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1 Introduction

This document's purpose is to explain how to create a simple test without sections and assign candidates to
it.

2 Steps

2.1 Creating a test

You can access the "Create Test Wizard" from the homepage:

1. Select the "Create test" quick action button

2. Navigate to the "Tests" option in the application's main menu and then select the "New test"
option.

My assignments Create user group
s10f all 1ests. surveys, and 1raining courses assigned 1o you user group and add users to Tiat group

o O a

Create test Create survey Create training course
gn test with multimedia conte Create a sutvay and Categorize Its result eate waining course with muttimedia cor
il 35590 the awsiding cerificat automanically using profiling optiof
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In YouTestMe GetCertified, you can create the tests:

1. With sections
2. Without sections

Sections could represent different areas of knowledge or topics the test covers. If you leave the "Test with
sections" checkbox empty, you will create a test without sections.

Surveys = Timinig courses  Repons v System v lelp -

Creste Tost Wizerd [ e

Test information 2

4 Neme:*
J Degeription:

Test with sections:

Test instructions

l E:'Ib Copy from previously created tests:  Select one

BIUSGSAKKMCHHHER? wWE=EEES S K P
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2.1.1 Test without sections

Below you can find the instruction on how to create a test without sections. In this case, "Create Test
Wizard" is divided into seven steps.

Test information
Settings
Certificate
Method

Add questions
Review

Save test

Nous~wNe

Test information ?

i Name+
J cription:

Test with sections:

Test instructions

N
! = & _’ Copy from previously created tests Select one

BIVBANXXHHRNPEZEETSTETS L ,O
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2.1.2 Adding questions

On this page, you can add all types of questions that you want to use in your test.

Training courses  Reports +

Previous Create Test Wizard Next

Questions in test ?

Click on the ‘Import from pools” button 1o add questions from question paols

Click on the *Add new question” button to create a new question manually

single choice

Mul

Essay
Ordering

Fill in the blanks
True/False
Matching
Matrix

Open-ended
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Here is an example of how to add a single choice question.

Question settings

Type: Single choice +=* Points: 5 =
Difficulty: Medium - Penalty: 0 B
Question group: & No group - + Edit existing question groups
Scoring method: @ Defining correct/incorrect answers | - Branching &
Question text Options
B I US A & ¥* HH He 9 o 12 = & = = % T
olm fx
Grass is (choose ong):
Answers Caorrect Options
B I U A X X* HLH: M b =2 = &EEvT =% L
1 - v o|m| fe M
Green.
B I U A X X* HHH: 7 =2 =2 &E Ev = Kk
2 - o fx|
Yellow.
B I U B Xy X2 Hi Hz 9 e 12 = &E =1 = % T
3 |- o\|m| |
Blue.

Answer generator ()
Add to pool @

Add assistance -

Cancel

Once you fill in the question text field, add answers choices, and select the correct answer. Add the
question to the test by clicking the "Add to test" button on the bottom of the page.
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2.1.3 Review test

The next step in the test creation process is "Review." It contains a summary of the test settings and a list of
guestions or question pools used. If you are satisfied with your test settings, you can press the "Next"
button to continue with the test creation process. If there are changes you want to make to the existing
test, you can still go back and edit them.

Surveys v  Tisining eowses  Repons v System - Help «

Greate Test Wizard e 1)
- ? ?
R
Ea ediun H Total
F ts 0 4
Penalty 0 Q
Duretian - - - Unlirmited
Test name: Test
Test versions: 5
Network access: All networks: Test creation type:  Generated
Duration type: Unlimited Show repart: Immedigiely afier fnishing
Pool narme. H Cut off date 5 Easy =  Medium Hard &  Totalquestions 3
Traffic regulatiens pool o ] ] g
Test pool o

2.1.4 Save test
The last step in the test creation process is the saving of the test:

1. You can save the test settings as a test template
2. Click the "Finish wizard" button to save your test

Surveys -  Trningcourses  Repoms - Sysem v Help -

1 & 3 4 & 6 7 3
Testint iar ing Cerificats thod Add questions  Bene Revie Save test
Frevious Create Test Wizard

VJ
Click the Finish wizard bution 10 save your 1est.

