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1 Introduction

After the upgrade, scheduled for February 10, 2025, the dialog for creating testing sessions will be slightly
different. This document provides instructions for creating testing sessions in the new version of the
application.

2 How to create testing sessions

2.1 Testing sessions for Al-proctored tests

For Al-proctored tests, we will have two testing sessions:

a) LLQP Al-Online Proctor Exam Session — This testing session already exists. After the upgrade, you only
need to edit it and set the "Safe Exam Browser" option from the "Browser lockdown" dropdown menu.
Click on the “Use default configuration” option. Then, click the "Save" button.
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st Scheduie tests fo candidates by creatng settings, nstniclions via emal upan sssignment 0 a esting session or when Q searchanything @ > 0 B -
booking & test.
«
A Home Soft by - ligp Filter Y New testing Import testing sessions H

@ Assignments - wumz LLOP Al-Online Proctor Exam Session
£ seitings >| @ viewtesting session
- Users - Multiple tests ‘Session is active
B candidates #’ Edit testing session
Availatie trom .
W Tests . Jan-i0-3523 0600 AN G Availablenow o Administration > ) Manage testing session password
swalatieto Test AkOnline Proctor Exam % Sharing > ) velete testing session
New et Jan-01-2026 06:00 AM CET session ™
Manage tests
2 Candidates and sharing Self-enrollment

Number of candidates in this session 16042
Test templates
Manage certificates.

Booking and purchase settings @

uestion pools

" " Booking deadline 5

Cancellation deadline Dec-01-2023 06:00 AM CET
Grading scales Booking slots available
cat

alegones Security and proctoring settings

Proctoring is enabled YouTestMe Proctoring - Default settings
8 Testing center - Testing session is not password protected
B reporting - 0
& system >

Edit testing session

v o - @ A - @ e e

Jan-1 23 00:00 Jan-01-2026 00:00 Ci (GMT -5:00)

Allow attempt finishing after expiration ©

Candidates ‘Add candidates (16042)
Allow eandidates to self-enroll @ A Required authorization ()
Who can selfenroll
Any user from the application
Specify seat baaking options (3

Booking deadline @ Canceliation deadiine @ Seathmit* @

Dec-01-2023 00:00 unlimited

Proctoring Proctoring configuration *
Al professional proctoring ‘YouTestMe Proctoring - Default settings

Browser lackdown (D Canfiguration fike for Safe Exam Browser

¢snfe Exam Browser ~ I ¢ Use default configuration
@

Access password

Notify candidates about changes via email

b) LLQP Al-Online Proctor Exam Session: PRIVATE — To create this testing session, please follow these
steps:
1. Click on the “New testing session” button.
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ns. Depending on settings, cancidates may recelve test instructions via emall upon assignment 10 a testing s

A Home Sort by v Search bytesting session name Filter Y New testing session [t T T

&8 Assignments > w1522« ACSF/CAFS February 28, 2025 at 8:30 AM H o s C College FINA312 Sec002 - Feb 14 : w1512 ACSF/CAFS February 14, 2025 at 10 AM
Test name
£ Users . slests i . i tasth
& users Multiple tests sessionis active (@D $00 unde Module Bxam sessionis active (D) Multiple tests session s active (D)
Availabie from Avaitadie from Avaiable from
Feb-28-2025 02:30 PM CET upcoming @ Feb-14-2025 04:30 PM CET Upcoming @ Feb-14-2025 04:00 PM CET upcoming @
Availabie to Av 0 Avatable to
tdio Feb-28-2025 05:30 PM CET Feb-14-2025 06:30 PM CET Feb-14-2025 07:00 PM CET
Manage tests Candidates and sharing Manual assignment Candidates and sharing Manual assignment Candidates and sharing Manual assignment
Number of candidates in this session 1n Number of candidates in this session 12 Number of candidates In this session 0
Test templates Asslgned user group  Académie Canadienne des Services Financiers Assigned user group Centennial College Assigned user group  Académie Canadienne des Services Financiers
Session link is avallable for sharing <
Manage certificates
Booking and purchase settings @ Booking and purchase settings @ Booking and purchase settings @
Question paols Available in self-enrollment mode Avallable in self-enroliment mode Available in self-enroliment mode
Grading scales
Categories Security and proctoring settings Security and proctoring settings Security and proctoring settings
Proctoring is enabled YouTestMe Proctoring - Default settings Testing session Is not proctored Proctoring is enabled YouTestMe Proctoring - Default settings
Testing session s not password protected Testing session is password protected o Testing session is not password protected
B Testing center -
& Reporting -
wsms ACSF/CAFS February 14, 2025 at 9:30 AM H w105 ACSF/CAFS February 14, 2025 at 8:30 AM H o1ms Centennial College FINA312 Sec001 - Feb 13 H
@ System - Test name
Multiple tests sessionis actve @D Multiple tests session s active @D s o i session s actve (@D
Avallabie from Avaitsdie from Avadable from
Feb-14-2025 03:30 PM CET upcoming @ Feb-14-2025 02:30 PM CET upcoming @ Feb-13-2025 10:30 PM CET upcoming @

