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1 Introduction 

This document’s purpose is to walk you through the main activities of a Proctor security role in YouTestMe 

GetCertified. 

2 Accessing the Test 

1. To access the test where you were assigned as a Proctor, navigate to the "Tests" option in the main 

menu, and select "Manage tests."  

 

2. Select the name of the test you want to proctor. 
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3 Reset the Test Attempt and Change the Testing Session 

1. On the “Candidates” tab, you can reset the test attempt or change the testing session for a user. 

 

2. Each test can have several testing sessions, and as a Proctor, you will only be able to see the 

sessions you are assigned for proctoring. 
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4 Monitoring 

In the “Monitoring” tab, you can: 

1. Pause the testing session for all candidates, or each candidate individually. 

 

2. The Proctor can add a message when pausing a testing session, and this is what it looks like from a 

Student’s perspective. 

 



 Proctor’s Manual 

Page 6 of 8 

3. View the progress of a specific candidate 

 

4. “Log” option allows Proctor to see the Student’s actions and the timestamp for each of them. 
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5. “Details” option allows the Proctor to see each section name, status, time spent, and to view 

section progress. 

 

6. “View section progress” allows the Proctor to see the questions in the section, question status (not 

visited, ongoing, or visited), and the time spent on each of the questions. 
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7. The Proctor can prohibit the candidate from retaking the test. 

 


