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1 Introduction

The purpose of this document is to explain the test creation, test-taking, and user registration process for

the Ergosoft use-case scenario.
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2 Test administrator perspective

2.1 Test creation

To successfully create the test, it is necessary to take the following steps:

1. Onthe home page, click on the Test button and select a New test option.

System = Help ~

Tests S Surveys - Training courses Reports ~
New test

Manage tests

Manage certificates

Question pools
My assignments Create user group

View the list of all tests, surveys, and training courses assigned to Grading scales roles to that user Create a user group and add users 1o that group

Testing locations

: J‘ B
Create test Create survey Create training course
Create knowledge test with multimedia content Create a survey and categorize its results Creale training course with multimedia content

and assign the awarding certificate automatically using grading scale option

2. Inthis window, it is necessary to give a name to the test. You can also enter the instructions for the
students they will see when starting the test. After you finish, click Next.

Users =  Tesls -  Surveys -  Training courses Reports =  System -  Help ~

Test information

Create Teg{ Wizard

Test information ?
4 I Name:* Questions ]
Description:
Test label: @

Test with sections: @)

Test instructions

Copy previously created instructions:  Select one
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3. Inthis step, you should adjust the settings for the whole test.

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

Testinformation  Settings

Previous Create Test Wizard “

Test template settings ?

Test template: © Select one (optional)

Test settings

Duration type: Unlimited

Page format: One question per page

Show report: Immediately after finishing

Report content: Score and answers preview - S

Configure report lifespan
Require answering all questions

Enable 'l don't know’ answer to avoid negative points

Disable going backwards in test

Enable answer feedback

Show question metadata to candidate
Automatically logout candidate after finishing

Require updating personal information

@ @ 9 @ o

Proctoring mode Network access Allow test continuation Allow test retaking Enable browser lockdown
Enable automated and live @ All networks Candidates can interrupt the Candidates can retake Candidates can not cut,
proctoring feature to Internal network test, and continue later the test within the save or print anything
Iy monitor each candiate within the allowed time allowed time frame from the screen
during the test frame

4. This step allows you to create a certificate for your test by clicking on the Add button (Picture 1).
After that, in the following window, you can design the entire certificate for your test. It is
necessary to give a Name to your certificate inside the Title section and to choose Style &
orientation (Picture 2). Upon finishing, click Next and choose to Create new to save the certificate
you created.
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Picture 1

Help -

Test information Settings Certificate

Previous Create Test Wizard

¢ .

Optional certificate

All candidates who pass the test will receive a certificate

Click Add 1o choose or design a new certificate.

Skip

Picture 2

Users « =13 Surveys = Training courses Reports = System = Help «

Choose certificate

Select one -

Certificate options

Title:* Example

Subtitle:

Company name:

Certificate title Style & orientation
Select one A
Is granted to.
First name Last name Images Refresh preview

Background
Remove

Logo

Test name 0%

Remove

Famnanu lnnn
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5. Inthis step, you are required to choose a method for adding questions to the test. In this case, we
will select the last option, to add questions from the Excel template. This option allows you to add a
large number of questions at once. After clicking on Select (Picture 1), click on the Excel template,
and the template will be automatically downloaded (Picture 2). After the template is downloaded,
you can start adding the questions to it.

Picture 1

Surveys ~  Training courses Reports ~

1 2 3 4 5 6 7 8

Test information Settings Certificate Method

Previous Create Test Wizard

?|
Add questions manually Use the test generator Upload test from a file
All candidates get the same test All candidates get a different test, created Load questions from Excel files
with the same questions. from your question pool/s. prepared offline.

select Sn - |

hitps.//gc-testd youtestme.com/pages/quiz_wizard xhtmig

Picture 2

Upload test

YouTestMe batch loader feature enables users (with proper permissions) to create
a test very quickly with a predefined Excel template.

Fill out predefined and upload it

Detailed instructions that explain this procedure can be downloaded here.

Upload |

Confirm ‘ Cancel
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Upon successfully filling in the template, you can upload those questions to the test by clicking on the
Upload button, after which you need to click on the Confirm button.

Upload test

YouTestMe batch loader feature enables users (with proper permissions) to create
a test very quickly with a predefined Excel template.

Fill out predefined Excel template and upload it

Detailed instructions that explain this procedure can be downloaded here.

Upload

After successfully uploading the template, the questions will appear at the bottom of the screen inside the
Add questions step.

5 6 7 8
Testinformation  Settings Certificate Method Add questions Grading Review Save test

Previous Create Test Wizard

Questions in test ?

