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1 Introduction

This document represents step-by-step instructions for performing UAT on the ID re-upload workflow
whose participants are the candidate, YTM proctor, and IFSE CSR.
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2 Steps

2.1 How to access the sandbox instance

To access the p instance, please go to sandboxexams.ifse.ca and enter:

1. Username.
2. Password.
3. Click the "Signin" button to enter the platform.

®
) GetCertified
by YouTestMe
Username
o
Password

(2

Forgot your password?

Create account e
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2.2 Sending update ID request

The standard procedure of the "Record&Review" model for the YTM proctor after the candidate finishes
the test is an ID check. There are two possible outcomes:
1. The candidate provided a valid ID within the equipment check before entering the test

2. The candidate provided an invalid ID within the equipment check before entering the test

2.2.1 The candidate provided a valid ID within the equipment check before entering the test

If the candidate provided a valid ID within the equipment check before entering the test, the YTM proctor
would note that in the proctor's report.

My assignmenty Users « Tests

Testing locations

Table displays

List of all locations in the system

List of locations you created

List of locations with you as a proctor

I List of all common sessions

Surveys -

Training courses Reporting ~

Proctoriny\report

System -

List of all ¢
Availability: Rate: Neutral
Location: Comment: 1D: The candidate provided a valid ID within the equipment
check before entering the test.
Pause sessi
Environment: Nothing suspicious was spotted in the
candidate's environment.
Behavior during the test: The candidate had his face out
of the camera's frame in the 10th minute.
NG
NG
NG
= &)
BOR
o——
= Displayed columns DR | o 8 W
Show suspended attempts

Note: In this case, the update ID request will not be sent to the candidate.

(2)
=
ist: | Select one -
tatus ¢ Accommodation Versi
Ine v
t complete
t complete
t complete
ttempted Add
snnected
Rows: 5
i e e
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2.2.2 The candidate provided an invalid ID within the equipment check before entering the
test

If the candidate provided an invalid ID within the equipment check before entering the test, the YTM would
send the "update ID" request.

To perform UAT of this feature, you should follow the next steps:
1. Add the "48. Manage special requests" permission to the proctor role.

2. Login with the user that has a proctor role.
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3. Hover over the "Tests" in the main menu, and select "Testing locations".

P My assignments  Users ~ Su Teaining courses  Reporting +  Sys

@131 A

New tast

Manage teats

My sssignmenta

Creste user group

View e it of all et ana aurveys that ere aasignes ta yau ans booking aalensar of teir sessians Create 8 uoer group and acd veers to it Organize s teting oeooion far the group later.
Bioy vigeo Play viges
Graging scales
Creste teat Creste wsining course
Create  knowlenge teot with muhimesia oontent Create & taining scurse witn mutimesia cortent ang onort teeta
2na susign tne awarcing aeriifioste. Play vivea
Leom more

Test attempt suthorizationa

4. On the "List of all common sessions" tab, click on the "Create special request" icon from the
"Actions" column, and click on the "Create request" button.

My assignments  Users « ~ Surveys »  Trainingcourses  Reporting v  System «

x

Spetl st oRET=N

Creation date Action

No records found.

5. The "Create special request" form will appear, where you should enter the description of the
request.

ignments Users - ~  Surveys -  Training courses Reporting +  System - 111 A

Create special request

Request

BIU®SARXXXXHHHBK®»®»EESEE
T = % k&

Your ID is invalid. Please upload a valid ID, or your test attempt will be
annulied]

Note: IFSE can provide the desired description that the YTM proctor will use.
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2.2.3 Configuring the "Special request notification" email

The "Special request notification" is triggered when the YTM proctor clicks on the "Send" button from the
step above.

IFSE can configure the email notification in the desired way. To do so, you should follow the next steps:
1. Hover over the "System" in the main menu, and select "Settings and customization".