Vo can seve 1his Tes] as o es] lemplale Tes) lermplales can be used 1o
preload the same seTHNgs When you are creating & new test.

e Save &g 1891 1emplare Finish wizard o
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2.2 C(Creating sessions

2.2.1 Testing sessions

Testing sessions module allows you to organize the test for candidates located at different locations (e.g.,

different time zones, states, continents, etc.).

To create a new testing session:

1. Click on the "New testing session" button or
2. Click on the "Load testing sessions" button to load testing sessions by using the predefined excel

template

Users -~  Tesls -  Suiveys -  Training courses Reports -  System -  Help -

Tests @

All tests (16)

Drafts (2)

Published (13)

Suspended (0)

Test templates (1)

Create

Manage tests

Optians = ?
All tests > 07 - General knowledge
Informatien Testing sessions Candidates Manitoring Test sections Summary report Report bullder »

Organize your tesl in sessions for users located at different locations. Gotit!

New testing session e Load testing sessions

Click on the New 1esting session butlon to ereate
location and time for the test
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2.2.2 Assigning candidates to a testing session

1. Choose the session you want to assign candidates to
2. Click on the "Assign candidates" button

Reports «

Tests @

Options = v

T Alltests (16) All tests » 01 - General knowledge
[ Dratts (2)
Information Testing sessions Ci Test sections Report builder B
[ Published (13)
A s jed (0) OnIoel testing session:  Session 1; Availabiliy: Oc-01-2019 ~ e
Test templates (1) Hand-picked users from the list of all users can take the test during this testing session.
List of candidates ¥ Filter test resuks by start date of the test
Username 2 Started 2 Finished 2 Status Seore (%) 2 Session
0 search 0O

Click the "Assign candidates” button to assign users to take the test.

After that, a pop-up window will appear where you should:

1. Mark the users you want to add to the session
2. Click on the "Confirm" button

Assign users
Select testing session:
Username

searcn search
asliyan el Archer Anthorny
aaliyah.armstrong Armstrong Aallysh
aalyahatking Atkins Aaliyzh
anlryah baldwin waldwin Aaliyzh
aslryah bakes Rarker Awliyah
asliyah barnert Barnert Azliyan
aaliyah.barrert Barren Aallyah
aaltvah barry Barry Aalivah
anleyak bogum Begum Aabyah
alipah beiry Berry Aaliysh

- = 9 2 3 4 5

Confim e

* | seaich

noreply@youtesime. com
noreply@ycurestTE Com
nOrERYEYCUTESITE. Com
ATy Iyt T Com
noreply@ysulesLne conm
AorEply EYBUTEETTE Com
noreply@yourestme.com
noreplyEYoutestTe.com
noreplyyutEstme com
noteply@ysulestme com

Rowe: 61530
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2.2.3 Publish test

Once you finish the test creation, the test needs to be published so the candidates can start the test.
Complete test preparation A

) L ]

= sV
1. Create test 2. Organize testing sessions 3. Publish test
Start a test wizard to create a test with Set location and time for the test. Make the test available for the
or without sections, and attach an optional certificate Assign test candidates, proctors eic. assigned users and groups.

0 Set testing session Publish test
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3 Starting the Test as a Student
e To start the test as a student, select the My assignments quick action panel from the home page.

N Help - a ‘:‘ -

ww <

My assignments Create user Create user group
View the list of all tests, surveys, and training courses assigned to Create user and assign security roles 1o that user Create a user group and add users to that group
you
se "
Create test Create survey Create training course
Create knowledge test with multimedia content Create a survey and categorize its results Create training course with multimedia content
and assign the awarding certificate automatically using grading scale option

e Select the Start option from the list of assignments for the test you want to take.

s Help o €N

Username

. . Change password ?
john.smith

Information My assignments My certificates

View the list of all tests, surveys, and training courses assigned 1o you. Got it!

Filter by type: @ Tests, Surveys and Training courses - Filter by status: @  Any b Details

Sort order: @ Available first o Search

Test:

Example test

Passing mark:

0.00%

Availability period:

Apr-28-2020 04:00 AM GMT - Apr-29-2021 03:59 AM GMT

Start

Test:

Example test with sections
=l Passing mark:

50.00%

.
Il
I I &)

Start

Availability period:
Jan-31-2020 10:00 PM GMT - May-26-2020 03:49 PM GMT
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