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1 Introduction

This document will help you create user accounts, user groups and finish the test creation process.

2 Creating user’s accounts

There are four ways to add users into the system:

- Allow self-registration with manager's approval

- Allow self-registration without manager's approval
- Add users one-by-one

- Add users using a predefined Excel file.
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2.1 Self-registration with(out) manager's approval

To see how self-registration works, please visit https://www.youtestme.com/kb/how-to-self-register-with-
or-without-managers-approval.

2.2 Loading users using an Excel file and creating users one-by-one

To see how to load a large number of users using an Excel file, and how to add users one-by-one, please
visit https://www.youtestme.com/kb/how-to-load-a-large-number-of-users-create-new-users-and-
approve-registration-requests.

3 Creating user groups

User groups can help you organize test sessions more easily. We suggest that you divide the groups into
time zones and then assign an appropriate group to each session. Detailed instructions are given below.

Please visit the link for an explanation of how to create user groups. https://www.youtestme.com/kb/how-
to-create-a-user-group-and-assign-users-for-the-test-taking-process

4 Enrolling user groups in a testing session

When you created the test according to the previously sent instructions, you need to create testing sessions
and add groups to them so that they can start the test.

First you should navigate to the “Tests” page in the main menu and select “Manage tests”. Then, type the
name of your test in the search box, and select the name of the desired test.
~ - My assignments Users ~  Tests -~ | Surveys -  Training courses Reporting ~ 3OO QA -

New test

Manage tests

All tests (19)

Navigate to test generator wizard New test > ?

Manage tests

selec

d tests are permanently disabled

Manage certificates

Select. manage and view created certificates
9

Name < Creation date ~ Status ¢ [ - Report content

cpd jol Select one v | search O | Sean v Select one

Question pools
Sep-24-2020 1808 Eqt questions In pools and manage permissiens fter finishing Score and detalls

= Displayed columns Rows: 1

Grading scales

Configure the scnemes for evaluating tests

Testing locations

Manage the places Bnd ime Zones WNere testing IS conducte:
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Once you open the test, you should create a new testing session. Choose the “Testing session” tab and click

the "New testing session" button.

My assignments Users ~  Tests ~  Surveys -  Training courses

Tests Manage tests
All tests (19) » CPC exam
)
=
1. Create test
Start a test wizard to create a test with
or without sections, and attach an optional certificate.
>

Settings Candidates Monitoering Test sections Grading scales Report builder Summary report Managers Proctors

New testing session -

Complete test preparation
<&
2. Organize testing sessions

Set location and time for the test.

Add test candidates, proctors etc.

Organize testing sessions

Click on the "New testing session® button 1o set
location and time for the test

I
~

New test
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Then:

1. Enter the "Testing session name."

2. "Location" - choose one of the previously defined testing locations. This field is optional.

3. The field displays the time zone of the user creating the session. The dates and times below are
defined according to this time zone.

4. Enter the date and time when the session will become available to the users.

5. Enter the date and time by which the session will be available to the users.

6. If you use this option, only users from a group you choose will be able to enroll in the session. 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-enroliment to grant access to the whole group.

7. Click the “Save” button to save a session.

My assignments Users -

Tests ~  Surveys -  Training courses

Reporting -

Manage tests New testing session

All tests (18) > SPC exam

Testing session name:*

Location:

1. Create te

Time zone:

Start a test wizard to crez

or without sections, and attach al Availability:

©

Assign to group (Optional setting):

Settings Testing sessions candidate

New testing session -

Assign to training (Optional setting):

Candidate self enroliment:

o Session 1
o Select one

e America/Toranto (GMT -5:00)

Start*  Sep-28-2020 00:00

End:* Sep-28-2020 20:00

e Group 1

Select training

o m Cancel

New test

3. Publish test

Make the tes

assigned us

Irocters

ailable for the

and groups.

1]
-~

Repeat the same procedure for other sessions and user groups.
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5 Adding candidates to the test

The candidates will be able to access and complete the test within its availability period.

To add candidates to the testing session:
1. Choose the session you want to assign candidates to.
2. Click the "Assign candidates" button.

Myassignments  Users +  Tests -  Surveys -  Trainingcourses  Reporting -

Tests
7 All tests (9) > Automated Proctoring Demo Test
G Settings  Testing sessions  Candidates  Monitoring  Questions  Grading scales  Reportbuilder  Summaryreport  Managers  Proctors
Testing sessions Show all New York Session
e e
Global Session ar
Filter by start date: 1om date To date Show all
o ® Available now
Username 5 Session = Status = Score (%) =
New York Session ; 1 -
adam New York Sessin Finished 80.00
3 ® Available now  Add candidates
£ Displayed columns 1 10 v
L
Actions = Show suspended attempts

After that, a pop-up window will appear where you should:
1. Select the users you want to add to the session.
2. Click the "Confirm" button.

