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1 Introduction

Exam administration involves various activities, such as:
e (Creating exam questions
e Configuring the exam
e Creating exam sessions
e Reviewing exam reports
e Reviewing candidate feedback

These step-by-step instructions cover three distinct areas:
1. Exam preparation (before the exam is published)
2. Reviewing the reports (after the exam is published)
3. Special cases
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2 Account Information

Please log in as an administrator with one of the following accounts.
Note: Before you sign in as an administrator, make sure to sign out from any profile you used previously!

You can access the platform using this link.

Username Password
klai_admin Adminl12#
examinations_admin Adminl12#

3 Exam Preparation

3.1 Creating and Organizing Questions into Question Pools

Typically, the first step in exam preparation is to create/import and organize the questions that will be used
to generate the exam. This is done using the Question pools module in YouTestMe.

Question pools allow you to organize questions into a folder-like structure with thousands of questions and
generate useful statistics based on your organization. For simplicity, we will create a single question pool
with one “Multiple choice” question (typically used in the LLQP exam).

Note: When transitioning to YouTestMe from another system, the entire question pools structure and all
guestions are typically imported and not manually created, and that is something YouTestMe fully assists
you with during the onboarding process.

To store new questions, you should create a question pool:
1. Gotothe “Tests” menu and select “Question pools.”
2. Click the “New” button.
3. Enter a name for the pool.
4. Click the “Save” button.
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1. Open the “Questions” tab.

2. Click “Add questions” and choose the “Multiple choice” question type.

Demo Pool

l: youtestme = Question pools
’ GetCertified

Options v

Create new questions or bulk load them from an Excel file or the TI package. View, modify, or delete the existing questions. Copy or move them to another question pool.

Information a Questions  Users  Statistics Comments Reports
A Home
&8 Assignments -

Questions
& Users -

L2 Question text T4

@ Tests - Q search Q search
New test

Manage tests
Manage certificates
Question pools

Sng seaies = Oisplayed columns }

Question categories

Question pool 74

Q search

No questions added to this pool.

111 KB

+ New subpool

Q search anything

o> ¢ AA.

-] - I
single choice
Difficulty 12 Type 14

Select one —m

Essay

Select one

Ordering
Fill in the blanks
True/False
Matching
Matrix
Open-ended

Hot spot

@ W Rowso

Input the question text.

Enter the possible answers.
Indicate the correct answer.
Include any additional answers.
Press the “Add to pool” button.

OV e wLwNRE

Specify how many points this question carries.

Create new question

Multiple choice

Question text*
Which of the following is an Important factor when assessing potential risks?

Answers
Answer 1+

Extent of risk

Likelihood of occurrence

Answer generstor ©

Show more settings

ol -
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3.2 Creating the Exam

Now that you have your exam questions created and organized, you can create your exam.
You can use many different options to create the exact exam that you need.
Note: In these instructions, we will focus on the options you mentioned in your requirements.
To create the exam, you should:
1. Select the “New test” option from the “Tests” menu.

2. Fill in the “Name.”

In this step, you can also add attachments you want to allow candidates to open and review during the
exam (e.g., PDF documents).

To do that, click on the “Show advanced settings” option, scroll down to the “Test attachments” and then:
3. Add attachments by clicking the “Create new” button.

s youtestme New test Q se : o > o A %
f Getcentted

Step 2 tep 4 tep e tep tep 8
m settings Method Add questions Grading Certificates Review Save test
gnment -

E o o

2]

Test with sections © @

Test attachments

0 Create new Import from library

Once you are done, hit the “Next” button to go to the next step.
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In the second step, you define the basic exam setting like duration and proctoring:
1. Set the duration type to “Time to answer all questions.
2. Set the duration of the exam.
3. Set “Show report” to “On manager’s approval.
4. Enable proctoring.

