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1. GENERAL INFORMATION 
 
MyQtest testing system provides advanced ways of administering different kinds of 
testing solutions, and exams. It is adjustable to different needs and ways of testing 
and it can be used for various purposes of knowledge assessment. The testing 
system is protected from problems caused by problems with Internet connection or 
equipment malfunction, and stopped exams can be continued without losing any 
data. Furthermore, the testing system can be delivered with SSL support, which 
enables implementation through https protocol and restriction of access rights. 
Subsystems for administration and creation of SSL certificates are a basic part of 
MyQtest application. The graphic interface design and system language can be easily 
customized according to client needs. 
 

1.1. System configuration 
 
MyQtest testing system is divided into two components: 
 

1. Administration component used for administration of the entire system 

2. Client component used for testing candidates. 

 
MyQtest is a web application, which means that all components of the system are 
located on a distant server, while clients access system by a Web browser or a 
desktop application using standard components of operating system or web browser. 
 

1.1.1.System requirements 

 
For successful usage of the MyQtest application, the following system requirements 
have to be satisfied: 
 

• Microsoft Internet Explorer 6 or higher - not necessary if desktop client is used 
• Macromedia Flash Player 7 or higher  
• Minimal screen resolution 1024x768 
• Internet Connection higher than 100 Kbit/s per each test station 

• Security level for Internet zone under Internet options of Internet Explorer set 
to default level (medium) (Picture 1) - not necessary if desktop client is used  

• Programs that block pop-ups have to be disabled for MyQtest web site - not 
necessary if desktop client is used 
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Picture 1 - Setting security level of MS Internet Explorer 

1.1.2.Administration component 

Administration component is used for: 

• Candidate administration and management 
• Questions and answers management 
• Adding questions into exams 

• Reviewing candidates statistical information 
• Reviewing exams statistical information 

 

1.1.3.Client component 

Client component is used for: 
• Entering user data 
• Logging users into the testing system 

• Selection of available exams 
• Taking exams 
• Reviewing exam results 
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2. LOGICAL STRUCTURE OF THE TESTING SYSTEM 
Testing system is divided in two basic organizational parts: companies and groups.  
 

2.1. Companies 
Company is the basic logical part of testing system. Every company inside MyQtest 
system represents an entity with different candidates, questions, exams and other 
configuration parameters. Companies do not necessarily represent real companies – 
they can be used inside a real company to separate candidates and questions.  
 
Example: a company inside the testing system can represent different organizational 
units inside a real company, e.g. human resources, finance, management etc. 
 

2.2. Groups 
Groups are a second (lower) logical level of MyQtest system. All groups inside a 
company can share the same exams, while candidates can be members of one or 
more groups. 
Example: a group can represent an organizational unit inside a company or a branch-
office. 
Question pools and exams are defined inside a group, but there still is a possibility 
that an exam can be available to candidates that belong to different groups. 
 

2.3. Administration 
To access MyQtest administration interface, it is necessary to define one or more 
administrator accounts. 
There are four levels of administration authority in MyQtest: 

• Main administrator 
• Company administrator 
• Group administrator 
• Examiner 

 

2.3.1.Main administrator 

Main administrator has the highest level of administration rights, and can manage 
the testing system. 
 

2.3.2.Company administrator 

Company administrator has the rights to manage all candidates, groups, exams and 
questions in his company and all parameters of his company. Company administrator 
does not have the rights to add or remove system administrators, other companies 
and to change the education degree list. 
 

!
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2.3.3.Group administrator 

Group administrator has the rights to manage availability of predefined exams; he 
can review statistics of his group and statistics of exams and candidates in his group. 
He does not have the rights to change the configuration of exams or questions. 
 

2.3.4.Examiner 

Examiner has the lowest level of administration rights. He can create or delete 
candidates and exam groups, change the exam availability and view statistics. 
 
 

3. TESTING SYSTEM MANAGEMENT  

3.1. Administration interface 
 
To access the administration interface you need to use MS Internet Explorer 6 or 
higher. Entrance to MyQtest administration interface is located at 
http(s)://server_name/a_pages/admin_login.aspx. On the page, user must fill the 
form with his username and password and click the Log In button. 

 

 
Picture 1 – Registration to MyQtest administration interface 

 
The administration interface of MyQtest will then be opened. 
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Picture 2 - Administration interface start screen 

3.1.1.Main menu 

MyQtest administration main menu is divided into 3 groups. 
Every group includes tools for specific aspect of administration: 

• Basic administration 
- Used for basic management of the testing system – 

candidates, exam groups, exam availability, exam 
statistics, etc. 

• Advanced administration 
- Used for management of groups, questions, 

pictures for questions, modules, chapters, question 
pools and exams. 

• General administration 
- The highest level of administration that includes 

management of administrators, copying questions 
between companies and groups, and managing 
companies and education degree catalog. 

• LOG OFF 
- By selecting this option administrator can exit 

MyQtest administration interface 

• Active exams 
- This option runs the client component of MyQtest 

system 
 Picture 3 

Main menu 
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3.2. Managing administrators 
To use the administration interface of the MyQTest testing system, it is necessary to 
create at least one main administrator account. By pressing the Administrators 
button in the General administration group, the Administrators interface will be 
opened: 
 

 
Picture 4 - Administrators interface 
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3.2.1.Adding a new administrator 

To add a new administrator into the testing system: 
1. Use the form on the right side of the interface to insert the administrator’s 

data: 
- Name – insert administrator’s name. 
- Surname – insert administrator’s surname. 
- Password – insert administrator’s password. The password is used for 

logging in to the administration interface. There are no letter or length 
restrictions. 

- DOB – insert administrator’s age, or the year of birth, or the year in 
which the account was created. 

- Level of administration – select the wanted administration level for 
the new administrator. The choices are: main administrator, company 
administrator, group administrator and examiner. Levels are described 
in chapter 2.3. Administration. 

- Company – select the company in which you want the administrator 
to belong. Selection of the company is mandatory, even for the Main 
administrator. 

- E-mail – insert administrator’s e-mail. Data entered in this field is also 
the administrator’s user name for logging in to the testing system. 
Entered e-mail address must be valid. 

- Address – administrator’s address. 
- City – administrator’s city. 
- ZIP/Postal code – administrator’s postal code. 
- Country – administrator’s country. 
- Telephone – administrator’s phone number. 
- Mobile phone - administrator’s mobile phone number 
- Education degree – administrator’s education degree. 
- Occupation – administrator’s occupation. 
- Gender – administrator’s gender. 

 
2. After you insert the administrator’s data, press the Create new button, and the 

information will be stored in the database. The message “New administrator 
has been created successfully” will appear for confirmation. 

 
All created Main administrators must have a company selected. Likewise, Group 
administrators and Examiners have to be added into their corresponding exam 
groups immediately after creation. 

 

3.2.2.Viewing and changing administrator information 

To view or change administrator’s data: 
1. Press the Administrators button in the General administration group. 
2. On the left side of the interface, marked Filter, choose the company from the 

drop-down menu in which the administrator belongs. 
 

!
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Picture 5 - Results of search 

 
- If necessary, you can choose a group inside the company to narrow the 

search. 
- If you press the Not in group button, all the administrators that are not 

assigned to a group will be shown. 
- If you press the Not in company button, al the administrators that are 

not assigned to a company will be shown. 
 

3. When you select the wanted criteria press the Show button, and the list of 
administrator names that satisfy the search criteria will be shown. 

4. Pressing the Details link next to the administrator’s name will show you 
detailed information about the administrator on the right side of the interface. 

5. If you made changes to any of the administrator’s information, and you wish 
to save the changes, press the Save changes button. 

 

3.2.3.Deleting an administrator 

It is not possible to delete an administrator completely from the MyQTest testing 
system. The deleted administrator is only disabled, and cannot use the 
administration interface of the testing system. Deleted administrator will not be 
visible in the administrators list. 
 
To delete an administrator: 

1. Search for the administrator using the Filter, described in the previous section, 
and press the Details link by the administrator that you want to delete. 

2. In the Status field press the option For deletion  
 

 
Picture 6 – The Status field in the Administrators interface 
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3. Pressing the Save changes button will delete the administrator. 
 

3.2.4.Reactivating a deleted administrator 

It is possible to search for deleted administrators, and return them to the active 
state. 
To search for, and reactivate deleted administrator: 

1. Search for the administrator using the Filter, select the Show deleted option, 
press the Show button, and the list of deleted administrators will be shown. 

2. Pressing the Details link next to the administrator’s name will show you 
detailed information about the administrator on the right of the interface. 

3. In the Status field, select the Active option. 
4. To save changes, press the Save changes button, and the administrator will 

again be active with all of the privileges he/she had before deletion. 
 

3.2.5.Assigning administrator to a group 

Administrators with Examiner or Group Administrator level must be assigned to one 
or more groups. Administrators of a higher level do not necessarily need to be 
assigned to a group, but it is highly recommended. 
To assign an administrator to a specific group: 

1. Press the Administrators button located in the MyQTest Administration menu. 
2. Search for the administrator using the Filter, and press the Details link. 
3. At the lower-right part of the interface, from the drop-down menu marked 

Group, select the group into which you want the administrator to be assigned 
to, and then press the Add to group button. 

 

 
Picture 7 – Managing administrator’s group assignment 

 
4. If you want to remove an administrator from a group, select the group form 

the list and press the Remove button. 
 
 

3.3. Managing companies 
Companies are the basic logical parts of the MyQTest testing system. Every company 
has its own groups, exam groups, candidates, as well as all lower levels of the 
testing system logical structure. It was mentioned before that the companies could 
be defined and used as a substitute for organizational units inside a real 
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organization. Other mean of usage is a creation of company, which represents a real 
company that is using the MyQTest testing system. 
 

3.3.1.Creating a new company 

To add a new company inside the MyQTest testing system: 
 

1. Press the Companies button in the General administration group, and the data 
entry form will be shown in the middle of the interface. 

 

 
Picture 8 – Create a new company form 

 
2. Insert the company data: 

- Business name – company business name 
- Street – the street where the head office of the company is located 
- City – name of the city where the head office is located 
- Postal code – postal code of the city where the head office is located 
- Phone – phone number of the head office 
- Fax – fax number of the head office 
- Contact’s name – name of the company’s contact person 
- Contact’s surname – surname of the company’s contact person 
- Contact’s phone number – phone number of the company’s contact 

person 
- Contact’s mobile phone number – mobile phone number of the 

company’s contact person 
- Contact’s e-mail – e-mail address of the company’s contact person 

3. After filling the form, press the Create new company button 
 
If you followed this procedure correctly, the new company will be created, ready for 
configuration of other parameters like groups, candidates and exams. 
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3.3.2.Changing company information 

To change information of an already created company: 
1. Press the Companies button in the General administration group. 
2. When the data entry form opens, select the company from the Company 

drop-down menu for which you want to change the information. 
3. Change the wanted information inside the form. 
4. Press the Save changes button to save the changes. 

