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1 Introduction

This document will explain how institution admins can schedule the test and assign candidates that belong

to their group to the exam.
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2 With Existing Testing Session

If the test for some particular group is already scheduled, i.e., the testing session is created, institution
admins should only assign candidates to the appropriate testing session. To do so, they should navigate to

aioia@-

“Tests” and select “Manage tests”.

My assignments

Training courses  Reporting

Users ~  Tests - | Suiveys -

Manage tests

Grading scales

They will see the list of exams that they are assigned to manage.
21514 Q-

Training courses  Reporting ~

Users = Tests - | Surveys =

My assignments

My tests (2)

@
G
@
@
Name s Creation date Status L] External ID Creation type s Report displayed Repart content ]
0 Select one v fs) 0O selectone v Sekctone v Select one v
Demoa test 2 Sep-07-2022 [ rubiishea 3 1807 Manually created Immediately after result grading Score and details
Demo Test Sep-07-2022 [ Fubisnea ] 1806 Manually created Immediately after result grading Score and details
o 0 v Rows: 2
&

H Displayed columns
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Once they open the exam, they should:

1. Navigate to “Testing sessions”, where they will see the list of all sessions where the groups they

manage are assigned.
2. Click the “Add” option to open the list of candidates assigned to the group.

3. Select users.

4. Click the “Confirm” button.
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3 Creating New Testing Session

If a new group is created and a test should be scheduled, a new testing session must be created. To do so,
the institution admins should:
1. Click the “New testing session” button.
Enter the name of the testing session.
Set the availability.
Select the group that should be added.
Click the “Save” button.

vk wnN

Testing session name:* o Demo session

Location: @ ‘Select one
Choose 3 location from a pre-existing list

Time zone: UTC (GMT 0:00)
The time zane attribute is used for sefting the assignment
availability fields below.

Avallability: Start*  Sep-01-2022 00:00
Select starting and ending tme for this session. Define.

when the candidates will be abie T take the assignment. Ende  Sep3020221849

Assign to group:* o Select group

Upon selecting ihe group, you wil e

toun membars who i have accus o ke sessionor |1 2]
whole group Select group

o he aption of Self-enrallment 1o grant access to the
Demo Inst Admin Group = Demo Inst Admin Sub-group
‘Assign to training (Optional setting): — -

Test can be started only frem s raining.

Candidate self enrollment: 0
If this aption is enabled, users will be abie 10, baok,

PUIChase of STaTT Ihe exam on INeir GWN, WiThout the need

for the manager to schedule them manually.If this session

is connected to a wraining course or 3 user group. the

assi
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Once the new session is created, they should:

1. Click the “Add” option to open the list of candidates assigned to the group.
2. Select users.
3. Click the “Confirm” button.
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