassigning a group

To reassign a group, make sure you have the required permission to do so. To reassign any group, the

“Manage any group” permission is required to open the group and manage it. To reassign a particular

group, you must be a manager. So, this action depends on two conditions: opening the group and managing

it.

Follow next steps to proceed with reassigning:

7.
8.
9.
10.
11.
12.

Click the “Users” option in the left side menu.

Select the “User groups” item.

Select the desired group.

Find the Workspace drop down menu.

Click on the menu and choose the workspace you want to place the group in.
Click the “Save” button.
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f Workspaces

|i‘ yout‘fstme = User groups | W Delete | - New sub-group

GetCertified

Information Members Managers Statistics

ﬂ Home

User group 1D: Group path:

Assignments b
5110 Sales

m Group description:

Group for all employees from the Sales department. The Sales department consists
of two subgroups: client relations and presentation.

User profiles

User groups
I o I Workspace
Roles and permissions Workspace 1 4
My profile Self-enrollment: @
‘Your role in group:
@ Workspaces b
Group manager
ﬁ Tests - Created by: Creation date:
John Smith 0ct-01-2018 01:06 PM EDT
E-testing center -
Updated by: Update time:
B surveys .7 )
John Smith Jan-27-2021 10:44 AM EST
® Training courses v
ﬂ ancel
Bl Dannrtinn -

7.5.3.2 Confirmation

To confirm that the requirement is met, the workspace admin should now be able to see the group in the
list of managed groups, as shown in the picture bellow.

. o

' youtestme = ‘ User groups Q, Search anything 9 ¢ A 2 v
‘ GetCertified -

. () My groups (@) 4l groups

2 Assignments - - .

Q, Search user groups

Space and Engineering Systems [ ]

User profiles

Organize users in groups. Groups can be hierarchically

arganized. Users can belang to multiple user groups.
User graups Use user groups to distribute tests effectively by adding

them to testing sessions on the "Manage tests’ page.
My profile
& Workspaces -

You can do the following on this page:
+ Select a group from the navigetion on the left.
@ e b + Create a new user group or 2 new sub-group.
+ Assign group managers. They will be able to edit groups, manage group members, uss groups
when distributing tests, and examine group statistics.

B Esesting center = + Addmembers 0 they can sniend tests, surveys. and training courses assigned to this group.
B surveys -
@ Training courses -
B Reporing -
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When the conditions to see and open the user group are met, the condition is managing the group. The
workspace admin has the “Manage any group” workspace role permission in “Workspace 1”. This group is
now assigned in “Workspace 1” and the user should be able to edit it.

To confirm the manager condition is met, open the group, and update it. A success notification should
popup.

With all conditions met, we can conclude that the workspace admin is a manager of all the groups in the
assigned workspace.

7.5.4 Question pools

Make sure the workspace admin has required permissions mentioned before or at least the “Access the
'pools’ page” permission.

When the workspace admin opens the list of all pools, it should be empty if there are no pools in the
workspaces that he is a member of.

|' youtestme = | Question pools New s Q, Search anything @ < A 3\,
)

GetCertified

) “ et -

- () Mypoals @) All pools
@8 Assignments d -

versions. Flay video

Organize and store questions in pools. Question poals
can be hisrarchically organized. You can use question
S

You can do the following on this page

« Select s question pool fram the navigation tree on the left or create a new one.
« Define user rolzs in question pools. Vou oan chooas between the ‘Read-only” snd “Modity”
Exfime=To roles. The "Read-only” role allows users o use questions in tests. The "Modify' rale allows
ussrs to manage the question pol and fts questions.
= Create new questions or bulk laad them from an Excel file or the Tl package. View, modify. o
dalets the sxisting qusstions. Copy or movs them to another quastion poal.

The workspace admin can create a new pool in the workspaces he belongs to, or the super admin can help
by reassigning the pools outside of workspace admin’s scope.

7.5.4.1 Reassigning a pool

To reassign a pool, make sure you have the required permission to do so. To reassign any pool, the
“Manage any pool” permission is required to open and manage it. To reassign a particular pool, you must
be a manager. So, this action depends on two conditions: opening the pool and managing it.