3.3.3.Deleting a company 

It is not possible to delete a company from the MyQTest testing system completely, 
but it is possible to remove the company from all lists, and disable all candidates and 
exams inside that company.  
To delete a company: 

1. Press the Companies button in the General administration group 
2. When the data entry form opens, select the company that you want to delete 

from the Company drop-down menu  
3. When the company information is shown, press the Delete Company button 

 
When you delete a company, you cannot return that company into an active 
state. The only way of returning a company into an active state is by manually 
editing the main testing system database. Caution is advised. 

 
 

3.4. Managing education degree list 
During creation of a candidate, it is necessary to select candidate’s education degree. 
You can add or change the available qualifications in the education degree list. Inside 
the testing system, the predefined education degrees are H (High School degree), 
BD (Bachelor’s degree), MD (Master’s degree), and D (Doctoral degree). 

3.4.1.Adding a new education degree 

To add a new professional qualification into the list: 
1. Press the Education degree button in the General administration group. 

 

 
Picture 9 – Management of education degrees 

 
2. When the form opens insert the name, or an abbreviation, of the new 

education degree into the field marked Education degree name. 
3. After filling the field, press the Create new button. 

3.4.2.Changing the name of an already created education degree 

To change the name of an already created education degree: 

!
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1. Press the Education degree button in the General administration group 
2. When the form opens select the professional qualification, which you want to 

change the name of, from the drop down menu. When selected, the name of 
the professional qualification will be shown in the field Professional 
Qualification. 

3. When you made the necessary changes, save them by pressing the Save 
changes button 

 

3.4.3.Deleting an education degree 

Before deletion make sure that the education degree that you want to delete is 
not in use. 
 

To delete an education degree: 
1. Press the Education degree button in the General administration group 
2. When the form opens select the education degree, which you want to delete, 

from the drop down menu. When selected, the name of the education degree 
will be shown in the field Education degree. 

3. After selection, press the Delete button. 
 

3.5. Managing groups 
Groups are the second (lower) logical level in the MyQTest testing system. Groups 
inside a company can represent business departments, or geographic locations of 
company sections. Every group inside a company has its own exam questions, exams 
and candidates, so it is possible to see the exam statistics of candidates inside a 
specific group. 
 

3.5.1.Adding a new group 

To add a new group inside the testing system: 
1. Press the Groups button in the Advanced administration group. 
2. When the form opens select the company from the drop-down menu, in which 

you want to create a new group. 
 

 
Picture 10 – Group management form 

 
3. When you select the company, insert the group name in the Group name 

field, and press the Create new group button. 

!
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3.5.2.Changing group name 

To change the name of an already created group: 
1. Press the Groups button in the Advanced administration group. 
2. When the form opens select the company from the drop-down menu, in which 

the group that you want to rename is located, and then select the group that 
you want to rename, from the Existing groups drop-down menu. 

3. After selection the group name will be shown in the Group name field, and 
you can make the necessary corrections there. 

4. To save the changes made to the group name press the Save changes button. 
 

3.5.3.Deleting a group 

To delete a group: 
1. Press the Groups button in the Advanced administration group. 
2. When the form opens select the company from the drop-down menu, in which 

the group that you want to delete is located, and then select the group that 
you want to delete from the Existing groups drop-down menu. 

3. Press the Delete group button to delete the selected group 
- If there are exams, candidates or administrators assigned to the group, 

then it will not be possible to delete that group. The interface will 
inform you why the group cannot be deleted. Make sure that you 
remove all assigned candidates, exams or administrator from the group 
before you try to delete the group. 
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4. EXAM ADMINISTRATION 

4.1. Exam components 
Every exam inside the MyQtest testing system is composed of Question Pools. 
Question Pool is the main unit of which the exam is composed. One exam can be 
composed from one or more question pools. Also different exams can share same 
question pools. 
 
Questions created inside a company are distributed into two levels: 

- Modules – a module represents the main building block for the exams. 
It can be perceived as a cluster of interconnected questions. So, we can 
create an Intelligence Test module, Computer Skills module, etc… 

- Chapters – chapter represents a subgroup inside a module. Questions 
inside a module are grouped into these smaller parts. For example, a 
module by the name of Computer Skills has chapters: Basic Computer 
Skills, MS Word, MS Excel, Internet etc. 

 
Questions are attached to a chapter inside a module. A chapter is composed of one 
or more questions, and every question can be defined differently (as multiple choice 
questions with one or more correct answers, fill in the blank questions, interactive 
simulations). Every question can have a different evaluation rule. 
 
All of the mentioned exam components are unique for every company. 
 

4.2. Exam component organization - example 
Example: a company wants to test employee’s knowledge. They want to test 
employees who work in sales and marketing. 
 
Employees from sales department will be tested in: 

A) General knowledge about company 
B) Knowledge about products and distribution 
C) Basic computer skills. 

 
Employees from marketing departments will be tested in: 

A) General knowledge about company 
B) Knowledge about products and distribution 
C) Advanced computer skills 
D) Competition’s recent marketing solutions. 

 
One of possible solutions in exam organization: 
 
A) Questions inside company 
 

o Module: General knowledge about company 
� Chapter: History 
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• Question: Year of establishment? 

• Question: Name of establisher? 
• Question: … 

� Chapter: Development 

• Question: Number of employees? 
• Question: Towns with company’s branch- offices? 
• Question: Main products and services? 
• Question: … 

� Chapter: Financial indicators 

• Question: Company’s last year finances. 
• Question: Company’s last year expenses. 

• Question: Average employee’s last year salary? 
• Question: … 

o Module: Company’s products and distributions 
� Chapter: Company’s distributions 

• Question: Mobile communication manufacturer? 

• Question: XY manufacturer country of origin? 
• Question: … 

� Chapter: Services 

• Question: Services for specific situations? 
• Question: What to do if client has a specific structure? 
• Question: … 

� Chapter: Products 

• Question: Purposes of YZ product? 
• Question: Advantages of MN product? 
• Question: … 

o Module: Computer skills 
� Chapter: MS Word 

• Questions: … 
� Chapter: MS Excel 

• Questions: ... 
� Chapter: Internet 

• Questions: … 
� Chapter: Macromedia Freehand 

• Questions: … 
� Chapter: Macromedia Fireworks 

• Questions: … 
� Chapter: Macromedia Flash 

• Questions: … 
o Module: Competition’s recent marketing solutions 

� Chapter: Advertising 

• Questions: … 
� Chapter: Graphic design 

• Questions: … 
o Module: Competition’s marketing solutions 2 

� Chapter: Slogans 
• Questions: … 

� Chapter: Activities 
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• Questions: … 
B) Question Pool’s configuration 
 

After configuration of modules, chapters and questions, it is necessary to 
create question pools for employees of sales and marketing department and 
define belonging modules and chapters: 
 
- Question Pool: Products and distributions 

� Module: Company’s products and distributions 
• Chapter: Company’s distributions, Services and Products 

- Question Pool: General knowledge about company 
� Module: General knowledge about company 

• Chapter: History, Development and Financial indicators 
- Question Pool: Basic computer skills 

� Module: Computer skills 
• Chapter: MS Word, MS Excel i Internet 

- Question Pool: Advanced computer skills 
� Module: Computer skills 

• Chapter: Internet, Macromedia Freehand, Macromedia 
Fireworks and Macromedia Flash 

- Question Pool: Competition 
� Module: Competition’s recent marketing solutions 

• Chapter: Advertising and Graphic design 
� Module: Competition’s marketing solutions 2 

• Chapter: Slogans and Activities 
 
C) Exam configuration 
 
Sales exam: 

- Question Pool: General knowledge about company 
- Question Pool: Products and distributions 
- Question Pool: Basic computer skills 

 
Marketing exam: 

- Question Pool: General knowledge about company 
- Question Pool: Products and distributions 
- Question Pool: Advanced computer skills 
- Question Pool: Competition 

 
This example shows that question pools can share same modules and chapters – 
they don’t have to share all of the chapters in the same module, they can share only 
the needed ones. 
 

4.3. Module management 
Modules represent a big group of questions inside the testing system. Modules are 
available to all the groups inside the company.  
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4.3.1.Adding a new module 

To add a new module to the testing system: 
1. Press the Modules button in the Advanced administration group. 
2. When the form opens select the company from the drop-down menu, in which 

you want to create a new module. 
 

 
Picture 11 – Module management form 

 
3. Insert the name of the module in the Module name field, and then press the 

Create new module button. 
4. Module creation will be confirmed with a status message Module successfully 

created, and a unique number will be assigned to the module. 
 

4.3.2.Changing a module name 

To change a module name: 
1. Press the Modules button in the Advanced administration group. 
2. When the form opens select the company from the drop-down menu, in which 

the module you want to rename is located. 
3. Select the module you want to rename from the Modules drop-down menu 
4. Change the module name in the Module name field, and press the Save 

changes button 
 

4.3.3.Deleting a module 

Before you delete a module, it is necessary to delete all the chapters and 
questions inside that module, and remove the module from all question pools. 
Otherwise, you will not be able to delete the module. 

 
To delete a module: 

1. Press the Modules  button in the Advanced administration group 
2. When the form opens select the company from the drop-down menu, in which 

the module you want to delete is located. 
3. Select the module you want to delete from the Modules drop-down menu, and 

press the Delete module button. 
 

4.4. Managing chapters 
Chapters can be described as segments from which the module is composed. Every 
chapter is composed of questions. 

