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1 Introduction

This document’s purpose is to explain how to create user groups and enroll that group in a test.

2 Steps

2.1 Create a new “User group”

To create a new group of Users, select the “Create user group” option on the home page.

Users ~ Tests ~ Surveys ~ Training courses Reports v Help ~

2 3 =

My assignments Create user Create user group
View the list of all tests, surveys, and training courses assigned 10 you Create user and assign security roles to that user Create a user group and add users to that group
: ‘ 5
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

A new popup window will show up:

Set the “Name” of the group

Fill the “Description” field

Set “Status” to “Active”

Click on the “Save” button to create a group.

il
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New group

Groups

| Instructors

A group of instructors |

‘@ Active | Inactive

o EV Cancel
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2.2 Manage members of a group

After creating a group, you need to assign members of that group. You can easily do that by clicking on the
“Add members” that will open the “Members” tab.

Users ~ Tests « Surveys « Training courses Reports ~ System - Help ~

User groups Y
User group
|n5truct0rs CTSTS 7
o

= User groups (29)
+ [ 01 Testing center (2) Finish group creation
+ [ 02 Testing center (2)
[ customer Services (0)
+ [ Finance (2) M'\ a
» [ Human Resources (2) w
y [T (8)
[ Legal (0)
[ Logistics (0)

1.Create a group 2. Manage group members
Add or remove users from
the User group

3 Management (2
B ¢ @ o Add members
[ manufacturing (0)

[ Marketing (0) <
v [ sales (2) _—
7 Instructors (0) Information Managers Statistics

Group name: Instructors User group ID: 5157
Group description: A group of instructors
Status: Active Your role: Group manager

Created by: John Smith Creation date: Jul-07-2020 05:31 AM EDT

Click the “Assign members” button to open a window for assigning candidates/members.

Tests v  Surveys v  Training courses Reports v  Help ~

User groups Y

: s 3

~ User groups (11)

1.Create Group 2. Manage Group Members
Demo Group (0)
T@ Click on button "Create” for creating Main-Group or select Add or remove users from
L {
existing group and click “New sub-group* to create a Sub-Group. the User Group

» Test group (1)

Class 1 (0) ° Edit user group
Management (0)

Demo group (0)

Information Members Managers Statistics

< Assign or remove users from this group. Got itl

Assign members

Username < First name : Last name : Email $ Status 2
earch 0O | searct L | search L | search L Selectone
No users available.
1 8 v Rows: 0
Remove selected m - J
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When the popup window shows up, you can do the following:

1. Use the search field to find the username of a candidate that you want to be a part of a group.
2. Click the checkbox next to the username.
3. Click the “Confirm” button

User groups Y - o

Assign members

v User groups (11) %
Username < First name < Last name < Status ¢ Email ¢ mbers

("1 Demo Group (0)
= N R from
» 1T (4) all £ sean L search L  selectone v Search jo)
» [T Test group (1) &
Gy alice Alice Thompson mm noreply@youtestme.com
[Cclass 1(0) Wy = l—‘
[*) Management (0) Alif1989 Barbara Kimura noreply@youtestme.com
[~ Demo group (0)
Alvin Brito m noreply@youtestme.com

v Aliver62
e v Sealithed2 Amy Stephens m noreply@youtestme.com
«

1 & = Rows: 4

oz

\ Username e First name s Last name S Emal s Sts ¢

Search £ | search L | search £ | search O  Selectone v

No users available.
‘ o g » w8 v Rows: 0

‘7 Remove selected ] '

All the users that you chose in a previous step are now part of a group.

2.3 Assign a group to take a test

Navigate to the “Tests” tab from the main menu and choose the “Manage tests” option

Tests v  Surveys v  Training courses Reports v  Help ~ fa) l‘t\ -

User groups Y New test
4 Manage tests = '

Jo)

Manage certificates

¥ User groups (11)
2. Manage Group Members

Add or remove users from

1.Create Groul

Demo Group (0)
Click on button "Create” for creatingie ST LY

» IT (4)
existing group and click "New sub-grou| the User Group
» [Testgn 1
est group (1) Grading scales
Class 1 (0) Edit user group
Management (0) Testing locations
Demo group (0)

Information Members Managers Statistics

< Assign or remove users from this group. Gotit!

Assign members

Username < First name < Last name s Email £ Status ¢
O | searct L | search L | search £ Selectone
Aliver62 Alvin Brito noreply@youtestme.com [ Active ]
Sealithed2 Amy Stephens noreply@youtestme.com [ Actve ]
1 8 v Rows: 2
J
x '
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The Manage tests page with a list of all created tests will appear
1. Search for the name of the adequate test
2. Click on the test name

Users ~ Tests ~ Surveys ~ Training courses Reports ~ Help ~

Tests

Mar 1ests

ar lre } 2
My tests (2) m =l L

Name ¢ Date of creation~ Status ¢ D 2 External ID ¢ Creation type ¢ Report displayed ¢ Report content ¢ Page format < Que
mul] jol Select one v | search O Searc £  selectone v Select one v Select one v Select one v Select
Multimedia Demo T. May-14-2018 1280 Generated Immediately after fini Score and answers pr One question per page
E= Displayed columns L 10 v Rows: 1
>

o

Select the “Testing sessions” tab

Users Tests ~ Surveys ~ Training courses Reports v Help ~

Manage tests

@ . , .
= My tests (2) > Multimedia Demo Test & 2

Information | Testing sessions I Candidates Monitoring Questions Grading scales Report builder »

Certificate

b4 Select a certificate: Select one v

t?

Current certificate: Marketing Management
>
Test information
Name: Multimedia Demo Test
D 4 Test2 , Time per question, All question types with multimedia, On managers approval, Cer)
Test label: @
Instructions: Click 1o open instructions
Part of: © Training Test ID: 1280
External ID: Data source:

Proctoring mode:  Disabled
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Click on the “New testing session” button

Users ~ Tests ~ Surveys ~ Training courses Reports v Help ~

Tests

Manage tests
KN o

My tests (2) > Multimedia Demo Test

Information Testing sessions Candidates Monitoring Questions Grading scales Report builder »

Organize your test in sessions for users located at different locations. Got it!
>

"
<

Click on the New testing session button to create
location and time for the test
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Configure the new testing session settings
1. Enter the Testing session name
Choose a location from a pre-existing list.
Set the time of availability for this session.
Click on the “Assign to group” dropdown menu and select the group you want to enroll
If this option is enabled, users will have open access to the test, and a test manager won’t have to
assign them manually.

LA o

6. Click the “Save” button, and the users from your group will be able to take a test.

New testing session

Testing session name:* o Testing Session - Los Angeles/Instructors

Location: &) e Los Angeles

Choose a location from a pre-existing list

Time zone: America/Los_Angeles (GMT -8:00)
This time zone is used for the fields below

Avallability: Start™  Jul-01-2020 00:00
Select starting and ending time for this session e
End:* Jul-31-2020 02:41

Assign to group (Optional setting): o‘ Instructors
Upon selecting the group, you will have to hand-pick

the group members who will have access to the

session or turn on the option of Self-enrollment to

grant access 1o the whale group

Assign to training (Optional setting): Select training
Test can be started only from this training

Candidate self enroliment: C’
If this option is enabled, users will have open access

to the test, and a test manager won't have to assign

them manually 1o it. If the testing session is connected

to a training course or a user group, the exam will

automatically be available only to their members.

Locked: »

Candidates can start their test only by entering the

caceinn nacewnrd
@ Save ‘ Cancel ‘
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