Follow next steps to proceed with reassigning:
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13.
14.
15.
16.
17.
18.

Click the “Tests” option in the left side menu.
Select the “Question pools” item.

Select the desired pool.

Find the Workspace drop down menu.

Click on the menu and choose the workspace you want to place the pool in.

Click the “Save” button.

Are you an Egyptology Expert?

L ]
l‘ youtestme = Question pools

N

®

Home

GetCertified

Information Questions Users Statistics Comments

External I

Assignments =

Users

Workspace

Workspace 1 ~

Workspaces h Your role:

Modify
@ Tests -

Pool type:
New test
Test pool
Manage tests
Created by: Creation date:
Manage certificates John Smith Jun-14-2022 10:19 AM EDT
Question pools Updated by:
John Smith
Grading scales
Update time:
Question categories
Jun-14-2022 11:03 AM EDT
E-testing center >
Save Cancel
B surveys -

7.5.4.2 Confirmation

Options + <+ New sub-pool

To confirm that the requirement is met, the workspace admin should now be able to see the pool in the list
of managed pools, as shown in the picture bellow.
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L) GetCertified
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() My pools @) Al pools
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Q, Sea
& User -
- on ®
[:2 kspaces -
Organize and store questions in pools. Qusstion poola
can be hisrarchically organized. You can use question
S
wversions. Play video
Hew te

You can do the following on this page

« Select s question pool fram the navigation tree on the left or create a new one.

- Define user rales in question pools. You can choose between the "Read-only” and "Modify

Erfizes rales. The "Read-only” role allows users to use questians in tests. The "Modify' role allows
users 1o manage the question pool and its questions.
* Create new questions or bulk load them from an Excel file or the QTI package. View, modify, or
Question categori
deleta the existing questions. Copy or move them to anather question pool.
B E e -
B surveys v

When the conditions to see and open the pool are met, the condition is managing the question pool. The
workspace admin has the “Manage any pool” workspace role permission in “Workspace 1”. This pool is
now assigned in “Workspace 1” and the user should be able to edit it.

To confirm the manager condition is met, open the pool, and update it. A success notification should
popup.

With all conditions met, we can conclude that the workspace admin is the manager of all the pools in the
assigned workspace.

7.5.5 Training courses

Make sure the workspace admin has the required permissions (mentioned before) or at least the “Access
the 'training courses' page” permission.

When the workspace admin opens the list of all training courses, it should be empty if there are no training
courses in the workspaces that he is a member of.
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i youtestme = | Training courses New training course Q, search anything @ v A i v
L) GetCertified

Training courses
M Home

Alltraining courses (0)
B osignments -

Q
& Users -

Notreining courses.
& workspaces v

Manage training courses with mutimedia content and
Drafiz (0 =hort teats. Piay
i Ri- Play video

W Teots - L

Fublished (0)
B E it -

[ suspended (0] You can do the following on this page::
B surveys -

* Organize training course in steps that have to be passed in order to complete the training

course.

* Add different types of multimedia content to your training steps.
¥ Training caurses - + Quickly create and schedule tests within training courses using the ‘ad hoe test’ aption
« Add existing teste with certificates to your training stepe as a check or final evaluation paint

Training courzes These tests must have testing sessions defined in order for candidates to access them.

B reporting -

The workspace admin can create a new training course in the workspaces he belongs to, or the super admin
can help by reassigning the training courses outside of workspace admin’s scope.

7.5.5.1 Reassigning a training course

To reassign a training course, make sure you have the required permission to do so. To reassign any training
course, the “Manage any test, survey or training” permission is required to open and manage it. To
reassign a particular training course, you must be a manager. So, this action depends on two conditions:
opening the training course and managing it.

