Procedures for Student Test Facilitation

1. Select Schedule A Test from the DSPS portal.
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2. Afterlogging in, Click Schedule a test, mid-term or quiz.

Schedule a test, mid-term or quiz ) My upcoming events  Help

Student Test-Booking and Accommodations
Welcome to the Student Test-Booking and Accommodations website. You can use this website to

« Schedule a test, mid-term or quiz

+ Schedule a final exam

« Check your upcoming scheduled appointments, tests and exams

« View your accommodations that have been assigned by your DSPS Counselor
« Print out a pdf copy of your accommodations letter

Please click the Schedule a test, mid-term or quiz link in the menu in order to schedule a test, or choose the menu option that you would like to use. You
will be asked to login using your school login account
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3. Read the instructions, then click Next.
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Welcome Test Facilitation Request

Welcome o the Online Test Booking wzard. This wizard wil qude you trough fhe process of scheculng your fest
4. Select course

with us. You may abort this process at any time by clicking the ‘Cancef button at the bottom of each page.
2.Class test date and time

P that your instructor will notification with the details of your test booking,

AT D You will need to have the following information handy in order to successfully schedule your test:
5. Additional Requirements 1. The name and section number of the course you want to schedule a test for, and the instructor's name and
6. Select your test time email address

2. The dae, start time and duration of the test

[CCoofimnanciconelets) 3. Youmust be scheduiing your test a minimum of three (3) business days before the test.

Click the Next button below to get started.
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4. Select the course of your test and click Next.
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Welcome 1. Select course

1. Select course Please select the course you would like to schedule a test for from the list below.

2. Class test date and time Course Info

3. Confirm prof info Course:

4. Choose accommodations CSKLDV 610 ACT 50

5. Additional Requirements
6. Select your test time

7. Confirm and complete previous Cancel

ClockWork Online Student Access

5. Enter the scheduled date, time, and duration of the test, then click Next.
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Welcome 2. Class test date and time
1. Select course Please specify when the test is taking place Enter class test duration in minutes
2.Class test date and time Specify a date and time
3. Confirm prof info Date of class test
4.Choose accommodations 1211012024 &

5. Additional Requirements

Time of class test.
6. Select your test time

7. Confirm and complete HE00pE
Class test duration:
1 B 4
(hours) (minutes)

Select a previously submitied date and time
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6. Enter and confirm the instructor’s information, then click Next.

&

pses
# Main menu G o out
Welcome 3. Confirm instructor information
fi¥Seiectcomse Please verify the following information and correct anything thatis missing or incorrect
2. Class test date and time Course Info
3. Confirm prof info CSKLDV 610 section 5016 ACT (2024CFA) CC - (R EENED
4. Choose accommodations
5. Additional Requirements Instructor Info
CELRRIATD You must enter the Instructor email address in order to continue.
7. Confirm and complete
Instructor name:
E———
Instructor email
L]
Provus Cancl
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7. Select your accommodations for the test and click Next.
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Welcome 4. Choose accommodations

1. Select course

od below are the accommodation(s) that have airéady been approved for you by your counsellor. Please check
off the accommodation(s) that you feel are necessary for this test

Available accommodations

2.Class test date and time

3. Confirm prof info

P ——. “ note: Only with a check wil be o
5. Additional Requiremsnts oistraction.reduced testing area

6. Select your test tire 0 Extra time on Test (1.6%)

7. Confirm and comlete ) Scribe / Reader for tests

1 Use of Spell Check on tests

[Chockal] [Grecknare]
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8. Fill in the Additional Information and click Next.
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Welcome 5. Additional Requirements

1. Select course Please il in the appropriate information below.

2. Class test date and time Test / Exam additional information

3. Confirm prof info

ECEccasleceenodstions) If you are taking the exam at a different time than the rest of the class, you must get this

approved by the instructor first. Please indicate the time and day you would like to take
the exam below once you receive approval by your instructor.

5. Additional Requirements
6. Select your test time
7. Confirm and complete

Do you noed to take your test at a differont day or o than your schodulod class tmo?
Did you get instructor approval fo this change?

Please provide the date and time you are requesting to take your test:

Requested Date for the test:

Milyyyy E

Roquested Time forthe tost:

NOTE - We may need documentation proof for approving the request for an
alternate testing date and time

provous | [ coneer
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9. Choose the time to take your test and click Next.
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Welcome 6. Select your test time
£ Siet oo Pioase seloct a & of e dateMtimes in ha list
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be made. We can be rea

2. Class test date and time

(ask S mesiutaiics wi

3. Confirm prof info Available dates & times

4. Ch ”

s bopsriians o Nota: If none of the dates/times below are possible 10r you then you have the 0ption of calling or visiting us
5. Additional Requi ements In person to see if alternate arrangements can be made.
8- Mkiact your Wit Sl B Thursday June 27 230 PM 10 4:30 PM
7. Confiem and complete

A spot was found for you 15 Wil your st pleses

{ptiln| UOW 10 continue schaduling your test

10. The final step is to verify and acknowledge the test information by checking the box and
click Finish.

7. Confirm and complete

A Bctosemse Your tentative test information

2. Class test date and time Tentative test date and lime
Thu Jun 27, 2024 , 2:30 PM to 4:30 PM (2 h)
3. Confirm pref info Cowse informetion
g A T Fake BIO COURSE Code Section
5. Additional Requirements.
8. Select your test time Fake Instructor . email@email com

7. Confirm and complete
Class tost gate / time.

Thu Jun 27, 2024 3:30 PM (1 h)
* Note: this is not your accommodated writing time

Azcommodabons required
+ Enlargod Print for Tosts
+ Exira time on Test (2x)
 Private Room for testing
+ Scribe / Reader for losts

Addaional requicements

Qi acknowledg that the information | am submitting is correct 1o the bost of my knowledge.