!
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Picture 12 – Module-chapter-question relationship 

 

4.4.1.Adding a new chapter 

To add a new chapter: 
1. Press the Chapters button in the Advanced administration group. 
2. When the form opens, select the company from the drop-down menu in which 

you want to create the new chapter 
 

 
Picture 13 – Chapter management form 

 
3. Select the module from the drop-down menu in which you want to create the 

new chapter 
4. Insert the name of the chapter into the Chapter name field, and then press 

the Create new chapter button. 
5. Chapter creation will be confirmed with a status message New chapter 

successfully created. 
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4.4.2.Changing chapter name 

To change a chapter name: 
1. Press the Chapters button in the Advanced administration group. 
2. When the form opens select the company from the drop-down menu, in which 

the chapter you want to rename is located 
3. Select the module from the Module drop-down menu, in which the chapter 

you want to rename is located 
4. Select the chapter you want to rename from the Chapter drop-down menu. 
5. Change the chapter name in the Chapter name field, and press the Save 

changes button 
 

4.4.3.Deleting a chapter 

Before you delete a chapter, it is necessary to delete all the questions inside that 
chapter, and remove the chapter from all exams. Otherwise, you will not be able 
to delete the chapter 

 
To delete a chapter: 

1. Press the Chapters button in the Advanced administration group. 
2. Select the company and module from Company and Module drop-down 

menus, in which the chapter you want to delete is located 
3. Select the chapter you want to delete from the Chapter drop-down menu, and 

press the Delete button. 
 

4.5. Questions 
Questions are the basic part of the MyQtest testing system. Candidates that are 
taking the exam are not aware of the existence of chapters, modules or other 
MyQtest components, they are only aware of questions. Questions have to be 
created in unambiguous, relevant and logical manner, to avoid dilemma and similar 
problems during the exam caused by poorly formulated questions. 
MyQtest system supports text-based questions with optional graphic (pictures that 
are an additional explanation of the question text). For each question, you can define 
how it should be answered: candidate can select one or more offered text or graphic 
answers, “fill in the blank” in the text, select a particular part of the picture (hot 
spot) or even perform several consecutive steps in an interactive simulation made by 
Macromedia Flash. Furthermore, it is possible to define the scoring for every question 
– how many points are given for correct answer, are there negative points if an 
incorrect answer is given, how many negative points are given for a incorrect 
answer, etc. 
 

4.5.1.Question types 

As it was already mentioned, MyQtest system supports several question and answer 
types: selecting one or more text or graphic answers, “filling the blank” in the text, 

!
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selecting particular part of the picture (hot spot) and perform several consecutive 
steps in an interactive simulation made by Macromedia Flash. 
Remark: adding picture to an answer is supported only in text questions. 
 

4.5.1.1. Multiple choice – radio buttons 

This type of question consists of a text and/or picture based question, with arbitrarily 
set number of offered answers. Candidate can select only one of the offered 
answers. Answers can be text or graphic based. The answers are specified with little 
circles (radio buttons) beside them, which are used for selection. 
Although the testing system only accepts one answer, it is possible to have more 
correct answers in question definition and allow a candidate to select one correct 
answer between several of them. 
 
Here are some examples of radio button multiple choice questions in the MyQtest 
testing system: 
 

 
Picture 14 – Example of Multiple choice - radio buttons question 

 

 
Picture 15 - Example of Multiple choice - radio buttons question with pictures as offered 

answers 
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4.5.1.2. Multiple choice – checkbox  

This type of question consists of a text and/or picture based question, with arbitrarily 
set number of offered answers. Difference from the radio buttons is that a candidate 
can mark one or more answers as correct. The answers are specified with little 
squares (checkboxes) beside them, which are used for selection. – candidate puts 
checkmarks in squares beside one or more answers to mark them as correct. 
 
Here are some examples of checkbox multiple choice questions in MyQtest testing 
system: 
 

 
Picture 16 - Example of Multiple choice - checkbox question with textual answers 

 

 
Picture 17 - Example of Multiple choice - checkbox question with textual answers and 

additional graphic presentation of question text 
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Picture 18 - Example of Multiple choice - checkbox question with pictures as offered 

answers 

4.5.1.3. Fill in the blank 

This type of question consists of a text-based question with optional picture. 
Candidate is expected to give his answer by filling the blank in the sentence. It is 
possible to define eight possible answers, which will be considered as correct by 
MyQtest system while the other answers will be considered as incorrect.  
Answers are not case sensitive in this type of question – the testing system doesn’t 
differentiate between lower case and upper case characters. Recommendation for 
creation of questions of this type is to set one or two words, or number as correct 
answer. You should avoid longer answers (more than two words), because if a 
candidate must type a long answer to a question, and makes a spelling error, it will 
cause the testing system to consider the answer incorrect. 
 
Example of fill in the blank question in MyQtest testing system: 
 

 
Picture 19 – Example of Fill in the blank question 

 

4.5.1.4. Hot-spot 

Hot spot is a type of question that is presented to candidate as a flash file with static 
elements. Candidate has to select (by mouse click) a particular part of the picture 
which represents the correct answer. 
Instructions for creation of .swf files that are necessary for this type of question are 
located in Chapter 8.1. of this manual. 
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4.5.1.5. Interactive Simulation 

This type of question can be represented by almost any interactive simulation made 
by Macromedia Flash, using SCORM communication standards. The simulation 
evaluates and notes candidate’s performance and every step or procedure, and a t 
the end displays the information about question correctness – as a percentage of 
correct answers (steps or procedures) or in true/false format. 
 
 
 

4.5.2.Managing pictures 

Every question can optionally contain pictures, used for additional explanation of the 
question, as answers to a question, or used for hot-spot and interactive simulation 
questions. If you want to use a picture within a question, firstly you have to upload 
that picture to the server. 
The system only supports JPG format for pictures, and SWF Macromedia Flash 
format for hot-spot and interactive simulations. 
The maximum resolution of the pictures you want to use depends on their purpose: 

- if the picture is used for graphically based answers, the maximum 
resolution can be 210x190 pixels 

- if the picture is used within a question for added explanation, maximum 
recommended resolution of the picture is 780x370 pixels. With these 
dimensions, question and available answers will be fully visible in the 
candidate’s interface. Bigger pictures take more space in the interface, and 
candidates must use the scroll bars to see all of the available answers. 

 
Questions that do not include pictures for added explanation, and only have 
textual contents, must use the file “pix.jpg” , that has a resolution of 2x2 pixels 
and is automatically created inside every chapter folder. The file should not be 
modified or deleted! 

 

4.5.2.1. Uploading pictures to the server 

To upload a picture to the server: 
1. Press the Picture overview button in the Advanced administration group 
2. When the form opens, select the company, module and chapter in which you 

want to manage the pictures 
 

 
Picture 20 – Picture overview form 

 
3. After you select the chapter, a pop-up window will appear with the picture 

management interface 

!
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The picture management interface opens up in a pop-up window, so it is 
necessary to disable pop-up blocking in your internet browser, to properly use the 
MyQTest administration interface. 
 
4. The picture management interface will show all existing pictures and 

Macromedia Flash animations that are assigned to the selected chapter. The 
field for entering the path to the picture you want to upload, located at your 
computer, is located at the bottom of the interface. You can manually enter 
the path, or press the Browse… button. If you press the Browse… button, the 
Choose file dialogue will be opened in which you have to find and select the 
picture from your local hard drive, and then press the Open button. 

 

 
Picture 21 – Picture management form 

 
Note that you can select any file, regardless of extension, in the Choose file 
dialogue, but myQtest testing system only supports JPG and SWF extensions for 
use in questions. Same rule applies to manual entry of the path to the file 
 
5. When you select the path to the file, press the Upload  button, and the picture 

will be uploaded to the server. The message Upload successful will be 
displayed if there was no error. 

6. If the upload was successful, the picture thumbnail with the picture name and 
dimension will be shown in the interface. Macromedia Flash animation will 
have the Macromedia Flash animation logo instead of the thumbnail, and 
name and dimension of the animation 

 

!

!
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4.5.2.2. Deleting pictures from server 

Before you delete a picture, you have to make sure that the picture is not assigned 
to a question or an answer inside a question. Otherwise, you will not be able to 
delete the picture. 
To delete a picture: 

1. Press the Picture overview button in the Advanced administration group 
2. When the form opens, select the company, module and chapter in which the 

picture you want to delete is located 
3. When the pop-up window with the thumbnails opens, select the picture you 

want to delete by left-clicking on the thumbnail. The selected picture will now 
be shaded in blue 

4. To delete the selected picture, press the Delete button. A confirmation 
message will appear if the deletion was successful. The picture will not be 
deleted if it is assigned to a question, or an answer and an error message will 
appear. 
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4.5.3.Managing exam questions 

4.5.3.1. Adding a new question 

Exam questions should be created after you created the corresponding module and 
chapters, and uploaded the corresponding question and answer pictures on the 
server. 
To create a new question: 

1. Press the New question button in the Advanced administration group, and the 
form for creating a new question will be opened. 

 
Picture 22 – New question form 

 
Field interpretation: 

- Question text – insert the question text that is viewable to the 
candidates during the exam. It is advised to create questions with the 
text that is clearly formulated and unambiguous, to remove any 
possible misinterpretation from the candidates that are taking the 
exam. 

- Module – select the module in which the question will be located 
- Chapter – select the chapter, inside the selected module, in which the 

question will be created 
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- Question type – select one of the five provided question types 
(Multiple choice - radio buttons, Multiple choice - checkbox, Fill in the 
blank, Hot Spot and Interactive simulation) 

� If you select Fill in the blank question type, the form will 
change and show you text fields labeled Possible answers, 
used for entering up to eight expected answers to the question 

 

 
Picture 23 – New question form (for fill in the blank questions) 

 
� For Multiple choice types, the field Answer type will be 

shown, where you can choose how the answers are presented: 
as text or as pictures. This option is not used for Hot spot  and 
Interactive simulation question types 

 
- Question difficulty – select one of the four provided difficulty 

options. Selection of the question difficulty affects the number of points 
for the correct answer. Provided difficulty options are: Easy questions, 
Normal questions, Hard questions, Very hard questions. This option is 
also used during the exam configuration, where it is necessary to select 
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the number of questions from every chapter based on the question 
difficulty, to be used in the exam.  

- Question duration – used to set the duration in seconds in which the 
question, once selected, will be viewable and can be answered. If the 
time limit expires, then the candidate will not be able to view or answer 
the question any more. This option will only be active if the option to 
use the sum of the question specific durations as the duration of the 
exam is selected in the exam configuration. Default value is 60 seconds 

- Points if correct – number of points that will be added to the total 
sum of points if the candidate answers correctly to the question. You 
can enter the value arbitrarily. Default number of points depends on 
the selected question difficulty: 

� Easy questions – default value is 2 
� Normal questions – default value is 3 
� Hard questions – default value is 4 
� Very hard questions – default value is 5 

- Points if incorrect – number of points that will be subtracted from 
the total sum of points if the candidate answers incorrectly to the 
question. Default value is -1, which means that one point will be 
subtracted from the total sum of points. The value in this field can be 
set to zero, which means that there will be no points subtracted for an 
incorrect answer. You can enter the value arbitrarily 

- ECDL code – an optional field. If the testing system is used for ECDL 
(European Computer Driving License) exams, the field can be used for 
entering the ECDL question code. 