New test Q
) youtestme Demo test Q Search anything o »r o A %
f GetCertfied
Step 1 step2 step3 stepa steps steps step7 st s
A Home Information Settings Method Add questions Grading Certificates Review Save test
B Axsignmonts - Q=
&S
Test settings
Select one (optional)
Manage test Durstion type Total curat
o Time to answer all questions e 03.00:00 (hh:mm:ss)
Manage certifical
Pag
uesti I
Qne question per page
Grading scal
"
Question categori e on manager's approval v Score and details
est o
@ Testing session: - m
B Survey -
Proctoring settings
® Training
o Enable proctoring © 2

In the third step, you define if you want to generate different exam versions or hand-pick the questions that
will appear to all candidates. We will use the option to generate different exam versions.

Under the option “Let the automated test generator select questions
1. Check “Based on question difficulty”.
2. Click the “Select” button.
3. Hit the “Next” button.

A Home
Siept S92 Sieps Sieps Siep6 Sep? s Sep9
Information Settings Add questions Generator Grading Certificates Review Save test
& Assignments -
u
& user —
W Tests -
?
Nt Z b
%,
Manage tests A,
g - 53 4 211
Manage certificates
Pick questions from pools Let the automated test
,,,,,,,,,,, or create them on the spot generator select questions
Select Sel .
Question categories
@ Tosting sassions: . Based on question categories @
e v
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4. Click on the “Add question pool” option.

M Home
Swepl
Information
B Assignments =
< Back
& Users -
New test
Manage tests

Manage certificates

Question poals
Grading scales

Question categories

© Testing sessions. =
B Surveys -
® Training courses -
B FReporting -
@ system -

Siep3 Sepd siep s
Add questions Generator

i
i

L

Choose question pools

‘Select previously creared quesiion pools.

‘a0 3 number of their questions you
want 10 include n the test

‘Add question pool

Show advanced settings

Sep6
Grading

s 7

Stepd siems
Review Save test

@ Chatwith us

The list of question pools you have access to will appear.

5. Select the pool you want to use to import the questions into the exam.

Add question pool

elsct a pool from e arop-down st and cnoose a
‘umber of questions for impert by thei aifculty.

Select question pool

Select pool

select pool
LGP » insurance Conceprs
LLOP > Investment preducts
wop

LLGP » Pilot Questians

LLOP » Risk mansgement

@ chatwithus
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6. Specify how many questions from this pool you want in each exam version.
7. Click the “Save” button.

If you are using multiple question pools, you should repeat steps 5, 6, and 7 as many times as necessary.

Add question poeol

Select & pool from the dop-down list and choose &
‘umber of questions for mport by e aficuly.

Select questian pool

LLOP &gt Insurance Cancepts

Incluce intest o 65

View list of possible questions

Once you are done, click the “Next” button.

In the “Generator” step, we recommend to:
1. Click on the “Generate test versions dynamically” option.

Note: With this option, the system will generate a brand-new exam version each time someone starts an
exam. Alternatively, you can uncheck this option and predefine the exact number of exam versions that will

randomly be assigned to candidates.

2. Configure the number of points that questions will carry.

-
) youtestme  Newlest Q Search amything or o 2 9.
’ GetCenfied

A Home
Step 1 Siep 2 Step 3 Step 4 Siep & Step 7 Stepd Step 9
Infarmation Settings Method Add questions Grading Certificates Review Save test
2 Assignments -
5 &)
- Users =
m Testversions ©

New test o Generate test versions dynamically (3

Manage tests
Unlimited

Manage certificates
Question settings

funp
Grading scales Points. 0 e 1 - 0
Question categorles
u Penalty 0 0 : [
@ Testing sessions -
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In the next step, you should:

1. Setthe “Passing mark.”
2. Check the “Make the passing mark inclusive” to allow passing if the score is equal to the passing mark.

3. Enable “Require positive proctoring report” to fail the candidates that cheated.

:l::vt?st Q_ search anything © P o A %

test

l; youtestme

GetCertified

@ Assignment
Grading configuration

Define passing mark for entire test

@) Percentage varts @) 7 & | spoms
@& e e passing mark nclusve

Proctoring report
B Testing sessions - e ogt ked, a post

OB requreposte proctormg report

e Hit the “Next” button

In the “Certificates” step where you would typically attach a certificate for the exam or design a brand-new
certificate. Since awarding certificates was not mentioned in your requirements, you can:

o  Click the “Skip” button

A Home
step1 sep2 sepd Seps Seps S Sems Sep9
Information Settings Method Add questions Generator Grading Review Save test
@ Assignments -

‘ %

Optional certificates

B - >
® Trsining
@ FReporting -
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In the “Review” step, you can double-check the main settings of the exam like the:

e Number of exam versions
e Duration
e (Question pools used to generate the exam versions

Once you review the settings, hit the “Next” button.

