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1 Introduction

The YouTestMe GetCertified platform with a new design enables you to create a testing session with
handpicked tests. This functionality is perfect for the College Sullivan scenario, where in one testing session,
you can organize the examination for both English (Canadian Investment Funds Course Exam) and French
(Cours sur les fonds d'investissement au Canada examen) exams. This document provides step-by-step
instructions on how to create such a testing session.

2 Accessing the application

To access the production instance, please go to https://onlineexams.ifse.ca/ytm12/login.xhtml and enter:

1. Username
Password
Click the “Log in” button to enter the platform.

Not registered yet? Create an

B ppiication language Contact support

Note: To go through all the steps, you need to log in with the CSR role or a role that has a higher level of
permissions.

Page 3 of 8


https://onlineexams.ifse.ca/ytm12/login.xhtml

l'l youtestme

How to create a testing session for College Sullivan

3 Creating online live-proctored multiple tests session for College

Sullivan

To create online live-proctored multiple tests session for College Sullivan, follow the next steps:
1. Navigate to “Testing center” in the main menu and select “Testing sessions”.

A rome Alttasting sessions

Apr-06-2022 06:00 AM CEST
M rs——
and sharing

Booking and purchase settings

@ = Security and proctoring settings

Apr-15-2022 03:00 PM CEST

Apr-15-2022 06:00 PM CEST

2. Inthe top right corner, click "Create" and select "Multiple tests session".

] Al testing sessions
[ ]
e, > Apr-06-2022 06:00 AM CEST

Jan01:2033 05:59 AM CET

Candidates and sharing

Booking and purchase settings

© o . Security and proctoring settings

Filter by testing sessions type ~

Filter by testing sessions type ~

Sortby

YouTestMe Proctoring - Default settings

encusHEXAM @

Sortby

Manual assignment

YouTestMe Proctoring - Default settings

Apr-14-2022 0300 PM CEST

Apr-14-2022 06:00 PM CEST

Candidates and sharing

Booking and purchase settings @

Security and proctoring settings

May-05-2022 12:30 AM CEST

May-05-2022 03:30 AM CEST

Apr-14-2022 0300 PM CEST

Apr-14-2022 06:00 PM CEST

Candidates and sharing

Booking and purchase settings @

Security and proctoring settings

Filter

CIFC Frenen Exam Demo @

Selt-enroliment

Apr14:2022 02:00 PM CEST
Apt-12-2022 03:00 PM CEST
n

Eores @

FreNcHEKM @

Filter

Self-envoliment

Apr-14-2022 02:00 PM CEST
Apr-12-2022 03.00 PM CEST
n

Mar-01-2022 06,00 AM CET Availatle @

120012071 05:59 AM CET System - Equipment Validstion @

Candidates and sharing Marusa assignment

Booking and purchase settings

Security and proctoring settings
Proct raole YouTestMe Proctoring - Default settings.

May-05-2022 03:30 AM CEST Exprec @

May-05-2022 06:30 AM CEST EnGusHEGM ©
Q o » & A

Mar-01-2022 0600 AM CET avaiie @

1201012071 0559 AM CET System- Equipment Validation €@

Candidates and sharing Manual assignment

Booking and purchase settings

Security and proctoring settings

YouTestMe Proctoring - Default settings
t

3. Enter the name of the testing session as you usually do, for example: "09:00 - 10 December 2024,

Group A - College O’Sullivan".
4. Set the availability of the testing session.

5. Select the "Handpick tests" option.
6. Tick both English (Canadian Investment Funds Course Exam) and French (Cours sur les fonds

d'investissement au Canada examen) exams.

7. Select the "Assign candidates manually" option.
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8. Tick the "List of all users in the specific user group" option and select the “College Sullivan” user
group.

9. Select the "Require additional authorization to enroll into test" option.

10. Select the "Al professional proctoring" option.

11. Click the "Save" button.

Create multiple tests sessicn

St

() pree e ey e

Once the testing session is created, it will be displayed on the testing session screen. To find it quicker, you
can set the filter to Upcoming.

iog o 0 overse and manage testing sessionsfor al fuss it system. Quicdy Q searchanything o » @ P@v

st administration and organizatic
ts.

A Home Multiple tests session - Sort by - Search by testing session name Filter m = ”"

Assignments v

8 s ' 1am3 | 09:00 - 10 December 2024, Group A - Collége.

& Users - Muitiple tests Multiple tests session
Avalabl from

W Tests b4 Jan-10-2024 03:00 PM CET Upcoming @
Avalableto

@ Testing center = Jan-10-2024 03:30 PM CET

Testing sessions

ey saeio Candidates and sharing Manual assignment
Number of candidates in this session ]
(i Assigned user group College Sullivan

Booking authorizations

Booking and purchase settings @

Testing locations Available in self enroliment made
@ Reporting -
@ system - Security and proctoring settings
Proctoring is enabled YouTestMe Proctoring - Default settings

Testing session is not password protected

Note: Once the testing session is created, please send an email notification to the YTM team to assign their
proctors.
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3.1.1 Assigning candidates to the testing session a new testing location manually

To assign candidates manually to previously created testing session, follow the next steps:
1. Click three dots and select the "Manage candidates" option.