2. Enter the name of the testing session.
3. Click on “Select one or more tests.”
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New testing session X

Active testing session @ o

Testing session name * o

¢Select one or more tests Testing location ®
Select one ~

Available from * (7 Available to * (¥ Time zone @
Europe/Budapest (GMT +1:00) e

Allow attempt finishing after expiration @

Candidates Add candidates (0)

Allow candidates to self-enroll @ Required authorization @

Who can be assigned [©)

Any user from the application v

Froctoring
No proctoring ~
Browser lockdown Q)

No browser lockdown w

Access password (7

m Cancel Play video

4. Choose “Auto-select by delivery preference” and then select Online-Al proctored from the
"Delivery preference" dropdown menu.
5. Click the “Confirm” button.
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All tests

How do you want to choose tests?
IZ'\' /' Handpick tests Auto-select by delivery preference

Delivery preference o @

Online Al-proctored o

All test with the selected delivery preferences will be added to the testing session.

6. Setthe Available from and Available to dates and times to match those of the LLQP Al-Online
Proctor Exam Session.

7. Keep the “Allow candidates to self-enroll” option DISABLED.

8. Enable the "Required authorization" option.

9. Select “Any user from the application” from the "Who can self-enroll" dropdown menu.

10. Configure the proctoring settings as shown in the image below.

11. Select “No browser lockdown” from the "Browser lockdown" dropdown menu.
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New testing session

Active testing session @ o
Testing session name *

LLQF Al-Online Proctor Exam Session

Select one or more tests Testing location

All tests with Online Al-proctored delivery Select one
preference
Available from * (M __ Available to * (® Time zone
Jan-01-2023 03:27 Jan-01-2026 08:47 Canada/Eastern (GMT -5:00)

Allow attempt finishing after expiration @

Candidates 0 9

X

Add candidates (0)

Allow candidates to self-enroll @ Required authorization @

Who can be assigned &
é}\ny user from the application ~

Proctoring Proctoring configuration * @
¢AI professional proctoring ~ YouTestMe Proctoring - Default settings e

Browser lockdown &
¢No browser lockdown v

“ Cancel Flay video

12. Load the appropriate message template.
13. Click the “Save” button.
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New testing session X

e g ]

Any user from the application w

Proctoring Proctoring configuration * @)

Al professional proctoring w YouTestMe Proctoring - Default settings o

Browser lockdown @

No browser lockdown “

Access password @

Instructions for candidates (%) 0 Load from template

BIUSA®BXXHHYw ZZSCEZT9= % L

External ID (# External name Q)]

k! [ Save Cancel Play video

Testing sessions for live-proctored tests

To create a testing session for live proctored tests, follow these steps:

1.

Click on the “New testing session” button.
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Schedule tests for candidates by creating testing epending on settings, candic:
booking afest
«
A Home Sort by - Search by testing session name
Assignments. v w1522« ACSF/CAFS February 28, 2025 at 8:30 AM H
& users - Multipie tests sessionis active (D)
Availabie from
_ FREAER I il
o et Feb-28-2025 05:30 PM CET
Manage tests Candidates and sharing Manual assignment
Number of candidates In this session n
Test templates Asslgned user group  Académie Canadienne des Services Financiers
Manage certificates
Booking and purchase settings @
Question pools Available in self-enroliment mode
Grading scales
Categories Security and proctoring settings
Proctoring is enabled YouTestMe Proctoring - Default settings
B Toatis e . Testing session Is not password protected
@ Reporting -
wsnz . ACSF/CAFS February 14, 2025 at 9:30 AM :
@ System -

Multiple tests

sessionis actve @D

Feb-14-2025 03:30 PM CET

e trom

upcoming @

2. Enter the name of the testing session according to your standard pattern.

3. Click on “Select one or more tests.”

s may receive test instructions via emad u

gnment 10 a test

Fiter Y

o 15331 | Ci College FINA312 Sec002 - Feb 14 :

Test name
Seg Funds Module Exam

sessonts actwe @)

Availaie

Feb-14-2025 04:30 PM CET

upcoming (&
Avaia

Feb-14-2025 06:30 PM CET

Candidates and sharing Manual assignment
Number of candidates in this session 12
Centennial College

Session link is avaflable for sharing <

Assigned user group

Booking and purchase settings @

Avallable in self-enroliment mode

Security and proctoring settings
Testing session Is not proctored

Testing session is password protected

ACSF/CAFS February 14, 2025 at 8:30 AM :