- Creation/revision date - date of question creation, or last question 
revision 

- Picture name – used to select the picture file that is going to be used 
in the question. Also, the correct picture name is mandatory for Hot 
spot or Interactive simulation question types, because the name of the 
corresponding SWF file must be entered. Picture selection is performed 

by pressing the  icon, which will open the pop-up window with the 
display of all pictures and animations inside the selected chapter. To 
select the picture or animation press Select. The pop-up window will 
automatically close, and the picture name will be inserted into the 
Picture name field. 

 



33 
 

 
Picture 24 – Selection of uploaded pictures 

 
- Company – company in which the administrator that created the 

question belongs to 
- Created/revised by – name of the administrator that created or 

revised the question 
- Question status – make sure that the Active option is selected. 

 
2. After filling the form, press the Create new question button, and the question 

will be created. 
3. When you create the question, it is necessary to create the question answers.  
 

If the selected question type was Fill in the blank, Hot spot or Interactive 
simulation, no further steps are needed, because the question is ready for 
use. 

 
4. To create the answers, after the question creation, press the Create new 

answers button, and the answer creation wizard will be opened. 
 

 
Picture 25 – Create new answer wizard – Step 1 

 
5. In the Number of offered answers field insert the number of answers that you 

want to present to the candidate, press the Next>> button, and then the form 
for creating answers will be opened. 

!
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Picture 26 - Create new answer wizard – Step 2 

 
6. If you selected the option Text in the Answer type field, then you have to type 

the answers in the provided fields. If you selected the option Picture in the 

Answer type field, then by pressing the  icon you will be able to select the 
picture that will represent the answer. 

 
If the answer is picture based, the picture name will be shown in the text 
field. 
 

 
7. To mark an answer as correct, press the Checkbox above the answer field. A 

checkmark in the checkbox indicates a correct answer. If there is no 
checkmark in the checkbox, the answer is incorrect. 

8. When you insert all relevant data, press the Review and test question button, 
and the question review form will be opened. 

9. In this interface you can test the newly created question. To test the question, 
select one of the answers and press the Test question button. Under the list of 
answers the message Correct or Incorrect will be shown, depending on the 
configuration of correct answers you made, and the answer you selected. 

 

!
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Picture 27 - Create new answer wizard – Step 3 

 
10.  When you finish testing the questions press the Save answers button, and 

the answers will be saved into the database. The message Answers 
successfully saved will be shown if there was no problem with the save 
procedure. After saving, you can select the Create new question option to 
start the creation process of a new question, or the End option, which will 
open the form for changing the created question data. 

 

4.5.3.2. Changing an exam question 

It is possible to change the created question and answer data. Changing the data will 
not affect the past usage of the question in exams. All statistics and exams that used 
the question before the changes will use the question data prior to the changes. 
To change the created question data: 

1. Press the Questions - testing and overview button in the Advanced 
administration group. 

2. There are two ways to find and access the question you want to change: 
 

- Select Company, Module and Chapter, then press the Show 
questions>>, and you will see all questions that match the Company, 
Module and Chapter criteria. 
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Picture 28 – Company, module, chapter based search form 

 
- Insert the question ID then press the Show questions>> button, 

and the wanted question will be shown. 
 

 
Picture 29 – Question ID based search form 

 
3. Next to every question, two options are offered; Show and Change: 

- Show will open the form that shows the question and answers with 
attached pictures, as they are shown in the exam. In this form you 
can also test the question. 
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Picture 30 – Question testing and preview 

 
- Change will open the interface to change the question and answer 

data 
4. Press the Change button to open the interface for changing question and 

answer data. This interface is identical to the New question interface 

 
Picture 31 – Change question form 
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- Along with the standard question options there are two new fields at 
the bottom of the interface: 

• Question appeared field shows how many times the question 
appeared in exams that it is assigned to 

• Percentage of correct answers shows, in percentages, how 
many times the question was correctly answered in all of the 
exams that it is assigned 

 
If the question has an assigned picture, and you want to exclude it, it is 

necessary to select the pix.jpg file by pressing the  icon.  
 
5. To save the changes made to the question press the Save changes button. 
6. To change, add or delete the existing answers, press the Review/Change 

answers button, and a pop-up window with interface for changing answers 
will be opened.  

 
Picture 32 – Answer details form 

 
7. For every answer you can select one of the options: 

- Change option will allow you to change the answer text and if the 
answer is correct or incorrect. If the answers are in form of a 
picture, then you need to insert the picture filename as the answer 
text. To save the changes, press the Save changes button, or press 
the Cancel button to abort the changes. 

- Delete option will delete the answer from the question 
8. To create and assign a new answer, press the Create new answer button. A 

new and empty field will be created in which you have to insert the answer 
text, mark it as correct or incorrect, and then save the changes by pressing 
the Save changes button 

!
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9. When you are finished changing the answer data, just close the pop-up 
window. 

 

4.5.3.3. Deleting an exam question 

Deleted question is not physically deleted, just unavailable for use in the testing 
system. If you delete the question, the candidate and exam statistics for the exams 
that used the question prior to deletion will not be affected. 
 
To delete a question: 

1. Press the Questions - testing and overview button in the Advanced 
administration group. In the form, select the company, module and chapter in 
which the question you want to delete is located, or, if you know the specific 
QuestionID, press the QuestionID button and insert the ID number. 

2. Press the Show questions>> button. 
 

 
Picture 33 – Question change/delete form 

 
3. To delete the question or questions, mark the checkbox by the question you 

want to delete in the Delete column and press the Delete selected button. 
 

4.6. Question pool management 
Next step in creating an exam is the creation of question pools. Exams are composed 
of one or more question pools, while the question pools are composed of modules, 
chapters, and questions. 
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4.6.1.Creating a question pool 

To create a question pool: 
1. Press the Question pools button in the Advanced administration group, and 

the Question pool form will be opened. 
2. Select the company and group for which you want to create the question pool. 

 

 
Picture 34 – Question pool management form 

 
3. Insert the question pool name in the Name field, and select an administrator 

that is assigned to the selected group from the Administrators drop-down 
menu. 
 

Assigning the administrators to groups is described in chapter 3.2.5. Assigning 
administrator to a group 
 

 
4. When you have entered the data, press the Create question pool button 

 

4.6.2.Changing question pool data 

To change the name or the administrator of the question pool: 
1. Press the Question pools button in the Advanced administration group, and 

the Question pool form will be opened. 
2. Select the company and group in which the question pool that you want to 

change is located. 
3. You can change the name of the question pool, or the assigned administrator 

in the Question pool data part of the form 
4. When you have changed the data press the Save changes button 

 

4.6.3.Deleting a question pool 

Deletion of a question pool will only be available if there are no assigned chapters in 
the question pool, or if the question pool is not assigned to an exam! 
 
To delete a question pool: 

!
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1. Press the Question pools button in the Advanced administration group, and 
the Question pool form will be opened. 

2. Select the company and group in which the question pool is located, and then 
select the question pool you want to delete from the Question pool drop-down 
menu. 

3. Press the Delete question pool button to delete the question pool. The status 
message Question pool successfully deleted! will be shown if there were no 
problems with the deletion process 

 
 

4.6.4.Assigning modules and chapters to a question pool 

Once you created the question pool, it is necessary to assign modules and chapters, 
to the pool. When you assign the chapter to the question pool you can select which 
questions from that chapter will be used in the exam. During management, the 
questions that appeared in the exam will be specifically marked, and the percentage 
of correct answers to the question will be shown. Also, it will be possible to select 
which specific question will be available in the question pool. 

4.6.4.1. Adding modules and chapters into a question pool 

To add a module, and specific chapter: 
1. Press the Question pools button in the Advanced administration group, and 

the Question pool form will be opened 
2. Select the company, group, and the question pool in which you want to assign 

the modules, and chapters. 

 
Picture 35 - Question pool management form 

3. After selection, press the Show questions in question pool button, and the 
form for module and chapter assigning will be opened 
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Picture 36 – Form for assigning chapters and questions into a question pool 

 
4. Select the module and chapter from the drop-down menus, and press the 

Assign chapter to question pool button. The chapter will be assigned to the 
question pool, and the name of the chapter will be shown in the text box that 
contains all assigned chapters. Questions from the assigned chapters will be 
shown in a table below the text box. You can assign any number of chapters 
into the question pool. 

5. To make the questions active in the question pool and available to the exam, 
you need to include them by marking the checkbox in the Include column. 
Questions that are not marked will not be assigned to the question pool, but 
can be assigned later. You can also include all questions from the selected 
chapters by pressing the Include all button. When you are finished including 
the questions, press the Save button. 

 

4.6.4.2. Removing modules and chapters from question pool 

To remove a module, and all of its chapters from the question pool: 
1. Press the Question pools button in the Advanced administration group, and 

the Question pool form will be opened 
2. Select the company, group, and the question pool from which you want to 

remove the modules and chapters, and then press the Show questions in 
question pool button to open the assignment form. 

3. Select the chapter from the list that you want to remove from the question 
pool, and press the Remove selected chapter from question pool 
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4.7. Managing exams 

4.7.1.General 

Only after you configured modules, chapters, questions and question pools, it is 
possible to configure the exams that use those parts. The exam configuration is 
separated into two related units. In the first unit you can configure the exam name, 
duration of the exam, pass percentage, etc. In the second unit you can assign 
question pools, random selection of questions, etc. 
 

4.7.2.Configuring basic exam data 

Before a detailed exam configuration, you have to create the exam, and define its 
basic parameters. 
 

4.7.2.1. Creating a new exam 

To create a new exam, and to define its basic parameters:: 
1. Press the Exams - basic data button in the Advanced administration group, 

and the exam basic data form will be opened. 
2. Select the company, and group in which you want to create the exam. 
3. Insert the exam data that includes: 

 

 
Picture 37 – Basic exam data form 

 
- Available to entire company – designates if the exam is available to 

entire company, regardless of group. 
- Exam name – the exam name. It is recommended that the exam 

name is descriptive, but short. The exam name is shown to candidates 
before and during the exam taking. 
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- Exam administrator – the field is automatically field with the 
administrator’s name that is creating the exam. 