S5
Generator

Sepé
Grading

Srep Siep2
Settings

S1ep 3
Method

Seps
Add questions

Review test settings

Manage tests

Swept
Savetest

/

se7
Certificates

Manage certificates

unlimited

On manager's approval

Time to answer all questions

Grading scales

Question categories

Number of questions ] 5 [}
B Testing sessions -
Paints per question 0 5 0
Penalty per question 0 0 0
8 s -
Duration per question os . .
Pools
- Pool name 7. Easy 14 Medium 7. Hard 14
Insurance Concepts 0 5 0
® System -

Total questions 74

5

In the final step, you should simply save the exam. To do that:

e Click on the “Finish wizard” button
n Heme Sep 1 Siep 2 Sepd Swpd Sep 5 Siepé Sep7 Siep 8
Information Settings Method ‘Add questions Generator Grading Certificates Review ‘Save test

J
.

Manage test page o schedule and publish the test.

\ m Saveastesttemplte

Question poals

Grading scales

Click on *Finish” button to complete the test creation wizard and move on to

Once you do that, you will be navigated to the page for managing exams, where you can schedule your first

exam sessions and publish the exam.
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3.3 Creating Exam Sessions and Publishing the Exam

Typically, the first thing that is done after the exam is created is setting up the availability of the first exam
sessions. To create an exam session aligned with your requirements, you should:
1. Open the “Testing sessions” tab.
2. Click the “New testing session” button.
3. Enter the name of the session.
4. Configure the “Time zone” (will be automatically configured based on the time zone set on your
profile).

v

Set the time frame when the exam can be started.

o

Enable the “Self-enroliment” option to allow candidates to book a seat by themselves.
7. Click the “Save” button.

New testing session

Testing session name *

k)  xam apil 28

Location (optional setting) @ Tmezone

Select one o Canada/Eastern (GMT -5:00)

Avanable from * @ Avaliadieto *

) Aor28-2023 08:00 Apr-28:2023 18:37

Assign to group (optional setting)

Select group

Assign to training (optiona satting)

Select training

Show booking settings v

Show proctoring settings

ol -

You can repeat the steps above to create as many sessions as you want.

If the availability is the only parameter that will change in the settings of your sessions, you can consider
importing them all at the same time, instead of creating them one by one. However, for simplicity, we will
not cover that part in these instructions.

Page 11 of 22



o
i) youtestme . _
f Exam Administration

To configure the price of writing an exam in a particular session, you should:

1. Click the “Manage price” option.

2. Next to the “Booking price”, click the “pen” icon.

3. Select the price.
Note: Prices are predefined in the system settings. To avoid deviating from the main workflow, we will not
cover those steps.

4. Click the “Confirm button.”

Set price

e Finally, to make your exam available to the candidates, you should click the “Publish test” button.

. _ | Atests(3) / Demotest 2
 youtestme = e Bl =N - X g o|p/e)e®-
( e Manage tests .

Overview  Settings  Testingsessions  Candidates  Monitoring ~ Questions  Grading configuration  Report builder ~ Summaryreport  Managers  Proctors  Authorizations  Reporte €
A Home ———

Organize testing sessions fo define when and where the test-taking will be aliowed. Allow candidates to seif-enroll or hand-pick them and manually assign them to the session. Piay video

&8 Assignments -
e . -
& Users -
W Tests - S >
Exam April 28 LA 7
Available from
Ganug SO Apr-28-2023 02:00 PM CEST Upcoming (¢
Avaiiabieto
| Ssuveys - Apr-29-202312:37 AM CEST Undefined @
® Training courses 2 Accessibility and candidates Add candidates
Enrolled candidates self-enroliment
0 w0 in
W Reporting . Mora info
Booking & purchase settings Manage price
@ System - Booking deadline @
Proctoring settings

Proctoring is enabled ©
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3.4 Configuring the Retaking Rules

If candidate wants to write the exam again, you may want to defining when are they allowed to do so.

