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Introduction

This article demonstrates the submission of predefined forms during the registration and booking

processes.

2 C(Creating user groups

There are the following types of user groups:

. .
i yout stme User groups

General: This is the default type for all user groups. If a group falls under this type, its sub-groups
must also belong to the general category.

Country: In addition to the general type, we have another top-level user group known as "Country."
Sub-groups of this type can only be user groups of the "School" type. In practice, we may have
country-based user groups like Canada, Turkey, and Italy. For instance, the Canada group may have
sub-groups representing specific schools within Canada, such as Havergal College, Lakefield College
School, and Appleby College. This pattern applies to Turkey and Italy as well.

School: These are sub-groups of the country group. User groups of this type can also have their own
sub-groups, typically of the "Teacher" type.

Teacher: Teacher groups are sub-groups of the school group. In practice, these would encompass
all the teachers within a specific school.

User group type: School l| User group type: Country
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3 Custom forms

Custom forms can be configured under the Users module.

. o
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A form can be of type registration or booking and can have a draft or published status. When a form is
initially created, it is in a draft state and cannot be used until you publish it.

The actions allowed on forms are as follows:

1. Edit - You can edit a form by adding new elements, deleting old ones, or modifying them.

2. Preview - By clicking on this option, you can see how the form you have created will appear to
users who will use it.

3. Publish - To start using a draft form, you must publish it.

4. Submission - These forms are mainly displayed during registration and booking, but the submission
option allows all users you add to fill out the form (My profile - > My form submissions ) even if they
are not on the registration or booking page.

5. Delete - Delete the form you have created.

. ]
i youtestme Forms Q searcnanyt G Y
) GetCertfied
A
- e ==
_ Actions 0 Name Description 14 Type Status.
acirod E] 0 orm Regist Publ
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3.1 Registration

3.1.1 Creating a registration form

To create a registration form, click on the "Create New" button.

.: youtestme

GetCentfied

]
Forms Q search anything P o A A
Farma ==
Actions [ Name TL Deseription 11 Type Status
a a a
100002 Registration Form Registration Published
100001 Booking Form Booking Published
100000 Registration Form Example Registration Published
= Save table settings <« ¢ 1] [» 0~ & 3

Every form contains elements, and you need to add and define all the elements you want in your form.

An element is added by clicking the "Create New" button.

© youtestme

Forms e [SIPSIF

Add new form

Registration
Form elements m
Actions. Label 14 Deseription 1 Type Required Shown Disabled Position 1} User field to update
a
Wo form giement
= Save table seting « < R ET ]
Form conditions
Actions Name 11 Position 14 Condition +1 Actions 1
No form conditions
B Save table setiogs « (% 1 'T BL
n conee

When creating an element, you need to define the following:

1. Label: The name of your element in the form.
2. Description: You can optionally enter a description of that field.

3. Type:
a.

I

Define the type of element you want it to be. Possible values are:
Text: Users can enter any text when filling out the form.
Number: Users can only enter a number when filling out the form.
Date: Users can select a date when filling out the form.
Datetime: Users can select a date and time when filling out the form.
Time: Users can select a time when filling out the form.
Select_One: Candidates will have a dropdown and can choose one of the offered values.
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4. Required: If an element is marked as required, the candidate cannot submit the form without
providing an answer.

5. Shown: If marked as "Yes," this form element will be displayed on the form by default. If marked as
"No," it will only appear under specific conditions defined.

6. Disabled: Whether the field is editable. If set to "Yes," candidates will not be able to enter data into
this field.

7. Position: Where this form element will be positioned on the form.

8. User Field to Update: Which field on the profile this element will update.

Add new form element

To see an example of created form, watch this video.

3.1.2 Creating a registration link

Once you've created a form, you need to create a registration link that will contain that form.

To create a registration link, go to User Profiles and select the Registration Links tab. Click on "Create New'
and fill in all the information, making sure to select the form you previously created for the Form option.

(]
niyoutestme User profiles Q, searchanything @ > & A ":\\.
GetCertified

List of all users Users created by me Crestenewuser  Custom user properties Registration links
A Home

Greste new registration links, overview, edit of delete the existing ones, Use “Copy 1o clipboard” option to share s link nd theresy invite new users. When visising the link, & new user is redirected 1o the registration page. After successful registration, the role snd groups specified in the link configuration will
be automatically assigned to the user.

