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1 Introduction

This document explains how IFSE CSR can assign multiple college students to a desired private testing
session with preserving their authorization, where the following pre-conditions must be met:
1. Once the college student profile is sent from the IFSE to the YTM system, they will automatically
become members of the corresponding user group.
2. Each user group represents a college.
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2 Creating individual private testing session

Navigate "Tests" in the main menu and choose "Manage tests".

# B My assignments Users + Tests -  Surveys -  Training courses Reporting ~  System - 1D A

Newtest

Mavigete 1o test peneratar wizars

Manage tests

e

Create user group

My assignments

Create & user group and add users to it Organize & testing session for the group later.
Play vigeo

Question pools

Eait quens

Grading scales

Canfigure

= Testing locations e

Manage the places e
Creste training course
Create & training course witn multimedis comtent and anort tests.
Pley vigeo

Test results ves

Mansge oonfig

Test attempt authorizations

Use the search box to find the test for which you want to create a private testing session, and click on the
name of the test to open it.

My assignments Users + Tests -  Surveys -  Training courses Reporting ~  System - 131810

feste Manage tests

All tests (126) 4toss | (2

gn new cancidstes. Suspendad tests re permanently cissble

Name < Creation date  ~ Status < iD < External ID B Creation type B

] ] Report displayed s Report content ]
P o Select one ~ Jol O | Selectone | Selectone v Sekctone ~
A/P Exam Sep-07-2022 1804 Generated Immediately after result grading Score and details
& Displayed columns e 10 v Rows: 1
=h
3 [}

Click on the "Testing session" button on the "New testing session" tab. The pop-up window will appear
where you need to enter information about the private testing session you are creating.
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Testing session name:* | ENG Exam September 12,2022

Location: @ | Selectone
Cnoose s loostion from  pre-existing fiat

Time zone: | Censas/Esstern (GMT -5:00)

g

evailability fieids below

Availability: Startt |$ep12.202209:00
Select starting and ending time for this cession. Define =

sihen the cencidstes will be able 1o take the assignment i Goasnm |

Assign to group (Optional setting): |IFSE Colieges > College 01

group membera wha will nave sooees 10 the session or tum

whaie group.

‘Assign to training (Optional setting):

Test can be started oniy from this training.

for the manager 1o schedule them manually. f this seseion
in oonnested 1o  training courue or & user group, the

To achieve the desired scenario, the following fields must be configured in the following way:
1. Assign to group —Once you assign the user group to the testing session, only its members can assign
toit.
2. Authorization required — This option should be enabled, and only users with the corresponding
authorizations can be assigned to the testing session.
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New testing session

Testing session name:® ENG Exam September 12, 2022

Location: & Select one

Canada/Esstern (GMT -5:00)

Start™ | Sep-12-2022 059:00

Ena:* Sep-12-2022 09:30

o IFSE Colieges = College 01

Aszign to training (Optional setting): Select training

Authorizaetion Euired: '9

Meeting:

3. Set additional instructions template — Select one of the previously created message templates. For

more information, please read this article.
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I Additional instructions: |

&
I G
*
®
L]
(S
[
b
X

-
i
1

Load from template

Font - Sze -

H
)
>
&

EXAM SESSION RULES

N2 take steps to ensure that every testing

experience is 3 good one, but we still stop
your exxam if the rules aren't followed.

= “You must stay within your
webocam view
= “ou should be the only person
in front of your camera 4]
* “You cannot get up and walk e’
body p A

Guest access parmitted:

Note: The template that will be set by default is template for private sessions (self-enroliment
option disabled). Language of the message will correspond the language that is set in the “Language
preference” of that specific test.

My sssignments  Users v  Tests ~  Surveys ~  Trainingcourses  Reporting -  System

O Test upaatea
Manage teats

7] All tests (126) { A/P Exam =

=4 Sertngs  Testingssssions  Cangigses  Moniworing  Questions  Graging configurstion  Reportouilasr  Summaryreport  Mlsnagers  Proctors  Autnorizstiona
B
Settings Language preference

Basic imermation Language preference:  Englich
In-teat configuration
Durstion and layout
Report settings
Pauae/Repest settings
> Security aetinga
Reault validity settings
Certificate
Exernl atribues
Mobile settings
Score report semtings
Peraonsl report eettings

Delivery preference

" Language preference

Attachments
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To change the default message template, click on the "Load from template" button and select the desired
template and language on which the message should be presented.

My assignments Users - -+  Surveys - Training courses Reporting +  System 1@A1O1 A

Create common session for multiple tests

Session name:*

Choose raom: Load from template

An optione| label for better defining physical or wirtuel
location of te session.