We will show you a simple scenario in which the time between all exam attempts is the same, but we will

be able to accommodate a more sophisticated retaking dynamic described in your RFP.

Click the “Settings” tab.

Open the “Pause, repeat and reschedule settings” tab.
Enable the “Allow test retaking” option.

Configure the exam retaking settings per your preference.
Click the “Save” button.

vk wnN e

Manage tests m - Q search anything

.
i) youtestme

en foneel
Attachments

GetCertifed

overviewifg] Testingsessions  Candidates  Monitoring  Questions  Grading configuration  Reportbuilder  Summaryreport  Managers  Proctors
A=

mat .

- Pause, repeat and reschedule settings
& Assignm - andidates fo take a break during the test a

Test instruct ial ting:
) (— . Allow test continuation ¢

1 configuration o Allow test retaking @

W Test = . N Allow test retaking anly for failed attempts

Jration and leyout

Define retake avallability in days ©
B Testins - eFause,wemanﬂmuheduleseuingd
Test retaking settings

- . . ABow - i
@ Training cour - Result validity settings ® unlimited Limited

tificat .
@ Report -

i :
£ e . - . :
1 setting
Reschedule settings
Enable limited number of free reschedules

o r v A 8-

Authorizations Report: £
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3.5 Configuring Exam Reminders

The exam reminders allow you to regularly remind the candidates that they have an upcoming exam.

To enable reminders, you should:

1.

No vk~ wnN

Under the “System” menu, select the “Settings and customization” option.

Open the “System preferences” tab.
Open the “Upcoming tests reminder” tab.

Select the “Enable upcoming tests reminder” option.

Leave the “Once a day” option checked to define how often will the system scan for new sessions.
Define when should the first reminder be sent.

Type in how many days before the exam session should the candidates be reminded.

@

.
f; youtestme
cetcened

Settings and customization

e Upcoming tests reminder

quage Notifications Job scheduler

Upcoming tests reminder
o Enable "Upcoming tests reminder

Summary

Configuration

e ® Once aday

Apr-21-2023 02:00

oxvx*xzu

For more detailed information, please check this article.
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3.6 Editing Email Notifications
When a specific action is performed within the application, the system automatically sends users an email
notification. These notifications are predefined but can be customized by modifying their templates.

Let’s try updating one of the notifications.

1. Under the “System” menu, select the “Settings and customization” option.
Open the “Notifications” tab.
Under the “Email notification / Template message” column, click the “Edit” option for any

.
i) youtestme Settings and customization Q, search anything e »r o -ﬂ -
7 Getcenified
System preferences  Theme and \iwuwe Nolifications |  Jobscheduler  Suppori  Atiechments library  Custom properties  Templates
A Home gl MASSRSRAENS b
Customize, enble sng aisabie the emil and apication notfications. Rsad mare
@ Assignments =
Notification information
& Users -
Application notification Email natification
Notification event name
@ Tests - Status Template message Status. ‘Template message
Accommadation removed Enabled £ Edit Enabled e/ Edit
Testing sessions -
‘Accommodation request Enabled ~ # Edn Enabled # Edin
Surv -
| suveys Accommodation request response Enabled + 7 it Enabled 7 e
® Training courses - Activated account Disabled # edit Enabled # edit
‘Allowed test/survey continuation Enabled # Eait Enabled 7 Edit
& Reporting -
An eror occured in the system Disabled £ Edit Disabled # edit
Assigned as a group manager Enabled ~ # Edn Enabled 7
Settings and customization .
Assigned a5 a group user Enabled ~ £ e Enabled 7 et

e You will be presented with the text editor where you can change the content of the notification.
e For more detailed information, please check this article.