ation, allowing yo

and manage testing ns for all tests in the system. Guickly

«
A Home Upcoming *  Multiple tests session ~  Sortby * || Search by testing session name Filter
B8 Assignments -
: w143 | 09:00 - 10 December 2024, Group A - Collége E
i . © vewan setaiis
Multipe tests Multiple tests sessio
# Eotession
trom
2024 03:00 PM CET Upcoming I Lock session

’ @ Eoort paper e assgmment pockage
2024 03:30 PM CET

W oot scssion

Candidates and sharing © ououy aud cancitates

Number of candidates in this session

Manual assignment

Manage candicates |

Candidates

Assigned user group College Sullival
T, Remove candidates

Booking autharizations 8 Proctoring dashboars

Booking and purchase settings &
Testing locations Available in self enrollment mode s Monitoring
& Special sccommadations

@ Reporting -

& Manage proctors

& System . Security and proctoring settings
ys
Proctoring is enabled YouTestMe Proctoring - Default settings

Testing session is not password protected

2. Click the "Assign candidates" button.

1ns for all tests n the system. Quickly Q, search anything

Q, search anything

obﬁ?‘i‘v

o> o £A.

«
Monitoring Test attempts
A Home
Session name v
&2 Assignments -
09:00 - 10 December 20. Jan-10-2024 03:00 PM - Jan-10-2024 03:30 PM CET Select test
& Users -
Manage test attempts Assign candidates [JNCR REURERS Filter
W Tests = N ~
Actions Username T, Test name TL Test external ID 11 Result 1. Score (%) 11 Marked for review 11 Verified 1. Did not show up 11 Status 11 Sessior
Q Search Q Search Q, search Selectone Select one ~ Select one Selectone « Q Search
No test attempts
= savetable settings « < > [» 8~

Candidates

Wl rowso
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3. Select test (Canadian Investment Funds Course Exam or Cours sur les fonds d'investissement au
Canada examen) to which you want to assign candidates.

Select a test X

Test name 14 D1 External ID 14 Creation time 1. Status 14 Creation type 14 Delivery preference 11

Q search Q search Q search Select one Select one Select one

Canadian Investment Funds C. 100037 CIFC_YTM.. May-29-2023 09:02 PM CEST Published Generated (Categories) Online live-proctored
Cours sur les fonds d'investis_ 100036 CIFC_FR.Y- Jan-30-2023 06:59 PM CET Published Generated (Categories) Online live-proctored

1| B o~ Rows: 2

4. Click the "Assign candidates".

Assign candidates x

To assign candidates to a test, first, you must select a test and a session within that test to which you want to assign candidates.
Clear selection Test name

Select test Cours sur les fonds dinv

Session name

09:00 - 10 December 20,

Assign candidates

5. Tick the desired candidates.

Note: Only candidates with the authorization and who are members of College Sullivan user group will
be displayed.

Note: You are allowed to assign 16 candidates for one online live-proctored testing session.
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Select users

List of candidates avalabie for the assignment. Please note that each candidate can only be 3ssigned to one session at & time.

User group.

College Sullivan

Username 14

Q search

#X 1153889

1341278

1685144

2064542

3010421

3113410

3552436

4661015

Save table settings

First name T1
Q Search

Julie

Sera

Linda

Tesnim

Rasalie

Meriem Louiza

Renee Yvette

test.538

Lastname .
Q Search

Turcotte

Pétrin

Souliére

Hichri

Dussault

Bekar

Deroy Léger

test.538

6. Click the "Confirm” button.

Select users

Status T4

Select one

Active

Active

Active

Active

Active

Active

Active

Active

Email 11

Q search

julieturcotte4@outiook com Student
sara_petrin1231@hotmail.com Student
lindasoug@outlook.com Student
hichrl.tesnim@gmail.com Student
rosaliedusso@gmail.com Student
bekarmeriem@outiook.com Student
hotcutz@gmail. com Student

suo@ifse.ca Student
BB 8~

goncel

List of candidates avallabie for the assignment. Pleass note that ach candidate can only be assigned to one session at a time.

User group

College Sullivan

Username 14

Q search

s e
1341278
1685144
2064542
3010421
3113410
3552436

4661015

Save table settings

First name T1
Q gearch

Julie

Sara

Linda

Tesnim

Rosalie

Meriem Louiza

Renee Yvette

test 538

Lastname .
Q search

Turcotte

Pétrin

Souliére

Hichri

Dussault

Bekar

Deroy Léger

1est.538

Status T4
Select one

Active

Active

Active

Active

Aetive

Email 11

Q search

julieturcotted@outiook com Student
sara_petrin1231 @hotmail.com Student
lindasou@outlook com Student
hichri tesnim@gmail com Student

rosaliedusso@gmail com Student

bekarmeriem@outlook com Student

Thotcutz@gmail. com Student

sluo@ifse.ca Student

BB

Confirm Cancel

Status T4
Select one

Active

Actiy

Actiy

Active

Active

Active

Active

Active

Status T4
Select one ~

Acti

Active

Active

Active

Active

Active

Active

Active

‘Status changed at t1

Oct-16-2023 07:01 PM C.

Dec-06-2023 0347 PMC..

0Oct-12-2023 06:31 PM C...

Apr-05-2023 10:46 PM C...

Sep-12:2023 09:32 PM C.
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Rows: 20

‘Status changed at t1
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