- Pass percentage – the percentage value that the candidate must 
satisfy so that the exam is marked as passed. 

- Pass criteria – it is required to select one of the pass criteria from the 
drop-down menu: 

� Total percentage – a candidate must achieve a set percentage of 
correct answers, regardless of question difficulty. Example; if a 
exam has a total of 40 points (sum of specific points of every 
question in the exam), and the candidate must satisfy a 50% 
criteria, then the candidate needs at least 20 points to pass the 
exam. The Pass percentage value is used! 

� Category oriented percentage – a candidate must satisfy the set 
percentage for every category. The candidate must satisfy all of 
the set category criteria to pass the exam. The Pass percentage 
value is not used! 

� Total percentage AND category oriented percentage – candidate 
must satisfy the set pass percentage and all category specific 
percentages. The Pass percentage value is used! 

� Total percentage OR category oriented percentage – candidate 
must satisfy the set pass percentage or all category specific 
percentages. The Pass percentage value is used! 

- Result overview – selection of result presentation at the end of the 
exam. You can choose one of these options: 

� Minimal – only the pass or fail information will be shown at the 
end of exam. 

� Normal – the pass or fail information, pass percentage, and 
achieved percentage will be shown 

� Summary – the pass or fail information, pass percentage, 
achieved percentage, and question difficulty specific percentage 
will be shown. 

� Detailed – the pass or fail information, pass percentage, 
achieved percentage, chapter specific percentage, and chapter 
specific percentage will be shown 

- Duration – exam duration. You can choose one of these options: 
� Total exam time – if selected, a new field will appear in which 
you have to insert the exam duration in minutes. When the time 
expires, the exam is stopped, the candidate cannot access the 
questions any more, and the results are shown. During the 
exam, the candidate can access any question at any time, and if 
needed change the answers. 

� Defined by specific question duration – the exam duration is set 
using predefined time that was set at every question, and 
cannot be set manually. A candidate must answer to the 
question in the defined period. When the question time expires, 
the testing system automatically presents the next question. 
Candidates can move to the next question, but cannot return to 
the previous question. 
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4. When you are finished with data entry, press the Create new exam. 

4.7.2.2. Changing exam data 

To change the exam data: 
1. Press the Exams - basic data button in the Advanced administration group, 

and the exam basic data form will be opened. 
2. Select the company, and the group, in which the exam you want to change is 

located. If the exam is available to the whole company, you only need to 
select the company. 

3. Select the exam you want to change from the Exam drop-down menu and the 
exam data will be shown. 

4. After you made the changes to the exam data, press the Save changes button 
 

4.7.2.3. Deleting an exam 

Before you delete an exam, make sure that the exam is not currently assigned to an 
active exam group. Also, make sure that no candidates are currently taking the exam 
that you want to delete. 
 
To delete an exam: 

1. Press the Exams - basic data button in the Advanced administration group, 
and the exam basic data form will be opened. 

 
Picture 38 - Basic exam data form 

2. Select the company, and the group, in which the exam you want to delete is 
located. If the exam is available to the whole company, you only need to 
select the company. 

3. Select the exam you want to delete from the Exam drop-down menu and the 
exam data will be shown. 
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4. In the exam status field, select the For deletion option, and press the Save 
changes button 

4.7.3.Detailed exam configuration 

When you have defined the basic exam data, it is necessary to configure the exam 
details. You have to select the question pools that will be used and the number of 
questions from each question pool based on the question difficulty. If the exam was 
configured to have predefined category pass percentage, it is possible to define it 
here and also to select random selection of questions from the question pool. 
 
To configure the exams: 

1. Press the Exams - configuration button in the Advanced administration group, 
and the form for exam configuration will be opened. 

 
Picture 39 – Exam configuration form 

2. Select the company and group in which the exam you want to configure is 
located, and then the exam that you wish to configure. If the exam is 
available to the whole company, it is not necessary to select a group. 

3. If the exam was previously configured, the table with a list of question pools, 
grouped according to question difficulty, will be shown. If you are creating the 
configuration for the first time, the table will not be shown. 

 

4.7.3.1. Assigning question pools 

The first step of exam configuration is to assign the question pools. If the exam is 
available to the whole company, you will be able to assign question pools from every 
group inside the company. Otherwise, you are able to assign only the question pools 
inside the selected group. 
 
To assign a question pool into the exam: 

1. When you selected the exam you wish to configure, select the question pool 
you want to assign to the exam from the Question pool drop-down menu. 

2. To add the question pool press the Assign button. 
3. The question pool will be assigned to the question pool, and will be shown in 

the table. 
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4.7.3.2. Removing question pools 

To remove an assigned question pool from the exam: 
1. When you select the company, group and the exam, select the question pool 

you want to remove from the Question pool drop-down menu. 
2. To remove the question pool from the exam press the Remove button. 
3. When you remove the question pool from the exam, the removed question 

pool will not be shown in the table. 
 

4.7.3.3. Configuration of exam parameters 

In the next step you have to determine the number of questions, from every 
difficulty group, in the exam. Selecting the number of questions from every difficulty 
group is automatically summed to the total number of exam questions. 
Also, it is possible to select if the exam questions will be randomly selected from the 
difficulty groups, or if all of the candidates will have the same sequence of questions. 
Further, if you selected the option for category based pass percentage, you will have 
to define the percentage here. 
 
When you assigned the question pools to an exam, they will be sorted in the table 
according to the question pool name, and the question difficulty. 
 

 
Picture 40 – Selection of questions in the exam according to question pool and question 

difficulty 

 
The number of selected questions and the number of available questions from all 
question pools are shown in the table header. 
The table contains information concerning Question pool ID, name of the question 
pool and question difficulty inside every question pool. 
 

4.7.3.3.1 Changing the number of exam questions 

To change the number of questions that are used from every question pool, thereby 
to change the total number of questions, you need to change the number in the 
Selected column of the table next to the wanted question pool. When you change 
the number of selected questions, you automatically change the total number of 
questions in the exam. 
You will not be able to select the number of questions greater than the number of 
available questions in the difficulty group of a question pool. 
 

To confirm the change in the Selected field, you need to move the cursor from 
the field, by selecting any other field. For example, change the value in the 
Selected field, and click on the Pass percentage field. !
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4.7.3.3.2 Changing the pass percentage 

It is possible to change the Pass percentage field, which defines the percentage of 
correct answers that must be satisfied in every question pool for the exam to be 
marked as passed. 
To use this parameter, it is necessary to select an option from the Pass criteria, in 
the basic exam data, that uses the Category oriented criteria. The selectable options, 
in the Exams - basic data, are: 

• Category oriented percentage 
• Total percentage AND category oriented percentage  
• Total percentage OR category oriented percentage  

 
To confirm the change in the Pass percentage field, you need to move the cursor 
from the field, by selecting any other field. For example, change the value in the 
Pass percentage field, and click on the Selected field. 

4.7.3.3.3 Enabling randomized selection of questions 

If there is more than one question in a question pool, it is possible to enable the 
random selection of questions, which means that every candidate has a dissimilar 
sequence of questions. Every candidate will have the same number of questions, but 
in another sequence. This option prevents candidates from cheating.  
Also, if the number of selected questions is less than the number of available 
questions, and the randomization option is selected, it is more likely that two 
candidates will not get the same questions during the exam taking.  

 
Picture 41 - Selection of questions in the exam according to question pool and question 

difficulty 

 

!
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5. CANDIDATE ADMINISTRATION AND EXAM ENABLING 
 
It is necessary to create a candidate account in the testing system for every 
candidate that wants to access and take the exam. Also, it is necessary to create 
exam groups, define exam availability, and enable the candidates to take the exam 
using the MyQTest exam interface 
 

5.1. Managing candidates 
To access the candidate administration interface press the Candidates button in the 
Basic administration group. By managing candidates, you manage the candidate’s 
user account that enables the candidate to access exams, and statistics of taken 
exams. 

 
Picture 42 – Candidate management form 
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5.1.1.Adding a new candidate 

By adding a new candidate, you create a new candidate account that enables the 
candidate access and take the exams. 
After you create the account, the candidate can log in to the testing system by using 

his or hers e-mail and password 
information. 
 
To add a new candidate into the 
testing system: 

1. Press the Candidates button 
in the Basic administration 
group 

 
2. When the form opens, you 

have to fill the candidate 
information in the right side 
of the form: 

• Name - candidate’s 
name 

• Surname – 
candidate’s surname 

• Password – insert the 
wanted candidate’s 
password 

• DOB – an optional 
field. Insert 
candidate’s year of 
birth, or year of 
account creation 

• Company – select the 
company into which 
the candidate 
belongs to 

• E-mail – this is a 
mandatory field, and 
it must contain a 
valid candidate’s e-
mail address. The e-
mail address is used 
as the candidate’s 
user name in the log-
in procedure. Entered 
e-mail must be 
unique throughout 
the testing system; 
two candidates 
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cannot have the same user name/e-mail 

• Address, city, ZIP/postal code, and country – optional information about 
candidate’s residence 

• Telephone and Mobile phone – optional candidate’s phone contact 
• Education degree – select the candidate’s education degree from the 

drop-down menu Profession – optional information about candidate’s 
current profession 

• Gender – select the candidate’s gender 
3. When you fill the candidate’s basic data, select the Active option in the Status 

field 
4. To create the candidate, press the Create new button. Successful creation will 

be confirmed with a status message, otherwise an error message will inform 
you why the candidate was not created 

 

5.1.2.Searching for candidates 

It is possible to search for a single candidate, by using several filters that narrow the 
search parameters, and eventual results. 
 

For every search, selection of a company in which you want to find the candidate 
is mandatory. 
 

 

 
Picture 43 – Candidate search form 

 
The available filters are: 

!
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• Company 

• A group inside a company 
• Exam groups 
• By candidate’s surname 
• By candidate’s e-mail 

Additionally, you can filter the results by the first letter of the candidate’s surname 
Also, if the search results span several pages, it is possible to select the number of 
the search page, and number of results on a single page. Further, by selecting the 
Show deleted option, you can search for deleted candidates only. 
 
 
To search for a candidate: 

1. Press the Candidates button in the Basic administration group, and the search 
form will be opened  

2. Select the company in which you want to search for the candidate 
3. Select the search criteria in the Filter 1 and Filter 2 fields 
4. To see the search results press the Show button:  

• if you want to search according to the criteria defined in the Filter 1 
field, press the Show button in the Filter 1 field. 