Edit email template

Template Language

English

Eman sudject name @

Quiz results

List of al variabies:

[ . SdirectLinks, Sq
SreciplentLastNames, sfroms, Sto8, Srecipie

Restore to default

Template preview ©

@soues @ @ %- B I U S X x¥ E & S5 9 0 =™
| Q Fot .| see .| A B

Dear SrecipientFullNameS,

We are pleased to inform you that your results for the “SquizNameS” are now available To access your report,
please click on the this link

As soon as you click on the link, you will be directed to your personalized report. You will be able to see your
score, results, and all your answers. Please note that no login is required 1o access your report

If you have any questions or concerms about your report, please do not hesitate to contact us. Our team is always
bappy to assist you and answer any questions you may have

“ i

Page 15 of 22


https://www.youtestme.com/kb/how-to-personalize-notifications/

[ J
) youtestme o )
v Exam Administration

4 Reviewing the Reports

In this step, we will show you the most frequently used exam reports.

This process allows you to:
1. Gain valuable insights into the exam’s effectiveness.
2. Identify areas of improvement.
3. Make any necessary adjustments to enhance the exam’s quality.

4.1 Basic Exam Statistics

To see the basic statistics of an exam, you should:
1. Select the “Tests” menu
2. Choose the “Manage tests” option
3. Select the Insurance Essentials Exam
4. Open the “Summary report” tab

surance Esse
= Show results Published: Apr-28-2023 03:11 PM CEST ptions ~ Q, search anythin o A o
Manage tests - ‘ " | e CHE I W

Overview Settings Testing sessions Candidates Monitoring Questions Grading configuration Report builder asummary report Managers Proctors Authorizations Report: & >

Manage certificates 100.00% 63.64 %

Question categorie Ratio of passed / failed attempts
The chart shows the ratio of the number of passed and failed regularly completed attemp

Number of passed: 2

e

Number of failed: 3

The report will provide you with basic statistics like:
e Pass/fail ratio
e Distribution of scores
e Average score and median
e Highest and lowest score
For more information, please check this article.

4.2 Building your own Reports

To learn how to build your own report, please check the 2-minute Report Builder video.
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4.3 Question Statistics and Pilot Questions

Question statistics are useful in determining which questions to modify. In particular, the “Success ratio”
parameter is useful there. To examine it, you should:

1. Open the “Questions” tab.

2. Scroll down.

3. Use the “Sort” button next to the column name to easily identify the easiest and hardest questions

a) s e Esen a .
Manage tests Published - Q, search anything o »r v A ;-

Overview  Settings  Testngsessions  Candidates M:mmhrgounﬁmns Grading configuration  Reportbullder  Summaryrepert  Managers  Proctors Authorizations  Reports  Comments

Questions
Success ratio

Questions

Question text 1. Pool name 12 Type 14 Difficulty 11 Success ratio &
A a s Seloct one Sele \
What i the pupose of an insurance deductible? Insurance Concepts Muitiple choice Medium
Mansg
¥ihat s the purposs of a Bond? Investment products Muitple choice Medium
ol Which of the following is NOT a type of Mutual Fund? Investment products Muitiple choice Medium
e 1 The primary cbijective of the risk managament process | Risk management Multiple choice Medium
Vihich of the following is NOT a type of Bond? Pilot Questions Muitiple choice Medium
o5
Wihat type of policy covers the cost of damages for whic Insurance Goncepts Multile choice Medium —
] gses
Wihat type of insurance covars the casts assaciated wht Insurance Concepts Muitiple choice Medum -
8 suveys v Which of the following Is a risk mitigation strategy Risk management Muitiple choice Medium —
Wihich of the following Investmant praducts is NOT eligi Pilot Questions Muitple choice Medium
¥ Training courses
Wihich of the following Is an Impartant factar when asse. Risk management Muitiple choice: Medium =

e S AR B8 -

This can be especially useful when evaluating pilot questions (that carry zero points) that are included in the
exam to check if they are performing well.

e Under the “Pool name” column, use the “Search” option to type in “Pilot” and display pilot
questions only.

