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1. [bookmark: _Toc81838200]Introduction
[bookmark: _Hlk81574365]This document represents a guide on how to load testing locations with addresses and additional information using an excel spreadsheet in the YouTestMe GetCertified platform. 

Note: Before you start the migration process, make sure that the version of the production environment is appropriate!
1. [bookmark: _Toc81838201]Steps
[bookmark: _Toc81838202]How to access the production instance
To access the production instance, please go to ifse.youtestme.com and enter:
1. Username.
2. Password. (Once you receive the credentials, please make sure that you do not copy the blank space along with the password as you will not be able to log in.)
3. Click the “Sign in” button to enter the platform.
[image: ]

Note: To load testing locations, you need to log in with an account with the appropriate permissions. 
[bookmark: _Accessing_question_pools][bookmark: _Toc81838203]Accessing testing location page
To load new testing locations, navigate to “Tests” in the main menu, and select “Testing locations”.
[image: ]
[bookmark: _Toc81838204]Process of creation a new testing location
To create a new testing location follow the next steps:
1. Click the arrow next to the “Create new” button and from the drop down menu choose the “Load location” option. 
[image: ]
2. The pop-up window "Load location" will appear, after which you need to follow the steps below:
2.1. Download and then read detailed instructions on how to fill in the template by clicking on the hyperlinked word "here".
2.2. Click the “Excel template” link to download an Excel file you should fill in.
[image: ]
[bookmark: _Toc81838205]Process of importing location through the Excel template
To fulfill and save Excel template follow next steps:
1. Fill the template - only two fields are obligatory: Location name and Time zone. 
2. Save the file.
3. Click on the “Select file” button and choose the file.
[bookmark: _Toc76998256]4. Click the “Upload” button.
[image: ]
After the completion of the steps described above, all defined locations which are inserted and created in the YTM will be displayed in the list of all locations.
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2.5. [bookmark: _Toc81838206]Process of assigning proctors to the loaded location
 To assign proctor to the loaded location:
1. Choose desired testing location
2. Click on the first icon in the actions column 
[image: ]
3. The pop-up window “Edit test location” will appear after which you need the follow the steps below:
3.1. Enter the name of testing location
3.2. Enter the time zone of testin location
3.3. Enter the capcacity number
3.4. Click “Assign proctors” button
[image: ]
A list of all users will appear, and you should:
1. Select the users you want to assigin as proctors
2. Clic the “Confirm” and then then the “Save” button 
[image: ]
After you follow the steps from the "Paper Exam Venues Migration Guide" document, you will successfully complete the venues migration process via the excel template.
Page 10 of 12
image2.png
F) GetCertified

by YouTestMe

Username.

Password

Forgot your password?

Y oo |




image3.png
n Search user:

My assignments

List of all tests, surveys, and training courses assigned to you

Create test

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

Create a user prf

Testing locations

Manage the places and time zones where testing is conducted

A

G

Create user group

roup and add users to it. Organize a testing session for the
group later.

Create training course

ining course with multimedia content and short tests




image4.png
My assignm Users ~ Tests/Survey ~

rveys Training courses Reporting ~

Table displays List of all locations in the system
Testing locations repol physical locations (name, address, city, state, country, time zone) where testing sessions can be scheduled.Here are listed all locations in the system
I List of all locations in the system
Create new Load common sessions
List of locations you created e
D < External ID < Location name < Time zone ¢ Actions Street
List of locations with you as a proctor
0o 0o 0o 0o
10021 1108 Location Europe/Belgrade /7 OB |EI
10020 Africa Africa/Accra /7 OB |
10013 Belgrade Europe/Belgrade /s O BB Viktor Hugo
10022 Location HID1 Africa/Asmera /7 OB |EI
10023 HLID2 Location HID2 Africa/Accra /7 OB |EI Marshal Street
10008 Location PV Africa/Abidjan /7 OB I ®EI
10012 Location - Toronto - AJ America/Toronto / OB B ED
10009 Meadowvale Elementary Campus Canada/Eastern / @ Bo B mEmo 929 0Id Derry Road




image5.png
Table displays

I List of all locations in the system
List of locations you created

List of locations with you as a proctor

List of all locations in the system

Testing locations represent physical locations (name, address, city, state, country, time zone) where testing sessions can be scheduled Here are listed all locations in the system