• if you want to search according to the criteria defined in the Filter 1 and 
Filter 2 fields, press the Show button in the Filter 2 field 

5. When you press the Show button, the search results will be shown below the 
Filter fields. To see detailed candidate information, press the Details option by 
the candidate’s name and surname, and the candidate’s information will be 
shown in the right side of the interface. 

 

5.1.3.Changing candidate’s information 

To change the candidate’s information: 
1. Search for the candidate, and display candidate’s information, as it was 

described in chapter 5.1.2. 
2. When the candidate’s information is displayed at the right side of the 

interface, make the necessary changes. The only data that you cannot change 
directly is the Password field. The procedure for changing candidate’s 
password will be described in chapter 5.1.4. 

3. When you changed the candidate’s information, make sure that the option 
Active in the Status field is selected, and then press the Save changes button. 

4. A status message will inform you if the changes were successfully saved, or if 
there was an error. 

 

5.1.4.Changing candidate’s password 

To change the candidate’s password: 
1. Search for and display the candidate’s information, as it was described in 

chapter 5.1.2. 
2. When the candidate’s information is displayed, press the Change button next 

to the Password field. 
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Picture 44 – Change password form 

 
3. A pop-up window will be opened, in which you have to enter the new 

password two times. 
4. To save the changes to the candidate’s password press the Change button. A 

status message will confirm the change, or inform you of an error 
5. Close the window by pressing the Close window button. 

 

5.1.5.Removing a candidate 

It is possible to delete the candidate from the testing system, but the candidate’s 
information will not be permanently removed for the testing system’s database. 
To delete the candidate: 

1. Search for and display the candidate’s information, as it was described in 
chapter 5.1.2. 

2. Select the For deletion option in the Status field. 
3. Press the Save changes button to delete the candidate. 

 
Candidate information, and candidate’s statistics are not permanently deleted from 
the testing system’s database, but are removed from the standard view. During the 
search procedure, you can select the option to search for deleted candidates. 
 

5.1.5.1. Reactivating a deleted candidate 

If you want to return a deleted candidate into an active state: 
1. Search for the candidate’s information, by selecting the Show deleted option, 

and display the candidate’s information, as it was described in chapter 5.1.2., 
2. Select the Active option instead of the For deletion option in the Status field, 

and press the Save changes button. 
 

5.2. Managing exam groups 
To enable candidates to access the exams, it is necessary to define an exam group. 
Candidates and exams are assigned to the exam groups, which enables an overview 
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of available exams to the candidates through the client component. Exam groups 
enable the usage of the testing system by multiple candidates at the same time, by 
configuring the availability of the exams for every candidate. In addition, exam 
groups are used for easier statistical overview based on a single exam group. Exam 
groups are defined on a group level inside a company. 
Different exam groups with different exams and/or candidates can exist in the 
testing system at the same time. 
 

5.2.1.Creating an exam group 

To create an exam group: 
1. Press the Exam groups button in the Basic administration group, and the exam 

group form will be opened 
 

 
Picture 45 – Exam groups form 

 
2. Select the company and group inside which you want to create a new exam 

group. 
3. Select the day, month, and year of the exam group creation, and insert a 

descriptive exam group name. The exam group name will be automatically 
generated. 

• example, if you select day 09, month 11 and year 2006, and you insert 
the name “Marketing”, the testing system will create an exam group 
called “09.11.2006_Marketing” 

4. When you insert the necessary information, press the Create exam group 
button, to create the exam group 

 
The usage of group code is optional, and is described in detail in chapter 5.2.3. 
 

5.2.2.Changing exam group name 

To change exam group name: 
1. Press the Exam groups button in the Basic administration group, and the exam 

group form will be opened 
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2. Select the company and group inside which the group you want to rename is 
located. 

3. Select the exam group you want to rename from the Exam group drop-down 
menu 

4. Insert the new day, month, year and exam group name in the Exam group 
name field. The exam group name will be automatically generated according 
to the inserted data. 

5. To save the changes press the Save changes button. 
 

5.2.3.Deleting an exam group 

To delete an exam group: 
1. Press the Exam groups button in the Basic administration group, and the exam 

group form will be opened 
2. Select the company and group inside which the group you want to delete is 

located. 
3. Select the group you want to delete from the Exam group drop-down menu 
4. Press the Delete group button. 
Before you delete an exam group, you have to remove all of the candidates and 
exams assigned to the exam group. 
 

5.2.4.Usage of the exam group code 

In standard circumstances, the candidates have to be manually created using the 
administration interface, and assigned to created exam groups. This scenario can be 
impractical, so the group code is used in a special web page of the testing system, 
which enables the candidates to enter their information by themselves. When the 
candidate information is saved, the candidate is automatically assigned into an exam 
group using the group code. 
This option is used if the candidates that use the testing system are changed often, 
or in situations where there is no centralized candidate management, and candidates 
are able to create their accounts freely. 

!
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Picture 46 – New user registration script 

 
 

5.2.4.1. Assigning a group code into an exam group 

To assign a group code: 
1. Press the Exam groups button in the Basic administration group, and the exam 

group form will be opened 
2. Select the company, group, and the exam group. 
3. Insert a group code, that will uniquely define an exam group, in the Group 

code field. 
 

5.2.4.2. Accessing the form for candidate creation using group code 

 
You can access the candidate creation form in two ways: 

1. Directly entering the URL address in the Internet Explorer: http://name of 
myqtest server/user/user_data.aspx?C=companyID&sgc=exam group code 
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NOTE: The underlined values have to be replaced with the values defined in 
the testing system administration interface. Company ID is shown in the exam 
group creation form 
 

2. Scripting 
The exam group code can be used in scripts. You can create a script that 
automatically opens the candidate creation form in a new Internet Explorer 
window when a user logs into a computer. 
An example of a script, written in VBS script language:: 
 
Set objExplorer = CreateObject("InternetExplorer.Application") 
objExplorer.Navigate 
"http://name_of_myqtest_server/user/user_data.aspx?c=companyID&sgc=ex
am group ID" 
objExplorer.FullScreen = True 
objExplorer.Visible = 1 
Wscript.Quit 
 

In this example, the underlined values have to be changed, and the script has 
to be saved with a VBS extension. This script will start MS Internet Explorer in 
Full Screen mode. 

 
 

5.2.5.Assigning candidates into exam group 

When you create an exam group, but before you define exam availability, you have 
to assign candidates to the exam group. It can be done using the exam group code, 
and enabling automatic candidate creation. In addition, if a candidate is already 
created in the testing system, you can assign or remove him/her from an exam 
group. Note that a candidate can be assigned only to the exam groups that are 
created inside the company where the candidate is located. 
 

5.2.5.1. Assigning a candidate into exam group 

To assign a candidate into an exam group: 
1. Press the Candidates button in the Basic administration group 
2. Search for and display the candidate’s information, as it was described in 

chapter 5.1.2. 
3. On the lower-right side of the interface is a field in which candidate can be 

assigned or removed from exam groups. 
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Picture 47 – Candidate’s group assignment form 

 
4. Select the group, from the Group drop-down menu, in which the exam group 

into which you want to assign the candidate is located 
5. Select the exam group, from the Exam group, drop down menu into which you 

want to assign the candidate 
6. To assign the candidate to the exam group, press the Add attendant button 
7. The exam group into which the candidate is assigned will be shown inside the 

Attendant belongs to: list. 
 
Another way to assign a candidate into an exam group is by using the exam group 
code. That procedure is described in chapter 5.2.4. Usage of exam group code 
 

5.2.5.2. Removing candidate from the exam group 

To remove a candidate from an exam group: 
1. Press the Candidates button in the Basic administration group, and search for 

and display the candidate’s information, as it was described in chapter 5.1.2. 
2. In the list of exam groups that the candidate is assigned to, select the exam 

group that you want to remove the candidate from, and press the Remove 
candidate button. 

 
 

5.3. Creating candidates, and assigning candidates into groups 
by importing the information from MS Excel spreadsheet 

It is possible to import information from a predefined MS Excel spreadsheet. The 
data is imported when you select the company, and the exam group into which the 
candidates want to be assigned, and then by selecting the fields in the spreadsheet 
that are defined as name, surname, e-mail, password, and so on. 
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The importing application is not a standard part of the testing system, but is 
available as an upgrade of the system. 
 

5.4. Managing candidates using the LDAP protocol 
myQtest testing system supports the management of candidates using the LDAP 
protocol. Candidate management is carried out using the most of today’s Directory 
Services, like MS Active Directory, IBM Tivoli and Novell eDirectory service. This 
function is not a standard part of the testing system, but is available as an upgrade 
of the system. 
 

5.5. Managing exam availability 
When you created the exam group, it is necessary to define exam availability. By 
defining the exam availability, you assign exams into the exam group, and define 
parameters of an exam. You can define the time period in which the candidate can 
access an exam, how many times the candidate can take the exam, and eventual 
locking interval in which the candidate cannot access the exam. Also, it is possible to 
define if a candidate that passed the exam can take the exam again, or not 

5.5.1.Setting exam availability 

After you created the exams, exam group, candidates and assigned exams, and 
candidates into the exam group, it is necessary to define the exam availability. 
Through exam availability, you define the period in which the exam can be taken. 
To assign an exam into an exam group, and to define the availability parameters: 

1. Press the Exams availability button in the Basic administration group, and the 
exam availability form will be opened 

2. Select the company, from the Company drop-down menu, in which you want 
to configure exam availability 

3. Select the group, from the Group drop-down menu, to configure exam 
availability and see the list of exam groups in the selected company and 
group. 

 

 
Picture 48 – Exam availability form 
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4. After you select the company and group, the available exams for the selected 

company and group will be shown in the Available exams list, and the exams 
that are available to the whole company. For the next step, select the exam 
group, from the Exam group drop-down menu, into which you want to assign 
an exam, and press the Add exam button to assign the exam into the exam 
group. 

• Also, if the list in the Exam group drop-down menu is too big, it is 
possible to filter out specific exam groups, based on the date. You can 
define the date filter in the Exam group filter field, and by pressing the 
Load available groups button, only the specified groups will be shown 
in the Exam groups drop-down menu. Also, to remove the filter from 
the list, press the Turn off filter 

5. After you assigned the exams into the exam group, it is necessary to define 
the exam parameters that include: 

 

 
Picture 49 – Definition of exam availability parameters 

 
• defining the number of tries that the candidate can have for a single 

exam. You have to select one of the options for the number of tries in 
the Tries field: 1, 2, 3, 4 and 1000 

• in the Exam starts at and Exam ends at fields you have to define the 
date and time of the beginning and the end of exam availability. 
Outside of the defined period, candidates cannot access and take the 
exam. 