Import from pools

Test information

Total questions: 2 Total points: 2

Questions in test

Easy: 2 Medium: o Hard: 0

wnectinn randnmization Ancwer randnmization
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Users « Tests « Surveys ~ Training courses Reports ~ System ~

Help ~

Test mfo;‘mahon

Add new question v Import from pools

Total questions: 2 Total points: 2
Questions in test
Easy: 2 Medium: 0 Hard: )
Question randomization Answer randomization
# Question text s Difficulty ¢ Points ¢ Penalty ¢ Type ¢ Actions
0
1 = Color of snow is? Easy 1 0 Multiplechoice @ / @
2 ~  Colour of grass is? Easy 1 0 Multiple choice @ /7 o
1 10 Rows: 2

To add multimedia to the questions you uploaded from a template, you need to click on the pencil (Picture
1) and in the following window to click on the picture logo (Picture 2). In this example, we will upload the
picture to the question. The image will appear inside the Question text tab (Picture 3). Upon finishing click

on the Save button.

Picture 1

Users ~

Tests « Surveys ~ Training courses Reports ~ System ~

Test information

Help ~

Add new question ~ Import from pools

Total questions: 2 Total points: 2
Questions in test
Easy: 2 Medium: 0 Hard: 0
Question randomization Answer randomization
# Question text ¢ Difficulty ¢ Points ¢ Penalty ¢ Type 2 Actions
0
1 ~  Color of snow is? Easy 1 0  Multiple choice @
2 = Colour of grass is? Easy 1 0 Multiple choice ® |/ o
1 10 ~ Rows: 2
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Picture 2

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

Question settings

Type: Multiple choice  «=* Points: 1 :
Difficulty: Easy - Penalty: 0 =
Question group: & No group Y + Edit existing question groups

Scoring method: Defining correct/incorrect answers ~ ~ Branching option is disabled for this scoring method

Question text Options

Color of snow is?

Answers Correct Options
5 1~ White «* /s m fxo
2~ Black /s ® fx @

Answer generator (
Add to pool ¢

Add assistance ~

Picture 3

Users ~ Surveys = Training co System =  Help =

Question settings

Type: Multiple choice = Points: 1 -
Difficulty: Easy v Penalty: 0 :
Question group: & Nogroup - o Edit existing question groups
Scoring method: © Defining correct/incorrect answers = Branching option is disabled for this scoring method
Question text Options
Color of snow is? / 'E jx
. Remove picture
Answers Correct Options
1 = whie v il !
2 ~  Black s M o fx o

6. Inthis window, you can set a Passing mark for your test, and inside Grading scales, you can choose
a grading scale for your test.
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Training courses Reports ~ System ~ Help ~

Test information Settings Certificate Method Add questions

Previous Create Test Wizard

Grading configuration
Settings summary: To pass the test, candidate needs to achieve more than 50.00%

®

Grading configurator setup
Settings for the whole test, sections, section groups and question pools

Whole test

Set passing mark: Percentage @ Points

| Passing mark: 1 Points > 50.0% Make the passing mark inclusive |

[ Grading scales: No grading scale v ]

In this step, you can review your test with all changes.

Users = Surveys - Training courses Reports -

Test information Settings Certificate Method Add questions Grading Review

Previous Create Test Wizard

Test information
Test name: Questions
Test description:

Duration (hh:mm:ss):  Unlimited

Show report: Immediately after finishing
Report content: Score and answers preview
Network access: All networks

7. Inthe last step, it is necessary to click on the Finish wizard button to complete the test creating
process.
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Tests Surveys = Training courses Reports = System ~ Help =

Test information Settings Certificate Method Add questions Grading Review Save test

Previous Create Test Wizard

&

Click the Finish wizard button to save your test

You can save this test as a test template. Test templates can be used to

preload the same settings when you are creating a new test

Save as test template | Finish wizard

2.2 Testing session

After you finish the test creation process, it is necessary to create a testing session, and you can do so by

doing the following:

1) Inside the Testing sessions tab, click on the New testing session button.

Users =  Tests -  Surveys =  Training courses Reports =  System =  Help -

Tests 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 etc. assigned users and groups.
o Set testing session Publish test
Information Testing sessions Candidates Monitoring Questions Grading scales Report builder
Organize your test in sessions for users located at different locations Got it!
>

New testing session E Details

Click on the New 1esting session button 1o create
location and time for the test

2) Inthis window, you can configure the settings for the whole testing session. It is necessary to give a
name to the session inside the Testing session name tab and set the Start and End date for your

Page 11 of 16



i) youtestme
( Ergosoft Workflow

session inside the Availability tab. By clicking on the Candidate self-enrollment, a user will have
open access to the test, and a test manager won't have to assign them manually to 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. Upon finishing, click Save.