L. 3 - My assignments Users + Tests « Surveys « Training courses Reporting ~ System «

Settings and customization

Integrations

Reports
Create user

Play video

9 g

Create test Create survey

2. On the "Notifications" tab, scroll down and click "Edit" on the 33rd notification - "Special request
notification".

H N B e — [—
et © oo
= }

it

PEEREIERREGY
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3. You can customize the mail subject name and content of it.

Password changed
Proctors added to the testing session
27 | Product purchased
28 | Profile information updated
29 | Registration request approved
30 | Registration request declined
3 Respond 1o specisl request notification
32 | Session resheduled notifications
33 Special request notification
34 | Specisl request resolved notification
35 | Survey published
36 Survey result notification to subscriber:
37 | Surveyresults
38 | Survey suspended
39 | Test published
40 | Testresult notification to subscribers

41 Test results.

2.3 Updating ID

Myessignments ~ Users v  Tests v  Surveys -

Edit email template

Template Language:  English

Training courses ~ Reporting +  System +

Mail subject name: | Special request

List of all variables: [8ssoLink$, SrecipientUsername$, $

didateUsernames, SrecipientFirstNames, SquizNames, SapplicationURLS,

SrecipientFullNamesS, SquizDefinitionlds, SquestProctoringEquipmentCheckURLS, SstandardLinks, SrecipientLastNames,

SrequestText$, $froms]
Restore to default

Template preview

Bewres D@ @ @ B @ G Q3 E
BIUS®Xzx I =:= w0 B
Styles - Normal - Font - size - A- @- b |

[pear SrecipientUsemames,

¥ mEReUDOCO=m=@
1

o EE- = = Hem=2 Q=09

gy have raceived the soscial rguest with the foliowing messzoe for fhe “SouizNames isst you took

Disabled

Enabled W Edit

[I2ARTRE W

If the candidate provided an invalid ID within the equipment check before entering the test, they would
receive a request to update the ID by email.

Dear Melissa ,

You have received the special request with the following message for the "Management” test you took:

Your ID is invalid. Please upload a valid ID, or your test attempt will be annulled.

To respond to the request, please use the following link to log in directly or the following link to log in manually.

Best Regards,

YouTestMe

Note: This email notification could

To update the ID, the candidate should follow the next steps:
1. Click on the SSQ link from the email.

Dear Melissa ,

You have received the special request

Your ID is invalid. Please upload a valid 1D, or yo

test attempt will be annulled.

ith the following message for the "Management" test you took:

To respond to the request, please use the following link to log in directly or the following link to log in manually.

Best Regards,

YouTestMe

stomized by IFSE (since IFSE candidates do not log in manually, it is
recommended to remove the 2™ link). More information can be found in this chapter.
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2. Add the response, upload a valid ID, and click on the "Send" button.

My sssignments I@1Ia1a

Special request

Your ID is invalia. Plese uploea s valia ID, or your test sttempt
will be annulled.

B I UGS A ® x X Hi H: 9 o
EE=EEETEZ S L

Once the candidate responds to the update ID request, the YTM proctor will receive the following email
notification.

Dear Proctor,

You have received the special request response from the student with a "09468" username who took the "Management” test
with the following message:

Here is the valid ID.
To review the response, please use the following link to log in directly or the following link to log in manually.
Best Regards,

YouTestMe

2.3.1 Configuring the “Respond to special request notification” email

This email notification will receive YTM proctors. To customize it, you should hover over the "System" in the
main menu and select "Settings and customization".

Mysssignments ~ Users ~  Tests v  Surveys »  Trainingcourses  Reporting
‘and customization

8 setup, system preferences, appSsation

2

Create user

cxport aystem performance reparta

Maintenance

sk and databso

Create test Creste training course

On the "Notifications" tab, scroll down and click "Edit" on the 31st notification - "Respond to special
request notification".
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2.4 Setting the status of the updated ID

To check the updated ID and to set the status, follow the next steps:
1. Click on the SSO link from the email or 2" link to log in manually.
2. See the candidate's response, and check the ID.