• in the Multitake field you can define if the candidate that passed the 
exam can take the exam again. Examples are: 

� if the Tries value is set to 1000, but the Multitake option is not 
set, then a candidate that passed the exam will not be able to 
access and take the exam again. 

� if the Tries value is set to 1000, and the Multitake option is set, 
then a candidate that passed the exam is able to access and 
take the exam 1000 times in the defined time period.  

• the Lock option defines how many days must pass between subsequent 
takes of the exam. So, if you want to prevent the candidate that failed 
the exam to access the exam for a set number of days, select one of 
the options: 0 days, 3 days or 7 days. If you select the 0 days option, a 
candidate will be able to retake the exam immediately after the last 
take, in the defined availability period. 

• the Examiner option, in which you have to select an examiner, that is, 
the person that is in charge of the exams. Select an administrator from 
the drop-down menu that is an Examiner or a Group administrator. 
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The selection of an administrator in the Examiner field is mandatory, or otherwise 
the statistical view for the exam will not function properly 
 
6. After you define the availability parameters for an exam, you have to press 

the Change option to save the parameters. 
 
If a candidate has access to identical exams through several exam groups (in 

situations when a candidate is assigned to two or more exam groups, at the same 
time, with identical exams), all the exams from all of the exam groups that the 
candidate is assigned to will be shown in the client component of the testing 
system. Next to the exam name, the name of the exam group that the exam 

belongs to will be shown. 
 
 

 
Picture 50 – Selection of exams 

 

5.5.2.Removing exams from the availability list 

To remove the exam from the list of available exams: 
1. Press the Exam availability button in the Basic administration group 
2. Select the company, group, and then the exam group where the exam that 

you wish to remove is located. 
3. In the available exams list, press the Delete option in the row of the exam that 

you wish to remove from the availability list. 
 

By removing the exam from the availability list, you will not delete the candidate 
results, and statistical data for the exam. 
 

!

!

!
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6. REVIEW OF STATISTICAL DATA AND EXAM RESULTS 
 
When the exam is finished, every candidate can see the results of the exam. Results 
are in a form that was defined during the configuration of the exam. In addition, it is 
possible to review different levels of statistics for any particular candidate, exam 
group, etc. 
 

6.1. Review of summary statistics 
In MyQtest it is possible to create a review of summary statistics in a specific time 
period. This statistical review can include some of the following information: 

• Exam ID – unique exam identifier in MyQtest system 
• Exam name – name of the exam in MyQtest system 
• Number of takes – number of exam takes (how many times the candidates 

accessed and took the exam) 

• Passed – number of candidates that passed the exam 
• Score (%) – average exam result expressed in percentage (proportion 

between candidate’s score in that exam and total exam score) 

• Duration (min) – average duration of exam expressed in minutes 
• M – number of male candidates who were taking the exam 

• F – number of female candidates who were taking the exam 
 

 
Picture 51 – Exam summary 

 
 

6.1.1.Generating summary statistics 

To generate a summary statistics report: 
1. Press the Group statistics button in the Basic Administration group, and the 

group statistics form will be opened. 
2. It is necessary to define the filter parameters on which the summary will be 

created. Following filters can be defined: 
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Picture 52 – Group statistics form 

• Company – select the company in which the exam is located. Selection of the 
company is mandatory, for the report to be created successfully. 

• Group – select the group inside the selected company for which you want to 
view the summary. If you do not select a group, you will not be able to select 
a specific exam group and a report for all groups and all exam groups in the 
company will be generated. 

• Exam group – select a specific exam group inside the group. If you do not 
select a group, a report for all exam groups inside selected group and 
company will be shown in report. 

• Start date/End Date – select a period for which you want to generate the 
report. The period is defined by two dates between which you want to 
generate the report. A date can be inserted inside the field (in dd.mm.yyyy 
format) or selected from a calendar that will open in a new window when you 

press the  icon.  
 

 
Slika 53 

 
3. When you defined all of the parameters are, press the Show  button to 

generate the report.  
 

6.2. Review of specific statistical information 
It is possible to generate a statistical review for each exam take. In addition, detailed 
report about the candidate that took the exam can be generated. This report can 
include detailed information and scores about every question pool, about categories 
inside the question pool (based on question difficulty) and detailed review of the 
whole exam with a list of true and false answers. It is important to mention that, if 
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there was a change in the testing system (change in question or answer text, erasing 
of a question, etc.) it will not affect statistical information of the exams taken before 
the changes were made – they will stay unchanged and will show the exact situation 
in which exam was taken. 
 

6.2.1.Generating individual statistical information 

 
To generate a report with individual statistical information of the exam: 

1. Press the Exam Statistics button in the Basic Administration group, and the 
exam statistics form will be opened. 

2. Define the filters that will ensure that only the wanted information will be 
displayed in report. The following filters can be defined: 

 

 
Picture 54 – Exam statistics form 

 

• Company – select the company in which the exam is located. Selection of the 
company is mandatory, for the report to be created successfully. 

• Group – select the group inside the selected company for which you want to 
view the summary. If you do not select a group, you will not be able to select 
a specific exam group and a report for all exam groups in the company will be 
generated. 

• Exam group – select the exam group for which you want to view individual 
statistical information. If this parameter is not specified, information about 
candidates from all exam groups inside selected group and period will be 
shown. You can filter the exam groups by date, in which case the drop-down 
menu will include only the exam groups for the selected period. To activate 
the exam group filter, specify the wanted date in the Filter Date field and then 
press the Show available exam groups button. To turn off the exam group 
filter, press the Turn off Filter button. 

• Start and End Date – specify the period for which, in combination with other 
defined parameters, you want to generate the report with individual statistical 
information. 
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3. When you defined all of the parameters press the Show  button to generate 
the individual statistical report.  

 
Picture 55 – Generated exam statistics report 

 
The generated report will contain: 

• Name and surname – name and surname of candidate who had taken the 
exam 

• Exam name – name of the exam 
• Date – date and time when the exam started 
• Result – show if candidate passed or failed 
• % - the percentage that the candidate achieved in the exam 

• min – duration of the exam 
• Examiner – name and surname of the examiner assigned to the exam group 
• Exam status – Status of the exam. Possible values are Completed, Technical 

Problems and Cheating. Completed specifies that a candidate finished the 
exam, Technical Problems specifies that exam was interrupted or finished 
because of technical problems, and Cheating specifies that the examiner 
marked the candidate as person who was cheating and stopped his exam. 

• Show  button – option which displays detailed report for a particular candidate 
 

6.2.2.Detailed report of individual statistical information 

For every individual candidate and exam, it is possible to display detailed statistical 
information.  
To generate a detailed report: 
 

1. When you generated a statistical report for an exam group, select one of the 
report types from the Report type drop-down menu. You can select one of the 
following options: 

• Summary – contains candidate’s success on the selected exam – total 
score for the exam (in percentages) and results for particular question 
pools will be displayed 
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Picture 56 – Category detailed result overview 

 
• Category detailed– contains a detailed view of candidate’s success on the 

selected exam, which includes total score for the exam (in percentages) 
and results for particular question pools divided to categories (based on 
question difficulty) 

• Question detailed – contains a detailed view of candidate’s success on the 
selected exam. Includes all questions and answers, and detailed 
information about the exam (candidate’s name and surname, exam name, 
date and time of the exam start, the time when exam finished, duration of 
exam in minutes, total score for the exam in percentages and total number 
of points achieved in exam). For each exam question, the following 
information will be displayed: question ID, question text and answers, is 
answer correct or incorrect and the number of points that the candidate 
received (if the candidate answered correctly, the number of points defined 
in the question will be displayed. If the candidate answered incorrectly, the 
number of points that the candidate lost will be shown). If the questions 
have textual answers they will be displayed in the report using 4 colors: 
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Picture 57 – Question detailed results overview 

 
- Black represents incorrect answers that were not selected by the 

candidate  
- Red color represents incorrect answers that were marked as correct 

by the candidate 
- Green color represents correct answers that were not selected by 

the candidate 
- Blue color represents correct answers that were marked as correct 

by candidate 
At the end of the report is a field with candidate’s comments, if the 
candidate wrote them at the end of the exam. 

2. After you select the report type, press the Show button to display selected 
report in a new window. 
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6.3. Review of candidate specific statistical information 
It is possible to review basic statistical information about taken exams for every 
candidate. There are two ways to display candidate specific statistical information: 
 
A) Access through the Candidate Statistics interface 
 

1. Press the Candidate Statistics button in the Basic Administration group, and 
the candidate statistics form will be opened 
 

 
Picture 58 – candidate statistics form 

 
2. Insert the candidates name and surname, press the Find button, and the 
results of the search will be displayed. Candidate’s name and surname fields 
are not case sensitive. It is not necessary to search by entering complete 
name or surname – part of the name or surname can be entered and in that 
case, the results of the search will be names or surnames that begin with the 
entered text. Example: If you enter Jo in the name field, and Smith in 
surname field, the results will contain all of the candidates whose surname is 
Smith and name begins with Jo (John, Joseph, etc.) 

3. After the results of the search are shown, press the Select button beside the 
candidate whose statistical information you want to display.  

4. Candidate’s statistical information will be shown. They include exam name, 
date and time of the start of the exam, results, score expressed in 
percentages, company, duration of exam, examiner etc. 
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Picture 59 – Candidate statistics results 

 
B) Access through the Candidate Management interface 
 

1. Press the Candidates button in the Basic Administration  group 
2. Search for the candidate for which you want to see the statistics 

 

 
Picture 60 – Access to statistical information in the candidates form 
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3. Click on Statistics button to open a new window with candidate’s statistical 

information. 
 

 
Picture 61 – Candidate’s statistical information 
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7. COPYING DATA BETWEEN COMPANIES AND INSIDE 
AN EXISTING COMPANY 

It is possible to copy specific data between two companies, or inside an existing 
company. It is possible to copy questions, modules or question pools to another 
company, or inside the same company. Further, it is possible to copy whole exams, 
which includes modules, chapters and question pools assigned to the exam, 
 

7.1. Copying questions 
It is possible to copy all exam questions and question pools from one company to the 
other, and it is possible to copy the questions into other modules and chapters in the 
same company. 
To copy the questions: 

1. Press the Question copying button in the General administration group, and 
the Question, chapter and module copy form will be opened. 