_ Registration inks
. S — -
Q a a
User groups Na registration links.
Roles and permissions. = Save table settings € €[] » w0~ - . Rows: 0

Wy prafile

Once you've created a registration link, send it to your candidates.
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Getcenified
List of all users Users created by me Create new user Custom user properties Registration links
A Home
o clipbaard e link and thereby nvite
B assignments -
_ Registration links
Hame 11 Description 14
User profiles
Q a
User groups X
Registration link with form
Roles and parmissions

= save table settings

My profile

3.1.3 Candidate's perspective

<«
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Q, Search anything

Path 11

C N ao(lv

r— @
Copy link path to clipboard

When a candidate clicks on the registration link, they will be redirected to a screen with a "Submit Form"

button.

ni youtestme

GetCertified

Pamner cooe ©

™ Submit form
Tm not a robot R
ACAPTERA

By continuing, you agree to YouTestMe's Privacy Policy

Already have an account? Log in

BE pplication language

Clicking on this button will display the created form.

Welcome o YouTestMe GetCertified!

A3 9 start, we advise 1o

+ Try the application as a student

+ Try the application as an instructor

+ Try the application as a prostor

+ Try the application as an administrator

Yeu can find various other Instructional materials on:

« YouTestMe Support page

I you have any questions whatsoever, please contact us at

+ support@youtestme.com

Contact suppart
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3.2 Booking

3.2.1 Creating a booking form

Submit form
Phene Number
32432843

Date of birtn

Jsin grovp
School Name

Sapienza University of Rome

Jaingraus

“ cene

Similar to registration, creating a booking form involves designing its elements and necessary conditions. As

an example, we have created a form with the following elements:
1. Teacher Full Name (a dropdown list)

2. Teacher Email Address
3. Parent Full Name
4. Parent Email Address

.
i, youtestme Forms
] GeCertifed

Type

A Home Booking
& Assignments -
Form elements
& Users -
-
Actions. Label 14
Q
® workspaces ~
Teacher Full Name
T -
(Jachiec Emait Addysex
New test : Parent Full Name

Parent Email Address.
Manage tests

= Save table settings
Manage certificates

Question pools

Form conditions
Grading scales A -
Q
Question categories
Teacher
® Testing center -~ By
@ Surveys - = Save table settings
® Training courses -

“ Saee
«

{0}
Description 14
EECB&A -
Position 14 Condition 14
Q Q
1 Teacher Full Name SET

2 Parent Full Name SET

EEEE -

)

Q, search anything

» ¢ A

Type Required Shown Disabled Position 1L User fleld to update
Select one v Select one v Select one v Select one v a Select one v
Select.One No Yes No 1

Text No No No 2
Select_One No Yes No 3

Text No No No 4

W o
Actions 14
Q

SET_SHOWN Teacher Email Address

SET_SHOWN Parent Email Address

W o2
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3.2.2 Creating a testing session

When creating a testing session, you need to:
1. Enable the self-enrollment option.
2. Choose the form under the booking settings.

New testing session X

Candidates and sharing -

~

o

Select who can book this session if s available in the future, of who can 13 available immediately

(@) Any user in the system

O Only users from a user group © Select user group v
Allow only for training course members O Select training course  +
Test access links

Generate URL to direct test access ©
Generate guest link for this session ©

Authorization restriction

Require additional authorization to enroll into test ©

Booking settings -
Bcking deadine ©  Canceliaton desdive ®
capecty ©

(@) uniimited number () Limited number

Fom ®

I Booking Form Example v l

“ i
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3.2.3 Candidate’s perspective

When a candidate navigates to the "My Assignment" page, they need to click the "Submit Form" button to
display the "Start" button.

. (-]
i youtestme ~ Mytests Q soxensnyting e > & A A
[ GetCartified Wiew the bgt of yous booked 1es13 of tests available for Daoking, Take e Tests, of Breview your rEDOMA. '
Filer by staus sortby Fives by workspsce [} © Playvideo
A Home
all(n) - Available first - Select one - english Reset filters &, Check equipment 1

& Assignments ~
available now

My tosts
English
My surveys

My training courses

User goup Location
L Q.
& Users -
. Booking deadiine
calabie seats
BB Lnimited & S
@ vorkspaces - 04:34 PM OEST
Acsilabl from Avilsle o
E Sep-05-2023 i Sep-30-2023
Test. -
® e 0434 PM CEST 0434 PM OEST
T ‘ m
B suneys -

Clicking on the "Submit Form" button will show the form you have defined.

Submit form

Teacher Full Name

Parent Full Name *

Select one
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