2.1. If the ID is valid, follow the next steps:
2.1.1.Click on the "Remove" button to delete the ID.

" T ——

2.1.2.Set status to "SATISFIED".

" —

2.1.3.Add a comment and click on the "Save" button.

~ Mpscsgmments s . Tet . e - Tawgoouwms  Sapormg -
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Note: The candidate will receive the following email notification.

Dear Melissa,
Thank you for providing a valid ID.
The status of the special request you previously responded to is SATISFIED.

To view the resolved request, please use the following link to log in directly or the following link to log
in manually.

Best Regards,

Note: Instructions on how to customize this email notification van be found in this chapter.

2.2. Ifthe ID is not valid, follow the next steps:
2.2.1.Set status to "UNSATISFIED".
2.2.2.Add a comment and click on the "Save" button.

" e

S (S
121014 (©-

Special request

Note: The candidate will receive the following email notification.

Dear Melissa,
Unfortunately, you provided an invalid ID.
The status of the special request you previously responded to is UNSATISFIED.

To view the resolved request, please use the following link to log in directly or the following link to log
in manually.

Best Regards,

2.2.3.Note that in the proctor's report.

Se: Myassignments  Users v  Tests v  Suveys v  Trainingcourses  Reporting v System v @1 A
Testing locations 2
Table displays List of all common sessions > YTM Common Session > Candidates %
List of all locations in the system Proctoring report
Avallabily: Jon3
List of locations you created. Location: Deme. Test | Selectone

Rate: Neutel
List of locations with you as & proctor e ]
Comment D: The candidate provided an invalid ID after the YTM proctor requested s
I List of all common sessions valid

Actior Accommodation Version unique code ¢ | Test version?
Environment: Nothing suspicious was spotted in the candidte’s

emironmen o ye)
BOR» Test version .| Mar
k
= Displayed columns Rows: 1
LY
ey YRR EY
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2.4.1 Configuring the “Special request resolved notification” email

This email notification could be customized by IFSE. To do so, you should follow the next steps:

1. Hover over the "System" in the main menu, and select "Settings and customization".

My assignments Users » Tests »  Surveys »  Training courses Reporting = ystem 1@ 1 4

Integrations

Create user
o exprt

Maintenance

&

Create test

2. On the "Notifications" tab, scroll down and click "Edit" on the 34th notification -
resolved notification".

Special request

My sssignmenta Users ~ Tests -  Surveys -  Training courses. Reporting -  System + IEIO A

16 | Feegbeck Sent Disabled W Enabled Edit
17| Grader report aubmitted Enabled W Eait Enabled W Edit
18| Graing request Ensblad W Eait Enabled ¥ Eait
19| Graging responze Ensblsd v Eait Enstled Eait
20| Job exscuted Ensblsd W Edit Enabled W Eait
21| New registation requeet Enabled W Eait Enabled ¥ Edit
22| New user profile created Disabled W Enabled Edit
23| No grasers remsin Erablsd  w Eair Ensbled Eait
24 | Notification acout tne cancellea amempr Ensblad W Eait Enabled ¥ Eait
25 | Pazawora cnanges Ensblsd v Eait Enstled Eait
26 | Proctors added to the testing seceion Enabled W Eait Enabled Edit
27 | Proguct purenased Enabled ¥ Eait Enabled Eait
28 | Profile information updated Enabled W Eait Enabled Edit
29 | Registration request spprovea Diszblsd  w Enstled Eait
20 | Registration request declined Disabled ™ Enabled ¥ Edit
3| Respona to zpecial request notification Ensblsd v Eait Enstled Eait
32 | Seceion resneduled notifications Enabled W Eait Enabled Edit
33 Special requeat notification Ensblzd W Eait Enstled v

34 | Special request resolvea notificstion Enabled W Eait Enabled v |
35 | Survey pupliznea Ensblsd v Eait Enstled

36 | Survey reault notification o zubscriners Disabled W Enabled ¥ Eait
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