Procedures for Faculty Test Facilitation

Welcome to the Faculty Guide for Test Facilitation!

Providing equitable access to testing is a vital part of fostering student success and inclusivity.
This guide is designed to help you navigate the process of facilitating tests for students with
approved accommodations, ensuring a seamless experience for both you and your students. By
following these steps, you'll help create an environment where every student has the
opportunity to thrive academically while ensuring compliance with accommodation
requirements. If these steps are not completed, students may face delays or be unable to
access their approved accommodations, potentially affecting their academic performance and
creating compliance risks for the institution.

1. From the portal, select the Instructors Log-In button.

A Main menu johnsonr@yosemite edu . log out

Welcome to DSPS Portal

\d
DSP S Application Letters of DSPS Student Schedule a Test Upload Disability DSPS Staff Calendar
Accommodation calendar Verification

Instructors Log-in

ClockWork Online Student Access

2. Once logged in, select the Courses tab.

Courses  Accommodation letters Help

Instructor Information
Welcome to the DSPS Faculty Portal. You can use this website to:

« View accommodations that have been assigned to your students
« Tell us about your upcoming mid-terms. tests or quizzes

Please click the courses link in the menu in order to get started. You will be asked to login using your school login account.

ClockWork Oniine Student Access

3. Select the Tests and Exams option for a given course.

Courses Accommodation letters Help

Courses Show term Fall Semester 2024 v Refresn

Your courses are listed below. For instructions, click the "Help' link.

Course ‘ Options
CSKLDV 610 Accommodation Letters
SECTION: 5016 ACT (TERM: 2024CFA) CC Tests and Exams

v indicates that there is at least one future test/exam in the system for the course

ClockWork Oniine Student Access

4. To enter a scheduled test/exam into the system, select the date and click Add this test.
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DSES
Courses Accommodation letters Help

Scheduled tests and examinations for:

CSKLDV 610 section 5016 ACT (2024CFA) CC : Rebekah Rog
Your scheduled accomm
materials for

examinations for this course ¢

select the Update link for the test you are providing information or

Tell us about an upcoming test

Date oftest  4510/2024 B
Tests and exams:
Type Date of test Class test ti fREi el S

| confirmed file Alion

No records to display

Back to course list

5. Fill in the scheduled Start and End times for the test, and click the Next button.

é
DSPS
1. Test details 1. Test/ Exam Information
2. Students
3. Test Information Course: CSKLDV 610 sect. 5016 ACT (2024CFA) C v O This is a final exam

4. Submit changes
Please enter the original test start and end times manually, or click on the clock icons to pick from a list. We will
calculate and apply appropriate time extensions. Please note: If you must cancel this test booking, please contact
DSPS at 209-588-5130 or cedsps@yosemite edu as soon as possible. You may also nofify the student immediately

of any cancelations or schedul changes and refer them to DSPS to reschedule, ifiwhen you approve that as the
Instructor. Thank you

Date of test 121102004 &

Test start time: 1159pm

Test end time:

Previous Next Cancel

ClockWork Online Student Access

6. The next page reveals a list of students registered for the test, please review the list and
click Next.

o

8

1. Test details 2. Students scheduled to-date for CSKLDV 610 sect. 5016 ACT (2024CFA) CC
2. Students - Below is the list of students that have registered to write this test with us so far. Please review this list and click the

‘Next' button at the bottom of the page to continue.
3. Test Information

4. Submit changes Student
Neme& | Date Time Acknowledge receipt
D

None yet

Previous Cancel

ClockWaork Oniine Student Access

7. Fill in the test details and click Next.
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DSPs

1. Test details
2. Students
3. Test Information

4. Submit changes

3. Test Information for CSKLDV 610 sect. 5016 ACT (2024CFA) CC

FACULTY - TEST INFORMATION

* Test Format - (computer based platform or paperipencil)

* How will you deliver the test copy to the Academic Testing Center ?

Please check all that apply for this Test / Exam:

O Breaks permitted

O Calculator permitted

O Dictionary permitted

O Formular permitted

O Green Book required

O Multi-part exam (add comment below)

O Notes permitted

O Open book permitted

8. Confirm the test details, upload a digital copy of the test (if necessary), and Submit

Changes.

&

DSPs

1. Test details
2. Students
3. Test Information

4. Submit changes

4. Confirm exam details for CSKLDV 610 sect. 5016 ACT (2024CFA) CC

Please review the information below and click the "Submit changes' button at the bottom of this form to submit your
changes. If you have any questions or concerns please do not hesitate to contact us

Test details

CSKLDV 610 sect. 5016 ACT (2024CFA) CC
Tue December 10, 2024 . 11:59pm -

Test information

TestFormat - (computer  paper

based platiorm or

paperipencil)

How will you deliver the  ClockWork portal upload
test copy to the Academic

Testing Center 7

Scantron required ves

Scrstch paper permitted Y&

Gan the student contact ~ Yes
you during the exam?

How should we retum the | will pick up the exam from the DSPS office
completed test copy back
toyou?

File upload

Note: If you are not able to upload a digital copy of the exam here, a paper copy of the exams, booklets
andlor scantron sheets (for each student registered in your course) must be delivered to the Exams Office
in advance of your scheduled test or exam, at least one business day in advance.

Select test/exam file to submit

Once you submit the test, it will automatically appear in the “Tests and Exams” section for the
course. You will receive an email notification whenever a student schedules this test. At this
point, ensure that all test materials (e.g., uploaded digital copies) are accurate and ready for
access by the student. If there are any updates or changes needed, they can be made directly

through the portal.
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Thank you for submitting your test!