1013308

[

session s active @D

Av om

Feb-14-2025 02:30 PM CET upcoming @

o » ¢ A

1] New testing session Import testing sessions. H

Q search anything

w1512 ACSF/CAFS February 14, 2025 at 10 AM

Multiple tests sessionis active (D)
Avadable flom

Feb-14-2025 04:00 PM CET Upcoming @
Avasabie to

Feb-14-2025 07:00 PM CET

Candidates and sharing
Number of candidates In this session 0
Académie Canadienne des Services Financiers

Manusl assignment

Assigned user group

Booking and purchase settings @

Available in self-encoliment mode

Security and proctoring settings
YouTestMe Proctoring - Default settings

Testing session is not password protected

Proctoring is enabled

1m0 Centennial College FINA312 Sec001 - Feb 13 :

Test name

Seg Funds Module Exam

session s actve (@D

Avasadle
Feb-13-2025 10:30 PM CET

upcoming @
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New testing session X

Active testing session @ o

Testing session name * o

¢Select one or more tests Testing location ®
Select one ~

Available from * (7 Available to * (¥ Time zone @
Europe/Budapest (GMT +1:00) e

Allow attempt finishing after expiration @

Candidates Add candidates (0)

Allow candidates to self-enroll @ Required authorization @

Who can be assigned Q)

Any user from the application v

Froctoring
No proctoring ~
Browser lockdown Q)

No browser lockdown w

Access password (7

m Cancel Play video

4. Select “Auto-select by delivery preference” and then choose Online-live proctored from the
“Delivery preference” dropdown.
5. Click on the “Confirm” button.
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All tests

How do you want to choose tests?

IZ_:_ -_\j Handpick tests Auto-select by delivery preference
Delivery preference o @

Online live-proctored o

All test with the selected delivery preferences will be added to the testing session.

o -

Set the Available from - Available to time frame, typical for live sessions.
Keep the “Allow candidates to self-enroll” option DISABLED.
Enable the “Required authorization” option.

L o N

Select “Member of a user group” from the “Who can self-enroll” dropdown menu and then set the
appropriate user group.

10. Select the proctoring settings as shown in the picture below.

11. Choose the “No browser lockdown” option from the browser lockdown dropdown menu.
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New testing session X

Active testing session & D

Testing session name * O]

ACSF/CAFS February 7, 2025 at 8:30 AM

Select one or more tests Testing location @
All tests with Online live-proctored delivery Select one ~
preference
Available from * (m Availableto * & Time zone Q)
é Feb-07-2024 09:30 Feb-07-2024 12:30 Canada/Eastern (GMT -5:00) v

Allow attempt finishing after expiration @

Candidates o 9 Add candidates (0)
Allow candidates to self-enroll @ Required authorization @
Who can be assigned (%) Selectusergroup *
Member of a user group ~ Académie Canadienne des Services Financiers -

Proctoring Proctoring configuration * @
Al professional proctoring ~ YouTestMe Proctoring - Default settings ~
Browser lockdown @
No browser lockdown v
Access password ey

m Cancel Play video

12. Load the appropriate message template.
13. Click on the “Save” button.
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New testing session X

e g ]

Any user from the application w

Proctoring Proctoring configuration * @)

Al professional proctoring w YouTestMe Proctoring - Default settings o

Browser lockdown @

No browser lockdown “

Access password @

Instructions for candidates (%) 0 Load from template

BIUSA®BXXHHYw ZZSCEZT9= % L

External ID (# External name Q)]

k! [ Save Cancel Play video

Testing sessions for tests without proctoring

To create a testing session for live proctored tests, follow these steps:

1.

Click on the “New testing session” button.
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Depending on settings, canaidates may receive te

iment 10 a testing session of when

«
A Home Sort by - Search by testing session name
Assignments. v w152« ACSF/CAFS February 28, 2025 at 8:30 AM H
& users - Multipie tests sessionis active (D)
Availabie from
FREAER I il
Avaliable to
o et Feb-28-2025 05:30 PM CET
Manage tests Candidates and sharing Manual assignment
Number of candidates In this session 1
Test templates Assigned user group  Académie Canadienne des Services Financiers
Manage certificates
Booking and purchase settings @
Question pools Available in self-enroliment mode
Grading scales
Categories Security and proctoring settings
Proctoring is enabled YouTestMe Proctoring - Default settings
B Toats e . Testing session Is not password protected
@ Reporting -
wsnz . ACSF/CAFS February 14, 2025 at 9:30 AM :
@ System -

sessionis actve @D

Multiple tests

Feb-14-2025 03:30 PM CET

upcoming @

Fiter Y

o 15331 | Ci College FINA312 Sec002 - Feb 14 :