My assignments uUsers ~ -  Surveys ~  Training courses Reporting ~

Manage tests

All tests (9) > Automated Proctoring Demo Test

Tests

@

- Settings  Testing sessions  Candidates Mo Selectusers
@

Select session:

Testing sessions Show all
Username < First name ¢ Last name ¢ Status ¢ Email °
Global Session i 0
Jo) ¥o) O selectone v o
@ Avallable now
5 Aaron Thompson @D  rorerly@youtestme.com
@ #vscvionsna Joshua Valencia @D  rorery@youtestme.com
.
NewYork Session al v | @ vierose Rey Averil @EZTED  rorepy@youtestme.com
> ® Avallable now  Add candidates o v A Abled1997 Jessica Daley @D  rorerly@youtestme.com
1 v | @ rccomose Michael Coffin noreply@youtestme.com
& roesse Victorla curry @EZZE  oerly@youtestme.com
@ e Janet Blackburn QEEED  rorerly@youtestme.com
@ rcrevoeo Eva Carpenter @B  orly@youtestme.com
1 2 3 4 5 = & 38 v

oI

Result

Role

Student

Student

Student

Student

Student

Student

Student

Student

Rows: 606

New test

1]
~)

Ac
Rows: 1
LN

New test = ?

AC

Rows. 1

G im
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6 Adding managers to the test

The test manager can edit test settings, add new candidates, proctors and managers, create test sessions,
and monitor the progress of each candidate. Also, a manager can create test reports and view question's
statistics.
To add new managers, follow these steps:

1. Click the "Assign managers" button.

2. Select the users that you want to add.

3. Click the "Confirm" button.

My assignments Users v  Tests =  Surveys -  Training courses Reporting ~ 2 @ -
y assig y: q porting &4 0O 2
Tests Manage tests SR
i ‘ New test | ‘E‘ ?
@ All tests (9) » Automated Proctoring Demo Test —J
Seifings  Testing sessic ASSign managers
o Username i First name ¢ Last name & Status ¢ Email s Role
jol jol O selectone  ~ jol
Username
j aaron Aaron Thompson @) | noreply@youtestme.com Student
ﬁ Abadvionand Joshua Valencia m noreply@youtestme.com Student
admin
e v ﬂ Abled1959 Rey Averill m noreply@youtestme.com Student
v a Abled1997 Jessica Daley m noreply@youtestme.com Student
'> ‘ Remove selected | ﬂ Accon1956 Michael Coffin m noreply@youtestme.com Student
:a. Acessier Victoria curry @) | noreply@youtestme.com Student
e Acesturod Janet Blackburn m noreply@youtestme.com Student
9 Acrew1969 Eva Carpenter @) | noreply@youtestme.com Student
1 2 3 4 5 LU I Rows: 607
oz

7 Adding proctors to the test

The user who has the default "Proctor" role or who is assigned as a test proctor will only be able only to
monitor the candidates' progress, while a manager can edit the test, create new sessions, etc.

A proctor can monitor the candidates' progress in the "Monitoring" tab and view previous attempts,
candidates' report or allow test retaking in the "Candidates" tab.

If a user does not have all proctor permissions (less than the default Proctor role), he cannot monitor the
test.

If you want a proctor to have more permission, you can create a new proctor role or update the existing
one.
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To add a new proctor, follow these steps:

Select the session you want to add a proctor to.
Click the "Assign proctors" button.

Select the proctor you want to add.

Click the "Confirm" button.

A wnNPR

. =N
MV assignments Users « Tesis « surveys - Training courses Reportin - ) Z -
g : 9 porting 002 E

Select users

Select session: o 1. Global Session; Availability: Apr-01-2017 12:00 AM EDT - Apr-30-2030 12:06 PM EDT

(B Username First name & Last name ¢ Status ¢

joj O selectone v
w alice Alice Thompson noreply@youtestme.com Student
. Alif1989 Barbara Kimura noreply@youtestme.com Student
. Alivere2 Alvin Brito noreply@youtestme.com Student

a Sealithed2 Stephens noreply@youtestme.com Student

“ {1 e Rows: 4

Confirm

Page 8 of 9



) youtestme ) S )
f Instructions for finishing test creation process

Once you have completed all the previous steps, you can publish the test. All you have to do is click the
"Publish test" button.

S - My assignments Users ~  Tests -  Surveys -  Training courses Reporting + fe N NERY |

Tests Manage tests
New test = ?
All tests (19) » CPC exam
E Complete test preparation
i
=y - Q o
5 —
B T
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. Add test candidates, proctors etc. ‘assigned users and groups.
0 0 Publish test
>

Settings Testing sessions Candidates Monitoring Test sections Grading scales Report builder Summary report Managers Proctors

New testing session > Details

Session i |

9 Location is undefined
]  Available now @
Start: Sep-01-2020 12:00 AM EDT

End:  Sep-30-2020 10:25 AM EDT

web access link: http://qa1.youtestme.com/ytm8/login.x
htmi?tesiSessionld=10168

Candidates: 1

Status: Unlocked E

1=
s
<

Keep in mind that you can add candidates, managers and proctors after the publishing. You can also
delete existing ones.
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