Create new - Load common sessions

Actions
with addresses from an (supported file type: /7 0 B §

ructions for this procedure can be downloaded Fere] /7 QB B

/7 QB B

/7 QB B

/7 QB B

10012 Locallon‘Toronlo—AJ America/Toronto /7 9 B B8
10009 Meadowvale Elementary Campus Canada/Eastern /7 © B B
10006 Name example Europe/Prague /7 © B B
10024 New testing location Africa/Abidjan /7 © B B

isplayed columns

BB EH B 8 8 8 @ 8
B BB 8 8 85 8 8 8 2

Street

Viktor Hugo

Marshal Street

929 OId Derry Road




image6.png
Testing locations

Table displays List of all locations in the system

Testing locations represent physical locations (name, address, city, state, country, time zone) where testing sessions can be scheduled Here are listed all locations in the system

I List of all locations in the system

List of locations you created

Actions Street

List of locations with you as a proctor ! ith add rom ar
tions with addresses from an

o E ®E M
o E ®E M
o= E M
Q= E B M  Vviortigo
o E ®E M
o EEMD

A T VR S S S

10026 Chicago US/Central




image7.png
My assignm Users ~ Tests/Survey ~

rveys Training courses Reporting ~

Testing locations ?

Table displays List of all locations in the system

Testing locations represent physical locations (name, address, city, state, country, time zone) wherelesting sessions can be scheduled Here are listed all locations in the system

I List of all locations in the system
Createnew  ~ Load common sessions

List of locations you created

D < External ID < Location name < Time zone ¢ Actions Street

List of locations with you as a proctor
0 0 0 0

10021 1108 Location Europe/Belgrade /7 © B B B i}

10020 Africa Africa/Accra /7 OB |EI

10027 Australia Australia/Sydney / OB B ED

10028 Australia Australia/Sydney /7 OB |EI

10013 Belgrade Europe/Belgrade /7 OB | Viktor Hugo

10025 Chicago US/Central /7 OB |EI

10026 Chicago Us/Central /s O B ED

10022 Location HID1 Africa/Asmera /7 OB |

10023 HLID2 Location HID2 Africa/Accra /7 OB |EI Marshal Street




image8.png
My assignm Users ~ Tests/Survey ~ veys « Training courses Reporting ~

Table displays List of all locations in the system

Testing locations represent physical locations (name, address, city, state, country, time zone) where testing sessions can be scheduled.Here are listed all locations in the system

I List of all locations in the system

List of locations you created

1D < External ID < Location name < Time zone < Actions

List of locations with you as a

proctor 0 0 0 2
10021 1108 Location Europe/Belgrade /7 QBB ED
10020 Africa Africa/Accra © HEHBED
10027 Australia Australia/Sydney [N NEN::: Wi

N 10013 Belgrade Europe/Belgrade [O=ClEN::=: i Viktor

10025 Chicago US/Central /s QBB ED
10026 Chicago Us/Central / 9O B




image9.png
My assignments sts/Survey ~ Surveys ~ Training courses Reporting ~

Testing locations

Table displays List of all locations in the system

Testing locations represent physical locations (name, address, city, state, country, time zone) where testing sessions can be scheduled Here are listed all locations in the system

I List of all locations in the system Edit testing location

List of locations you created i
Name:* o Australia
D < ne < Actions Street
List of locations with you as a proctor . g |
Time zone:* e Australia/Sydney (GMT +10:00) v
el el
10021 Description: grade /7 9B B B @
10020 cra /7 9B B B @
10027 Capacity : e 150 .| Settounlimited e /0= B | il
10013 e Assign proctors ‘ grade /7 O | Viktor Hugo
10025 ral /7 @O B E D
10026 ral /7 O |




image10.png
Assign proctors

Username First name ¢ Last name ¢ Status ¢

jel O Selectone

george_proctor George Proctor noreply@youtestme.com Student
marguerite.proctor Marguerite Proctor Activi noreply@youtestme.com Student
maxwell.prochaska Maxwell Prochaska Activ noreply@youtestme.com Student
patricia.proctor Patricia Proctor A noreply@youtestme.com Student
patricia.proctor1 Scott Shepherd Activ noreply@youtestme.com Student
tom.proctor1 Tom Palmer A example@email.com Proctor

Rows: 6

Remove selected





image1.jpeg
nﬁ youtestme





image11.png
o
n? youtestme