. -
Additional Instructions: Template: eIMessagelm Public testing session

An option| kavel for soging saditionsl instructions for the
session

Load from template Message text: I L
2] English
French ation include: Drivers License,

Language* English

Tanaaan FEsapart Foregn Passport. Ganadian Gitizenship
Card, Canadian Permansnt Resident Card, Ontaris Phat
1D card, Quebec Health Card, i offerad,

Contact IFSE Insitute st 1-835-835-2437 to make any
carmactions neaded to your personal information at least 3
days (T2 howrs) bafore your scheduled xam.

olEm -

Delivery preference:* | Online live-proctored
The delivery preferenceallowa teat authors to plan the

rganization of the test in different locations and

conaitions. It facilitste filtering ana highligntaprimary

actions related to different typea of test distribution. The

selecten option favora & certain way but oes not prevent

oter types of aelivery if e teating sesaion configuration

aliows it. Tne most comman wey 1o take the test is “online.”

PP i

3 Assigning students into a private testing session

To assign college students to previously created a private testing session, you should follow the next steps:
1. Click on the "Add" button.

- My assignments Users ~  Tests ~  Surveys »  Training courses Reporting -  System -

Manage tests

Al tests (126) > A/P Exam = @

Settings  Testing sessions  Cendidstes  Monitoring  Questions  Grading configuretion  Report builder  Summary report  Mensgers  Proctora  Authorizstions

Organize your test into teating nesnions. Define when snc whers the test-taking will e allowea. Allow angidates to seff-enroll nto sessizn or nana-piok them. Play viaeo

ENG Exam September 12,2022 2

Tests
@

® Upcoming

@ Location: Undefined

@ stantime: 5ep-12:2022 09:00 AM EDT

@ Endtime: 58p-12.2022 09:30 AM EDT
> & Copy access link: B

[#) Copy meeting link:
& Copy guest link:

B Training course:

#93 Group: College 01
&p Candidates: 0 oo
§ Pricing:

[~} Booking deadline:
F Cancellation deadline: -

(5] Session protection:  Uniockea

A list of members from the assigned user group with valid authorization will be shown.
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Mysssignments  Users v  Tests .  Surveys »  Trainingcourses  Reporting em D161 (59

Select users

Testing session: 1. ENG Exam September 12, 2022, Availebility. Sep-12-2022 09.00 AM - Sep-12-2022 09:30 AM EDT

Assign version manually (1)

User group: IFSE Colleges > College 01

O Username B First name ]
k] P

PN collegedisnudent.. | College 01 Student 0001

8 college0istudent.  College 01 Student 0002

PN collegenisiudent | College 01 Student 0003

g collegelstudent..  College 01 Student 0004

PN colgedismdent.. | College 01 Student 0005

8 collegeliswden College 01 Student 0006

FY collegetisiudent | College 01 Student 0007

Ooojojoooo

g collegelstudent..  College 01 Student 0008

Confirm

2. Select the desired users you want to assign to this testing session by checking the checkbox. After
selecting, click on the "Confirm" button.

My assignments Users ~ ests «  Surveys »  Training courses Reporting ~ . 12131 & =

Select users

Testing session: 1. ENG Exam September 12, 2022; Availshility: Sep-12-2022 06:00 AM - Sep-12-2022 09:30 AM EOT

Assign version manually (1}

User group: IFSE Colleges = College 01

Username % Firstname % Lastname ¢

kel P kel

N collegensudent .
ﬁ college0lstudent
é college0lstudent.

S

K&

<

&

£ cotcgetnrases..
ﬁ collegeQlstudent...
ﬁ college0istudent...
é college0lstudent.

K &

<

&

n college0lstudent .

Confirm

Note: Since the session is non-self-enrollment, there is no automatic way to limit the capacity to 16
users. Therefore, IFSE CSR should add only 16 users to each testing session.
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ENG Exam September 12, 2022 £
® Upcoming

© Location: Undefined

3 start time: Sep-12-2022 09-00 AM EDT

r(:lj End time: Sep-12-2022 0930 AM EDT

¢ Copy acecess link: 5

[#%] Copy meeting link:
Copy guest link:

El Training course:

&% Group: College 01
E@ Candidates: Add
% Pricing: -

i Booking deadline:
E; Cancellation deadline: -

[‘ﬁ Session protection: Unlocked

4 Checking the authorization

Once the users are added to the private testing session, their authorization should be preserved, i.e.,
connected to their attempt.
You can perform the check by navigating the "Authorization" tab on the student's profile.

My essignments ~ Users ~  Tests v  Surveys -  Trainingcourses  Reporting v  System

Usemame

college01student0011 Options -

Infermation ~ Testsand surveys  Training courses Pocls Activity log Subscribers Certificates ~ Authorizations  Grading reports

Create new authorization

ID - External ID ] Test name ] Username ] Expiration time s Status
jo, jol jo, 0o Select one v
100303 A/P Exam college01student0011 Sep-30-202212:00 AM EDT Assigned
& Displayed columns 1 0 v Rows: 2

a2 A A
& o Ea En
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