Follow next steps to proceed with reassigning:
19. Click the “Training courses” option in the left side menu.
20. Select the “Training courses” item.
21. Select the desired training course.
22. Find the Workspace drop down menu.
23. Click on the menu and choose the workspace you want to place the training course in.
24. Click the “Save” button.
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stm = . ptions New training course
‘.‘ you e e Training courses g
GetCertified
Information Candidates Managers Steps

ﬂ Home

i! Assignments

@ Users

2] Workspaces

@ Tests

E-testing center

B surveys

@ Training courses

Training courses

Description

This course will help you learn more about banking and banknote, the credit
creation process, and modern technologies in banking.

Status:

Published

Workspace:

- Workspace 1 ~

Uniock all steps at once

Self-enrolment O

Reporting

@ system

Created by Creation date:

John Smith May-14-2018 12:52 PM EDT
Updated by: Update time:

John Smith Feb-02-2022 08:22 AM EST

7.5.5.2 Confirmation

To confirm that the requirement is met, the workspace admin should now be able to see the training course
in the list of managed training courses, as shown in the picture bellow.

(; youtestme

GetCertified

A Home

e E o
= | Training courses + Newtraining course Q_ search anything Q0 o A i $

Training courses

& Assignments v

- Users -

@& Workspaces -

@ Tests v

B E-testing center -

B8 surveys -
ning courses

B Reporting v

Q,  search

Finance Training Course

' Manage training courses with multimedia content and
(7] Drafts (0 ‘ ‘~

short tests. Play video

& Published (0)

[0 suspended (0 You can do the following on this page::

+ Organize training course in steps that have to be passed in order to complete the training
course.

+ Add different types of multimedia content to your training steps.

+ Quickly create and schedule tests within training courses using the ‘ad hoc test option.

+ Add existing tests with certificates to your training steps as a check or final evaluation point:

These tests must have testing sessions defined in order for candidates to access them.

When the conditions to see and open the training course are met, the next condition is managing the

training course. The workspace admin has the “Manage any test, survey or training” workspace role
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permission in “Workspace 1”. This training course is now assigned in “Workspace 1” and the user should be
able to edit it.

To confirm that the manager condition is met, open the training course, and update it. A success
notification should popup.

With all conditions met, we can conclude that the workspace admin is the manager of all the training
courses in the assigned workspace.

7.5.6 Question categories
Make sure the workspace admin has the required permissions (mentioned before) or at least the “Access

the 'question categories' page” permission.

When the workspace admin opens the list of all question categories, it should be empty if there are no
guestion categories in the workspaces that he is a member of, and if there are no global question
categories. In the example bellow, there is one question category without the workspace.

. - Q

) youtestme Q, searchanything @ ¢ a -
L) GetCertified

A Home .

Custom data types
@ . D Nam Description Workspace ID
Q Qs
=3 100006 Economics
S = > » 10w g @ Rows

B surveys - o
«

To check this, open the question category edit dialog by clicking the “Edit” button from the action column.
The workspace shouldn’t be displayed, meaning it isn’t set.
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Edit question category

Name:*

Economics

Description:

Workspace:

Select one

The workspace admin can create a new question category in the workspaces he belongs to, or the super
admin can help by reassigning the question categories outside of workspace admin’s scope.

7.5.6.1 Reassigning a question category

To reassign a question category, make sure you have the required permission to do so. To reassign any
guestion category, the “Manage any test, survey or training” permission is required to open the question
category and manage it. To reassign a particular question category, you must be a manager. So, this action
depends on two conditions: opening the question category and managing it.

Follow next steps to proceed with reassigning:
25. Click the “Tests” option in the left side menu.
26. Select the “Question categories” item.
27. Select the desired question category and click the “Edit” button form the action column.
28. Click on the workspace menu and choose the one you want to place the question category in.
29. Click the “Save” button.
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Edit question category

Name:*

Category C

Description:

Workspace:

Workspace 1

7.5.6.2 Confirmation

To confirm that the requirement is met, the workspace admin should now be able to see the question
category in the list of managed question categories, as shown in the picture bellow.