Test name

Seg Funds Module Exam

sessonts actve @)

Availadie fron

Feb-14-2025 04:30 PM CET Upcoming @

Feb-14-2025 06:30 PM CET

Candidates and sharing Manual assignment

Number of candidates in this session 12
Assigned user group Centennial College
Session link is avaflable for sharing <
Booking and purchase settings @
Available in self-enroliment mode
Security and proctoring settings
Testing session Is not proctored
Testing session is password protected on
w105 ACSF/CAFS February 14, 2025 at 8:30 AM H
Multiole 1 sessionis active @D
A om
Feb-14-2025 02:30 PM CET upcoming @

Q search anything Q

1, New testing session Import testing sessions. H

w1sne . ACSF/CAFS February 14, 2025 at 10 AM

sessionis active (D)

Multiple tests

Avaiable from

Feb-14-2025 04:00 PM CET upcoming @

Avasable to

Feb-14-2025 07:00 PM CET

Candidates and sharing
Number of candidates In this session 0

Académie Canadienne des Services Financiers

Manusl assignment

Assigned user group

Booking and purchase settings @

Available in self-enroliment mode

Security and proctoring settings
YouTestMe Proctoring - Default settings.
Testing session is not password protected

Proctoring is enabled

o1ms Centennial College FINA312 Sec001 - Feb 13 H

Test name
Seq Funds Modul session s active (D)

Avasad n
Feb-13-2025 10:30 PM CET

upcoming @

2. Enter the name of the testing session according to your standard naming pattern.

3. Click on “Select one or more tests.”
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New testing session

Active testing session @ ()

Testing session name *

X

Q

éSeIect one or more tests

Available from * (7 Available to *

Allow attempt finishing after expiration @

Candidates

Allow candidates to self-enroll &
Who can be assigned

Any user from the application

Froctoring

No proctoring

Browser lockdown

No browser lockdown

Access password

Testing location

Select one

Time zone

@

Europe/Budapest (GMT +1:00)

Add candidates (0)

Required authorization @

Play video

4. Select “Hand pick test” and then choose the test(s) you want to include.

5. Click on the “Confirm” button.
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All tests X

How do you want to choose tests?

'©- Handpick tests 'Z:__::' Auto-select by delivery preference

© 0 N

ID 1L Test name 7. Type Creation time 1. External ID 7L
Q search Q search Select one v Q

100005 Vérification d'équipement Test Apr-08-2022 05:44 PM CEST

100004 Equipment Validation Test Test Apr-06-2022 11:37 PM CEST

100038 Test Al Proctor Test Sep-26-2024 08:38 PM CEST AI_TEST
100039 Canadian Investment Funds Course Exam Test 0ct-29-2024 03:42 PM CET CIFC_YTM_1...
100029 Ethics Canada Module Exam Test Dec-08-2022 04:47 PM CET ETC_101
100037 Canadian Investment Funds Course Exam Test May-29-2023 09:02 PM CEST CIFC_YTM_1...
100040 Cours sur les fonds d'investissement au Can... Test Oct-29-2024 03:51 PM CET CIFC_FR_YT...

100027 Life Module Exam Test Dec-08-2022 04:39 PM CET Life_101

Save displayed columns set « (< 1 2 3 Rows: 17

ol -

Set the Available from - Available to time frame, typical for Centennial College sessions.

Keep the “Allow candidates to self-enroll” option DISABLED.

Enable the “Required authorization” option.

Select “Member of a user group” from the “Who can self-enroll” dropdown menu, then assign the
Centennial College user group.

. For the proctoring option, leave it set to “No proctoring.”
. Select the “No browser lockdown” option from the browser lockdown dropdown menu.
. Set a password to lock the session.
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New testing session X
Select one or more tests Testing location @
Ethics Canada Module Exam Select one ~
Available from * (#) Availableto * (%) Time zone o
¢ Feb-06-2025 16:30 Feb-06-2025 18:30 Europe/Budapest (GMT +1:00) ~

Allow attempt finishing after expiration @

Candidates 0 Q Add candidates (0)

Allow candidates to self-enroll & Required authorization &

Who can be assigned (7 Select user group *

? Member of a user group w Centennial College v

Proctoring

¢ No proctoring w

Erowser lockdown @

¢ Mo browser lockdown w

Access password @

é- °

Instructions for candidates (%) Load from template

m Cancel Play video

13. Load the appropriate message template.
14. Click on the “Save” button.
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New testing session

e o e

Member of a user group W Centennial College
Proctoring

No proctoring W
Browser lockdown D)

No browser lockdown W
Access password @

Instructions for candidates (%)

BIUSA®BYNSXHHYDIZEZSEST= %7

External ID (*) External name

ozl -

X

@ | Load from template

Play video
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