Surveys ~ Training courses

1. Create test | 3. Publish test

Tests New testing session
Start a test wizard to create Make the test available for the
or without sections, and attach an ¢ . assigned users and groups.
I Testing session name:* Example I
- Location: Select one d
Time zone: Europe/Belgrade (GMT +1:00)
E] This time zone is used for the fields below
Information Testing sessions Availability: Start*  Apr-01-2020 00:00
Select starting and ending time for this session
End:* Apr-30-2021 12:32
( )) Assign to group (Optional setting): Select group v
~d Only users from this group can enroll in this session

Assign to training (Optional setting): Select training

Test can be started only from this training

10 a training course of a user group, the exam

automatically be available only to their members.

3) The last step is to publish the test to be available for the students, and you can do so by clicking on
the Publish test button.
*NOTE: After publishing the test, no additional changes can be made.

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

Manage tests
g s 2

All tests (927) > Questions

G
@ Complete test preparation A
5
%, J
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 etc assigned users and groups
o Set testing session Publish test
Information Testing sessions Candidates Monitoring Questions Grading scales Report builder  »
Organize your test in sessions for users located at different locations Got it!
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If you want to allow the students to register without approval, you need to take the following steps:

1. Onthe home page click on the System button and choose the System settings option.

Users = Tesls « Surveys = Training courses Reporls ~ Syslem = Help ~
System settings h

System reports

=7 3 System maintenance ¥
= |

My assignments Create user Create user group
View the list of all lests, surveys, and lraining courses assigned 1o Creale user and assign security roles 1o thal user Create a user group and add users to that group
you

w B
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
https://ge-testd youtestme.com/pages/preferences xhtml

2. Inside System settings, click on the arrows and choose Additional modules from the dropdown
menu.

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

System settings ?
Mail server Internal network Notifications System information System preferences )
Theme
Mail server

Proctoring settings

Select one: smtp_gmail com (Active) F
Additional modules

Server status System support

Mail server is activated.

Parameters
DY
Host: smip.gmail com Port: 587
SMTP Auth.: v Start TLS: v
Username: ytm system10@gmail.com Password:
System mail: @ ytm system10@gmail.com Support email: & ytm.system10@gmail.com

3. Inside this window, it is necessary to select the Self-Registration option.
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Users = Tests = Surveys = Training courses Reports = System - Help «

System settings ?
[y Mail server Internal network Naotifications System information System preferences »
Manage additional modules. Gotit!
Privacy @

Privacy module is currently: Inactive

SFTP Protocol @

SFTP Protocol module is currently: Inactive

Passed / Failed labels @

Passed / Failed labels module is currently: Inactive

Self-Registration @
Self-Registration module is currently: Active c

Before accessing the application, a student must go through the process of registration that requires these
steps:

1. Onthelogin page, the student needs to click on the Register button.

Contact Support

L
l? GetCertified
by YouTestMe
Username
[ Password

Forgot your password?

Don't have an account? |REGISTER

2. Inthis step, a student must fill in all the necessary fields such as:
e First name

e lastname

e Username

e Email
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e Security code

After successfully filling in all the fields, students should click on the Register button. (Picture 1)
Picture 1

Contact Suppaort

[ ]
2) GetCertified

by YouTestMe
¥
First name* Last name*
Usermame*
Email*
Security code Retype the security code*
ET —

By continuing, you agree to YouTestMe's Privacy Policy

REGISTER

Already have an account? SIGN IN

3 Student perspective

3.1 My assignments

Inside My assignments tab, a student can see the list of all tests, surveys, and training courses that he/she
is assigned to. My assignments can be accessed from the home page by clicking on the My assignments
option.
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My assignments

View the list of all tests, surveys, and training courses assigned 1o
I you

+e”

Create test
Create knowledge test with multimedia content
and assign the awarding certificate

-~
]

Create user
Create user and assign security roles to that user

Create survey
Create a survey and categorize its results
automatically using grading scale option

LY

Create user group
Create a user group and add users to that group

Create training course
Create training course with multimedia content

Here, we can access the test that we created previously by clicking on the Start button next to the test.

Help «

Username

Jon_Jones

Information My assignments My certificates

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

Change password 2

Got it!

Filter by type: & Tests, Surveys and Training courses
Sort order: Available first
Test:

Questions [Seifenroliment
Availability period:

Apr-01-2020 12:00 AM CEST - Apr-30-2021 01:22 PM CEST

3

Test:

) Test gen [ Self-enroliment
Availability period

Apr-01-2020 12:00 AM CEST - Apr-30-2020 10:16 AM CEST

Filter by status: @  Any

Search

b
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