. Ul
i youtestme Q seorch snyihing o - a §-
f GetCentified
A Home
@ hssignments - [ Name I Description Workspace ID
Q Search Q Search Q Search Q Search
& Users - H 100004 Astronomy 10014
100006 Econamics
& Workspaces -
€ 1 B 0y Bl rows2

New test
Manage tests

Question pools
Grading scales

Question categories
B Eaesting center -

B surveys -

«
(s

When the conditions to see and open the question category are met, the next condition is managing the

question category. The workspace admin has the “Manage any question category” workspace role
permission in “Workspace 1”. This question category is now assigned in “Workspace 1” and the user should
be able to edit it.

To confirm the manager condition is met, open the question category, and update it. A success notification
should popup.
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With all conditions met, we can conclude that the workspace admin is the manager of all question
categories in the assigned workspace.

8 Req #63 - Enabling department admins to have access to the current
full set of standard reports within the workspace scope

If a user has the workspace admin role, they can access all reports containing the data of all entities in their

workspace.

Follow the steps to view the reports for created tests in the workspace:

Click the “Reporting” option in the left main menu.

-; yout

User profiles

User groups

Roles and permissions

My profile

@

]

Workspaces

Tests

E-testing center

Surveys

Training courses

stme

GetCertified

Reporting

System

My profile

Information My groups My pools My activity log

ID:

Password settings ;

Attachments

Email*

noreply@youtestme.com

Current workspace:

Default workspace

Rolex*

Administrator

Time zone

America/Toronto

Language in app:

English

External ID:

624499

Options ~
My subscribers My favorite reports My certificates Balance My authorizati
Username:
admin
v
User status:
Active
Language in tests:
English
Data source:
LMSs

Cancel
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Select the “Predefined reports” item.

r;‘ youtestme

My profile

GetCertified

- vsos

[:2) Workspaces

@ Tests

E-testing center

B Surveys

® Training courses

Information

Password settings

- Attachments

B Reporting

Report builder

My favorite reports

Scheduled reports

Subscribers

Q System

My groups

My pools My activity log

1D:

Email*

noreply@youtestme.com

Current workspace:

Default workspace

Role*

Administrator

Time zone:

America/Toronto

Language in app:

English

External ID:

624499

Cancel

Click the “View all” button for “Test reports”.

-i youtestme

GetCertified

A Home

B Assignments -
- Users =
@& workspaces -
W Tests -
B Etesting center -
B surveys -
¥ Training courses -

Predefined reports

Reparts 10 various categories.

a User reports (26)

View all
Administrators: 14
Instructors: 7
Students: 592
Others: 19

B Test question pools
J reports (2) e

Number of test question pools: 7

‘J Test reports (7)

Number of published tests: 61
Number of suspended tests: [}
Number of draft tests: [}

Survey question i
peols reports (1)
Number of survey question pools: 8

My subscribers

Username:

admin

User status:

Active

Language in tests:

English

@  Data source:

LMS

d Survey reports (2)

Number of published surveys:
Number of suspended surveys:
Number of draft surveys:

Training course
reports (3)
Number of training courses:

Number of managers:

Number of candidates:

My favorite reports

View all

My certificates

Options  ~

Balance

My authorizatic

(=3

User groups reports |,
m
Active graups: #
Inactive groups: °

Question reports (4) viewall

Number of test questions: 1812
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Select the report “Tests basic info”.

. (=}
) youtestme Q c 8@~
v GetCertified
Home .
A Predefined reports
(e . ] Report nai Description My favorite reports
Q
- User 1 List of all tests with their descriptions and creation details -
S worksps . 2 Item reliability Central tendencies measures for each attempted test and item reliability on question level *
3 ts status and availability List of all tests in the system with some basic informations *
W e -
4 Test pass rate The ratio between attempled and passed tests *
B Ex -
5 Average test duration List of average duration for each attempted test with limited duration *
B su -
6 esults The final outcome for each user who attempted taking any test within the system *
¥ Training course - 7 Accommodations by status List of accommodations for users on testing session. *

) « <1 B 0~ Rows: 7
& reporting -

The user will be presented with all tests in the selected workspace.

To confirm that the requirement is met, click on the test name, and make sure that the test’s workspace
matches the user’s current workspace.