Overview  Settings  Testngsessions  Candidates  Monitoring  Questions  Grading configuration  Reportbulider  Summaryreport  Managers  Proctors  Authorizations  Reports  Comments
]
Questions
[
& User v Suecess ratio
W Tests -
Questions
How's Question text 14 Pool name 1. Type 12 Difficulty 11 Success ratio |
Which of the following 18 NOT a type of Bond Pilot Questions Multiple chaice Medium -
M ¥
Which of the fallowing Investment praducts is NOT eligi Pilot Questions. Multiple choice Medium
I
= « < FOl T

Immediately you can see that out of the two pilot questions included in this exam, one has a success ratio
of zero, meaning that it is definitely too hard or unclear and should not be included in the exam.
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5 Special Cases

This section describes periodic actions that require the exam manager’s review only when they occur.

5.1 Accessing the Candidates’ Feedback

If a candidate provides feedback, you can access it like this:

Candidates can provide feedback on questions they find difficult, incorrect, or unclear.

Candidates’ feedback on questions can help greatly improve the exam.

Click on the “Reporting” option from the main menu

Select the “Predefined reports”
Choose the “Test report”

aQ
Predefined reports Q e » a o~
a i gt
i (3
L ©
©  Userreports (26) §  Testreports (9 @ ool reports (2)

s
. Administrators. 3 Number of published tests Number of test question pools

Instructors. 1 Number of suspended tests Number of survay question pools:
. ™ Bt Students 8 Number of draft tests

Others
B survey 2

=)  Survey reports (3) ®  Training course reports ’

® Training oo v

Number of published surveys ) ‘Number of training courses Number of questions 128

Number of suspended surveys 0 Number of managers Number of survey question pools. )

Number of draft surveys 0 Number of candidates Number of test question pools

4. Ch he “T i didate feedback istic”
. oose the “Test question candidate feedback statistic™ report
. 2]
Predefined reports ) e » “ ¥
L Test reports
Py Report name 14 Description 7. My favorite reports
= List of alltests with the
. Central tendencies me: item reliabilty on question level
8
tem

b 4

= « B 0 & da
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The report will display feedback provided by the candidates. They can:
1. Give a written remark
2. Label the question as “Easy” or “Hard”

You can review the report through the app or download it as an Excel file.

. Pradutnedrapars | Testrapens | Tem gsesion foschack st
) youtestme  pregcrined reports Qoo oo @
s Test question feedback statistic
[ i Testio 11 Question 0 11 Question diffculty feedback 1 Number of feedbacks 1
Q Seorch Q se Q Semcn
& 100009 100123 Eory

"
A
=
v
¥
<
[ ]
L]

5.1.1 Scheduling a Report

If you like the report above (or any other), you can schedule sending it as an Excel file automatically to
email addresses of your choice at regular intervals.

Under the “Reporting” option, click on the “Scheduled reports”
Click the “Create new” button.

Choose the “Test question candidate feedback statistic” report.
Choose when the first report should be sent.

Choose an interval between sending two reports.

Enter the subject of the email.

Enter the email body.

Enter email addresses that should receive this report.

Click the “Save” button.

LN R WN R

Add new scheduled report

Page 19 of 22



) youtestme o )
v Exam Administration

5.2 Special Accommodations

Special accommodations refer to adjustments made to an exam or testing environment to accommodate
individuals with disabilities, medical conditions, or other circumstances that may affect their ability to take
the exam under standard conditions.

The process of adding special accommodations is as follows:
1. The candidate requests special accommodation.
2. The exam manager adds the accommodation to the candidate’s profile.
3. The proctor monitoring the exam recording receives an email notification and approves the special
accommodation.

In this article, we will show you how to view a special accommodation but you can examine the whole
process by reading this article.