2. In the Copy question part of the interface, on the left side, select the 
company, module and chapter from which you want to copy the questions 
and, on the right side of the interface, select the company, module and 
chapter into which you want to copy the questions. 

 

 
Picture 62 – Question, chapter, module copy form 

 
3. To copy all of the questions, press the Copy questions button 
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4. A status message will confirm a successfully performed copy procedure. 
 

Before you copy the questions, you have to create the module and chapter, inside 
the destination company, into which you will copy the questions 
 

 

7.2. Copying chapters 
It is possible to copy the whole chapter, with all questions contained within, into 
another module inside the existing or another company. The copy process will create 
a new chapter by the same name inside the destination company and module, and 
then copy all of the questions with configuration and graphical objects associated 
with the chapter. 
 
To copy a chapter: 

1. Press the Question copying button in the General administration group, and 
the Question, chapter and module copy form will be opened. 

2. In the Copy chapter part of the interface, on the left side, select the 
company, module and chapter that you want to copy and, on the right side of 
the interface, select the company and module into which you want to copy the 
chapter. 

3. To copy the chapter, press the Copy chapter button. 
4. A status message will confirm a successfully performed copy procedure. 

 
Before you copy the chapter, you have to create the module inside the 
destination company, into which you will copy the chapter. 
 

7.3. Copying modules 
It is possible to copy a whole module into another company. Module copy includes 
copying all associated chapters, questions, question pools, graphical objects and 
question configuration. 
 
To copy a module: 

1. Press the Question copying button in the General administration group, and 
the Question, chapter and module copy form will be opened. 

2. In the Copy module part of the interface, on the left side, select the 
company and module that you want to copy and, on the right side of the 
interface, select the company into which you want to copy the module. 

3. To copy the module, press the Copy module button. 
4. A status message will confirm a successfully performed copy procedure. 

 

7.4. Copying exams 
The exam copy option is the most complex copying option in the testing system. It 
includes copying all modules, chapters, question pools, questions, graphical objects, 
exams and all associated configuration parameters from one company to the other 

!

!
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Picture 63 – Copy exam form 

 
To copy the exam: 

1. Press the Copy exam button in the General administration group, and the 
Exam copy interface will be opened. 

2. Select the company and group from which you want to copy the exam, and 
then select the exam you want to copy. Then, select the company into which 
you want to copy the data 

3. When you press the Copy exam button, the procedure for exam copying will 
start. Depending on the exam structure and complexity, the process can take 
some time. 

4. A status message will confirm a successfully performed copy procedure. 
 

A new group named “Group” will be created, and all of the exam elements will be 
copied into it. You can change the group name at any time in the way described 
in chapter 3.5.2. Changing group name 

 
 

8. APPENDIX AND TROUBLESHOOTING 

8.1. Instructions on how to create hot-spot interactive questions 
To create a hot-spot question you have to have Macromedia Flash MX 2004 or 
newer application package, and the template package that contains the files 
hotspotScript.as and template.fla.  
 
In the hot-spot question, a candidate has to press a certain part of the shown 
picture, that is configured as a hot-spot. A picture can have several defined hot-
spots, and in that case when the candidate presses any of the hot-spots, the answer 
is correct.  
To create a Hot-spot question file: 

1. Copy the hotspotScript1.as file into a folder where you will create new hot-
spot questions 

 

!
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Picture 64 

 

 
Picture 65 

 
2. Copy the template.fla, file into the same folder, and rename it as you wish, 

minding that the extension of the file remains .fla.  

 
Picture 66 

3. Start the Macromedia Flash MX 2004 or newer 
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Picture 67 

 

4. Select File ���� Open, and open the renamed .fla file you created in Step 2 
 

 
Picture 68 

 
5. Press the “picture” layer  on the upper-left part of the screen 

 
Picture 69 
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6. Press the Delete button on you keyboard, to remove the existing template 
picture 

 

 
Picture 70 
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Picture 71 

 
7. Select the Import->Import to stage option from the File to import the 

wanted picture on which you want to create one or more hot-spot fields. Only 
supported formats of the pictures are gif and jpeg 

 

 
Picture 72 
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8. Move the imported picture to the middle of the canvas 
9. Position the hot-spot(blue-green transparent rectangle) on the wanted 

location, and if needed change its size with the Free Transform Tool. The 
position of the hot-spot indicates the place where a candidate must press for 
the answer to be correct.  You can define several hot-spots on the picture. To 
make a second hot-spot, select the rectangle and copy/paste it to another 
location on the picture. The question will be marked as correct if the candidate 
presses any of the hot-spots. To remove a hot-spot rectangle, select it and 
press the Delete button on the keyboard. 

 

 
Picture 73 

 
10. With CTRL+Enter button combination, a SWF file will be created in the folder 

where the .fla file is located. The SWF file will be used in the testing system as 
a graphic element of the hot-spot question. The .fla file is a version of the 
question that can be changed, but the SWF file is unchangeable. Once you 
create the SWF file, you have to upload it to the testing system in a way 
described in chapter 4.5.2. Managing pictures 
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Picture 74 

 
11. You need to save the file by using the File ���� Save option, or the keyboard 

shortcut CTRL+S 
12. You have to repeat the steps 2. to 11. for every question you want to create. 

Be careful with naming the files in the same folder, to avert overwriting an 
existing question with the same name 

 
Maximum picture resolution is 685x368 pixels 
 
 
To speed up the loading of the picture in the web browser, the picture can be 
optimized before importing, in Photoshop or any other adequate graphical 
application. You should try to create the questions that are not bigger than 50 

kBytes, so the system works good even on slower connections 
 
 

! 
!
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8.2.  Short reminder for exam creation 

 
Picture 75 – Exam creation reminder 

 
To successfully create an exam that is available to the candidates: 

1. Create a module, or modules, as it was described in chapter 4.3. Managing 
modules 

2. Create a chapter, or chapters in the created module/modules, as it was 
described in chapter 4.4. Managing chapters 

3. Create the exam questions an assign them to the created module/modules 
and chapter/chapters. This step also includes defining question answers, and 
uploading the graphical elements. The creation process is described in chapter 
4.5. Questions 

4. When you define the exam questions, create the question pools, and assign 
the questions into the question pools, as it was described in chapter 4.6 
Managing question pools  

5. When you create the question pools, you have to define the basic exam 
parameters, and create the exam. The creation process is described in chapter 
4.7.2. Configuring basic exam data 

6. In the last step you have to assign question pools into the exam, and define 
detail parameters of the exam, as it was described in chapter 4.7.3.Detailed 
exam configuration 
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8.3. Short reminder for enabling candidates access to the exams 

 
Picture 76 – Candidate assignment reminder 

 
To enable the candidates to access the exams: 

1. Create the exam groups, as it was described in chapter 5.2. Managing exam 
groups 

2. Define the availability of the exams, as it was described in chapter 5.5. 
Managing exam availability 

3. Create the candidate accounts and assign them to the exam group. You can 
do this step manually, or use one of the automated procedures in the testing 
system. The candidate creation process is described in chapter 5.1. Managing 
candidates. Candidate assignment into exam groups is described in chapter 
5.2.5. Assigning candidates into exam group 

8.4. Frequently asked questions 

8.4.1.How to stop an exam if the candidate is using unauthorized 

materials? 

It is possible to abort an exam at any time if a candidate is cheating or using 
unauthorized materials. If you abort the exam in that way, the exam will be marked 
Cheating and, regardless of the candidate’s success, the exam will be marked as 
Failed  
To abort and mark the exam as Cheating: 

1. Log-in to the myQtest administration interface 
2. Press the Active exams button, in the administration Main menu, and a list 

with all currently active exams will be opened. By every candidate name in the 
list is a Delete button, which you have to press to abort a candidate’s exam, 
and mark that exam as Cheating 
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8.4.2.A candidate is created, and assigned to the exam group, but 

cannot access the exams 

The availability for every exam group must be defined. You have to check if the 
exam availability for the wanted group is correctly defined, using the process 
described in chapter 5.5. Managing exam availability 
 

8.4.3.A candidate is assigned to the exam group, exam availability is 

set correctly, but the candidate cannot access the exam 

You can configure how many times, and in what period, a candidate can access the 
exam. You have to make sure that the candidate did not previously access the exam, 
and if needed modify the exam group configuration, as it was described in chapter 
5.5. 
 

8.4.4.A candidate was created, but was not assigned to an exam 

group. Now, you want to assign the candidate into an exam 
group, but cannot find the candidate information 

When you create a candidate, and you do not initially assign the candidate into an 
exam group, you can do so afterwards: 

1. Press the Candidates button in the Basic Administration group to open the 
candidate management form. 

2. In the Filter field, select the company and leave the group and exam group 
selection empty. Additionally, you can filter the surname or e-mail address in 
the Filter 2 field 

3. When you find the wanted candidate, and access the candidate information, 
you can assign the candidate into an exam group as it was described in 
chapter 5.2.5.Assigning candidates into exam group 

 

8.4.5.An exam is started, but the questions are taking too long to 

load 

To access and take the exams, the speed of the internet connection must be 
minimally 100 kbits/sec for every candidate. Depending on the configuration of the 
exams, it would be advised to ensure at least the minimum speed for every 
candidate. The connection speed can be less than the minimal amount, but then the  
questions will load slower, and the exam taking will last longer. 
 

8.4.6.How to avert the closing of the MS Internet Explorer 
application during the exam taking? 

To prevent accidental closing of the IE application during the exam taking, it is 
possible to start IE in kiosk mode that prevent accidental closure of the application 
To start MS Internet Explorer in kiosk mode: 

1. In the START menu of the Windows operating system, select the Run option 
2. Type c:\Program Files\Internet Explorer\IEXPLORE.EXE" -k server name  in 

the Open field and press the Enter button 
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You can implement the path into a shortcut on your desktop, that the candidate will 
have to run, to access the testing system, and the exam 
 

8.4.7.During the exam taking there was a malfunction, or the 
connection with the server failed 

MyQtest testing system is protected from the loss of exam data in those situations. 
When the connection with the server returns, and the candidate logs-in into the 
testing system, the exam will continue from the place where it was interrupted, and 
all answered questions will be unaffected. Also, the exam time will continue from the 
value before the interruption. Note that the time in which the candidate must log-in 
into the testing system to continue the exam is 20 minutes. Otherwise, the candidate 
must start the exam again from the beginning. 