9 Req #57 Adding a unique workspace identifier into tests

To confirm that the requirement is met, follow these steps:

1. Click the “Tests” option in the left side menu.
2. Select the “Manage tests” item.

* t t _ Al tests (60) P ; Q
= ew test mport data ~
"‘ you me Manage tests
GetCertified
A Home All tests
B Assignments . Name Creation date Status D External ID Creation type
Q Selectone v Q Q Select one v
&% Users v
- Quick Quiz - Cryptocurrency Sep07-2022 Published 1871 Generated
Quick Quiz - Banking - 20th Centu... Sep-07-2022 Published 1870 Generated
@ workspaces -
Quick Quiz - Introduction to Banki, Sep-07-2022 Published 1869 Generated
@ Tests -
Informatics and Computing Aug-17-2022 Published 1868 Manually created
New test Is your business ready for Blockc... Aug-17-2022 Published 1867 Manually created
Java Certification Practice Test Aug-17-2022 Published 1866 Manually created
Principles of Taxation Aug-17-2022 Published 1865 Manually created
Manage certificates
SQL skill and Knowledge Assess... Aug-17-2022 Published 1864 Manually created
Question pools
Project Management Certification AUG-17-2022 Published 1863 Manually created
Grading scales Foreign Legal Systems and their . Aug-17-2022 Published 1862 Manually created

Select the desired test.

Scroll down to find the Workspace drop down menu.

Click on the menu and choose the workspace you want to place the test in.
Click the “Save” button.

© 0k ow
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‘:_ t t _ Alltests (60) / Quick Quiz - Cryptocurrency
outestime =
f Yy bl Manage tests
Settings Testing sessions

ﬂ Home

Score report settings

i! Assignments v

Language preference
& Users -

Attachments
& Workspaces -

External attributes
ﬁ Tests - -

Delivery preference
New test
Manage tests

Manage certificates

Question pools

Grading scales

Question categories

E-testing center w

[:=] Surveys v

Candidates Monitoring Questions Grading configuration Report builder
Add acknowledgment message:
I understand and agree with the instructions and rules of this assignment ,'

Creation type:

Generated

Test versions:

Dynamically generated 6

Belongs to training:
Training
Workspace:
Workspace 1 v
Created by: Creation date:
admin Sep-07-2022 11:13 AM EDT
Updated by: Update time:
admin 5ep-07-2022 11:56 AM EDT

“ Cancel

Options  +

summary report Managers

10 Req #62 - Enabling multi-layer creation of custom question properties

The changes made to the question categories are:
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[] yout tme Settings and customization Q (%]
L] GetCertified
A System preferences  Themeandlanguage  Notifications  Jobscheduler  Support  Attachmentslibrary  Custom properties.
Hom
Custom data types
e - Custom data types
ustom quest ri
L} Name Description Wi
& u: v -
L Custom user properties Q Q qQ Q
® workspa -
@ T =
B Edtesting cente - No custom types.
B su =
€ ¢« 2 » -~
* - - .
i yout tme Settings and customization
v GetCertified
System preferences Theme and language Notifications Job scheduler Support Attachments library Custom propertii
ﬂ Home
Custom data types
i! Assignments Wt Custom data types
Custom question properties
D Name 7
88 oo -
o Users Custom user properties Q Q Q
® Workspaces = Question categories
@ Tests -

New test

Manage tests

Manage certificates

Question pools

Grading scales

Question categories

No custom ty

« < > »

e Question categories can now be assigned to a workspace. If the workspace is not set, the question
category will be available to any manager, making it globally available. The question category
manager is a user with these permissions: “Access question categories page”, “Create question

category”, and “Manage any question category”. Users without the “Manage any question
category” permission can also be managers when they create it or if they have the workspace role
“Manage any question category” permission in the same workspace.

e The question category name is now unique in the same workspace and out of it.

10.1.1 Creating a que

stion category

To confirm that the requirement is met, follow the next steps to create a question category in the

workspace.
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To create a question category, the user is required to have the “Page access global” permission and global
or workspace role “Create question category” permission.