{ow ”
1. Select the “Tests” menu
“" n H
2. Choose the “Manage tests” option
3. Select the Insurance Essentials Exam
“" H H ”
4. Open the “Monitoring” tab
R - P
= Manage tests m Puslihed . LT L SIUCHIE T e
Overview Settings Testing sessions Candidates oMomwur\g Questions Grading configurstion Report builder Summary repart Managers Proctors Authorizations Reparts Comments
(]
@
- User - May 10, 2023 o al @ | Global Session - Monitoring Pau: 55i0n Resume session Open supervision ma Open manual monitorin ort Fite:
Username 1 Firstname 11 Lastname 1. Email 14 Status 14 Aceommodation type Started 1, Finished
Q seal Q sedx a Search
P == Alexandra Lewis noreply@youtestme com Report complete Apr-25-2023 02:32 PM CEST ApI-28-2023 030
. Alice Green Repaort complete Apr-2 23 02:46 PM CEST
o Ber Thompsor Report complete
;
My 122023 1200 PhA CEST [} & el e
Exam Session May 12, 2023 . dary Fi S0 Mot attempted
é ym i Report complsts
@ Testing sessions - S = s s « < > B 0w &
. - Apr-111-2023 06:17 PM CE!
e Global Session
|-
-]
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Check out the “Accommodation type” column

If any accommodation is requested by a candidate, you should see it there

Click on the “three dots” (options) next to the student, Mary Robinson

Select the “View accommodations” option to examine the exact accommodations requested

iR A S

Altesa(2) | Iawance Essen Y .
= RO (e || crtcns - R—— ol
= Managetests =|E g CHLACNE
Overview Settings Testing sessions Candidates Monitoring Questians Grading configusation Report builder ‘Summary report Managers Froctors Authorizations Reports, Comments
A Home
Supervias the sessions wnere you have the proctor role. Track g of
@8 Assignments -
& users - May 10,2023 ‘Show all (@ | Global Sessien - Monitoring Pausa session wrseuwn Open supervision mods | | Open manual menitoring report | | Firter
152023 1200 PM CEST Username 14 Fifstname 11 Lastname 14 Email 11 Status 14 Accommodation type Started 14 Finished
ests -
a a P a a Select one
Exam Session June 15,2023 o
New test @ slexanda Alexandra Lewis nareply@youtestme.com Repart complete Apr-25-2023 02:32 PM CEST Apr-28-2023 03:0
Map25-2023 12:00 PM CEST
Morscqpriosts B slice Alice Green noreply@youtestme.com  Report complete Apr-25-2023 0246 PM CEST Api-28-2023 03:0
Exam Ssssion May 25, 2023 o H @ benthompson Ben Thompson noreply@youtestme.com Report complets Apr-25-2023 02:32 PM CEST Apr-25-2023 04:5
Manage centificates
May-12:2023 12.00 PM CEST camela wailler noreply@youtestme.com  Repart complete APr-25-2023 0246 PM CEST ApF-28-2023 030
Question poals e
Exam Session May 12,2023 ] M Rabins ly@youtest Mot attempted B tire 1 o
= o norent mecem v Required to have 1-1 sessi..
Grading scales
May03-2021 1200 PM CEST Fiished wendy Rios. noreply@youtestme.com  Repart complete APr-25-2023 12:32 PM CEST ApI252023 04:4
Question categories
Exam Session May 03, 2023 o yim ‘admin noreply@youtestme.com Report complete May-09-2023 04:10 AM CEST May-09-2023 041
B Testing sessions -
Apr-01-2023 06:17 PMCEST  Awailable now ® ¢ 1|3 » w0~ o rowsT
B Surveys - Global Session 7
® Training courses - HEO A=
B Reporting -
@ System -
«

In this example, you will see that the candidate requested:
1. Time accommodation of one extra hour
2. One-on-one session with a proctor

Edit accommodation

Test name Candidate:

Insurance Essentials Exam$ Mary Robinson

Time accommodation

Extratime-1 hour

Ongnal dursmon: New dursticn

03:00:00 04:00:00

Gther accommodations:

Required to have 1 - 1 session with a proctor

= -

@ Chatwithus
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6 Conclusion
By now, you should have a good understanding of the exam administration in YouTestMe. @

In these instructions we focused on the functionalities form your RFP, however, please keep in mind that
the system offers many more options and capabilities.

Next, we recommend checking out the following instructions:
e Exam proctoring system

You can also go back to these if you skipped them:
e Exam registration system

Hopefully, you found these instructions helpful, and we will see you in the next one!
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