To proceed, follow these steps:

1. Click the “Tests” option in the left side menu.
2. Select the “Question categories” item.

.
i youtestme O, Search anytin 0 o e .
- @
o Coston e
@ Assignments i Name Description Workspace ID
Q Search Q Search Q Sem Q sea

& Users N : 100002 Category © !

AR W oo

@ Workspaces -
New test
Manage tests

Question paols.

Grading scales

E-testing center

Click the “New question category” button.

Provide a unique “Name”.

Select the workspace you want to assign the question category to.
Click the “Save” button.

S

New question category

Name:*

Description:

Workspace:

Default workspace

Save Cancel

A success message should appear next to the question category in the table.
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11 Req #55 A security layer that allows data separation and permission to
access workspaces

This requirement is implemented by introducing the workspace parameter for entities, and new roles and
permissions for users.

11.1.1 Data separation

Data separation is implemented by separating entities in workspaces. The separated entities are tests,
surveys, training courses, question pools, user groups, users, and question categories. Workspace
assignment is required for all entities except users and question categories.

11.1.2 Permission to access workspaces

To create a workspace, a user must have “Access workspaces page” and “Create new workspace”
permissions. To be able to edit the workspace, the user must be the workspace manager. The workspace
manager is a user with a permission to “Manage workspace” or “Manage any workspace”. To be able to
view the “Users” tab in the workspace, the user must have the global role or the “View all users”
permission.

For example - to access data in a workspace named “Workspace 1”, the user must be a member of
“Workspace 1” and have a suitable workspace role permission. E.g., to see and manage all question
categories, the user must have the “Manage any question category” permission for “Workspace 1”. To
view the question categories dashboard, the user must have the “Access question category” global
permission. Note that page access is not required for the user to view the list of question categories when
editing questions in the pool.

The manager can view all entity data. For example, the “Workspace 1” test manager will be able to see all
test candidates, even the ones outside of his workspace.

In terms of users, the workspace admin can see the list of users that have a role with the flag “Users with
this role will be publicly available”. This way, the workspace admin can assigh new members to the
workspace, without having the global “View all users” permission.

View the chapter “Introducing the role of a workspace admin” on how to assign a member and reassign an
entity’s workspace.

12 Req #66 Allowing unique logo design and color theme for each
workspace

To customize the logo and color theme for a workspace, follow these steps:
1. Click the “Workspaces” option in the left side menu and select the “Manage workspaces” item.
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§8 Assignments -
- Users -

Manage workspace roles

Homepage

Welcome John Smith,
Your role is Administrator.

‘“Your security role is intended for:
- Overseeing the entire system

- Configuring system setting

- Examining reports

As a start, we advise 1o
1. Click the Tests option from the main menu
2. Select the Manage tests option

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 builder 1o generate your report

Q, Search anything

Recent activity

-]

¢ O T

Certificate "Certificate of Completion.
about a month ag
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Test "Banking - Certification Exam’ |
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Test "Quick Quiz - Cryptocurrency”is.
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E-testing center - 5w
M i
B Suneys - View all acti
- - @)
@ Training courses - \ ":‘ New test % New training course '] New survey
Create a test with preferred settinga and schedule it Create a training as a series of lessona arganized into Create a survey with preferred settings and achedule it
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B Reporting - knovedge.
“ Sieme
£ System -

2. Enter the desired workspace by clicking on its name.

2 M:
anage workspaces
Iy youte stme g P Q, search anything e
i GetCertified
Home . .
L] Workspace information m
B8 Assignments . Name Description Creation date
Q Search Q Search
o - . " . as N N
- Users : Default workspace This workspace is assigned to entities if none Is chosen (entity is not categorizad). Sep-27-2022
Admin's workspace This workspace will be used for presanting the feature. Sep-27-2022

e T

Manage workspaces

R EB o &3

Rows. 2

Manage workspace roles

3. Intheinformation tab user will be able to select the theme and upload the logo or favicon.
4. Click the “Save” button to update the workspace.

Manage workspaces / Admin's workspace

Manage workspaces

Q_ search anything 9

r;' youtestme

GetCertiied
Workspace members  Users
A Home
‘Workspace ID: Name:*
R Assignmems -
10000 ‘Admiris workspace
. .
O T== Deseription
This workspace will be used for presenting the feature.
@ Warkspaces
Theme: @
Manage workspaces
| Select one v
Manage workspace roles
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B Reporting -
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@ System - o
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If the user is a member of multiple workspaces, they can change the current workspace by following these
steps:

1. Click the User profile image in the top right corner.

2. Select the “View profile” item.

3. Select the current workspace as desired. Click the “Save” button to update the workspace.

=]
1: youtestme My profile - Q_ Search anytning Q0 0 A @A
GetCertted

A Home

Note: This action can be performed by any user with permission to access personal information.

13 Req #61 - Enabling automatic assignment of user roles

Automatic assignment of user roles is enabled by user membership in a workspace. A user becomes a
member when the membership is created in the workspace. The membership gives the user a specific
workspace role with permissions for entities in the workspace.

For example, if the user has the “Workspace Admin” role with all test permissions in a workspace named
“Workspace 1”, that user will manage all tests in “Workspace 1”. Consequently, the “Workspace Admin”
with all user-related permissions will manage all users assigned to the workspace.

The “Workspace user manager” role can view all the users in a workspace, create new ones, and update
their data.

View the chapter “Introducing the role of a workspace admin” on how to assign a member and reassign an
entity’s workspace.
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14 Req #65 - Allowing super admins to access and compare individual
reports - reports that show workspace activity

The user can see workspace activity (the number of test attempts and entities.) report in the “Predefined
reports” page.

To confirm that the requirement is met, first set the desired workspace as current by following the steps:

Click the User profile image in the top right corner.
Select the “View profile” item.

Select the current workspace as desired.

4. Click the “Save” button to update the workspace.

wnN e

P youtestme My profile e O T iy
( GetCertted

With the workspace set, all entities and reports will be filtered by that workspace.
The next step requires the administrator role.
Follow these steps to view the reports for created tests in the workspace:

Click the “Reporting” option in the left main menu.
Select the “Predefined reports” item.

Click the “View all” button for “Test reports”.
Select the report “Tests basic info”.

e e
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l; youtestme Predefined reports

GetCertified

n Heme Reports for various categories.

Assignments =

e
@  Userreports (26) Test reports (7) =40  Survey reports (3)

Users - . 5 :
. Administrators: 14 Number of published tests: 61 Number of published surveys:
Instructors: 7 Number of suspended tests: 0 Number of suspended surveys:
Workspaces ~7
® P Students: 592 Number of draft tests: 0 Number of draft surveys:
Others: 19
@ Tests -
E-testing center -
' Question reports (7) Q Usage reports (5)
B surveys -
Number of questions: 1812 Total registered users: 631
Number of survey question pools: 8 Total active users: 145
® Training courses x
Number of test question pools: 75 Total test attempts: 245
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Reporti -
Report builder
Predefined reports
My favorite reports
Scheduled reports
«
. Predefined reports ; Test reports
g .
"‘ VOUt ;tme Predefined reports Q 024
etCertified
A rome Test reports
i! Assignments - # Report name Description My favorit
Q
o Users - . )
1 Tests basic info List of all tests with their descriptions and creation details Add to fz
2 Item reliability Central tendencies measures for each attempted test and item reliability on question level Add to fe
@ Workspaces -
3 Tests status and availability List of all tests in the system with some basic informations Add to fz
@ Tests -
4 Test pass rate The ratio between attempted and passed tests Add to fz
Etesting center - 5 Average test duration List of average duration for each attempted test with limited duration Add to fe
6 Test results The final outcome for each user who attempted taking any test within the system Add to fz
B surveys -
7 Accommodations by status List of accommodations for users on testing session. Add to fe
®  Training courses - % e ‘Tl 1 I

The user will be presented with all the tests by the selected workspace.
To confirm that the requirement is met, click on the test name, and make sure that the test’s workspace
matches the user’s current workspace.
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