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Important Things to Remember

* Exam requests must be made 3 days in advance of the testing date

* Exams must be scheduled to overlap with class period time, unless
prior approval has been given due to three classes in a row or other
extenuating circumstances.

* Final exams must be scheduled 5 days in advance.



Scheduling an Exam
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= Alternative Formats: You have not selected book for this class. If you do not require any book to be processed, please
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MNote: It may take up to 10 seconds to generate each PDF file.

Important Note: Your notification letter will be listed below if we have sent them to vour faculty. Please contact our office if you have any
questions or concerns.

Select Class: | Select One v Generate PDF

» Notetaking Services
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Select the
appropriate
course and
click
schedule an
exam

ALTERNATIVE TESTING

— Alternative Testing Contract(s)

Below is the list of all alternative testing contract(s) submitted through the system. You can still request exams even if there is no
alternzative testing contract specified.

Select Class: | OFFICE 123.321 - Bears, Beats, Battlestar Galactica (000046) v

View Alternative Testing Detail

Schedule an Exam

UPCOMING EXAM REQUEST(S) FOR THE CURRENT TERM

OFFICE 123.321 - Bears, Beats, Battlestar Galactica View Other Exams

Exam - Monday, August 20, 2018 at 08:15 AM Modify Reguest Cancel Request
Status: Processing

Reguest Entered on Wednesday, August 15, 2018 at 12:43:01 PM



Confirm that you have selected the correct course
and click “Continue to Schedule an Exam”

ALTERNATIVE TESTING

Class: OFFICE 123.321 - Bears, Beats, Battlestar Galactica (0D0046)

Back to Class Selection Continue to Schedule an Exam

Please contact our office if you have any questions regarding Alternative Testing request.

Questions? Contact Us!

DisabilitySupport@unco.edu
970-351-2289



CLASS SCHEDULE(S) AND LOCATION(S)

MWE 08:00 AM 10:00 AM Mot Specified Scranton Business Park

|5 _=‘ View All Upcoming Exam Requests

— Exam Detail

FI | | O Ut exa m d eta I |S Alternative Testing Contract Type: Agreement for Exams in Your Class 7/13/18
Request Type™:
and select all

View: Exam Schedule Availability

accommodations e ot

Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2010).

you will use on this e
exam. Click “Add B ————

Allow student to take exams/quizzes on #| Extra Time 1.50%

Exam Request”.

#| Reduced distraction environment at DSS

Additional Note:

| Add Exam Request | Back to Testing Requests Overview |



DSS Online will
notify you that
the exam
request was
successful. You
will also be able
to schedule
another exam
from this page.

List All Exams  View Agreement  Exams for the Current Class  Add Exam Request

| EXAM REQUEST

@ SYSTEM UPDATE IS SUCCESSFUL

System has successfully processed your request,

| A TERMS AND CONDITIONS OF SCHEDULING EXAM

Please read carefully the following terms and conditions of scheduling alternative testing in DSS:

= Any exam requests made after 05:00 PM will be processed the next business day.

= Your zlternative testing agreement allows you to request the following type of examis):

View: Exam Schedule Availability

= Please fill out the following exam request. Please note that all exams should be scheduled at a time that overlaps with vour regularly
scheduled class time, All exam scheduling requeasts are will be reviewed by DSS staff and must be given authorization before you will

| be allowsd to test.

CLASS SCHEDULE(S) AND LOCATION(S)

oo s | onire | otome

MWE 08:00 &M 10:00 AM Not Specified Scranton Business Park

|-: _=. View All Upcoming Exam Requests

— Exam Detail

Alternative Testing Contract Type:  Agreement for Exams in Your Class 7/13/18
Request Type*: |Select One ¥

View: Exam Schedule Availability

L4



You will be

Home » My Dashboard » Alternative Testing

d b | e tO V| ew a | | PSRN . TERNATIVE TESTING

Back to My Profile —| Alternative Testing Contract(s)

C u r re n t exa I I l Below is the list of all alternative testing contract(s) submitted through the system. You can still request exams even if there is no

SMS (Text Messaging)

alternztive testing contract specified.

re q u e St S u n d e r Status: In-Active Select Class: Select One v
Update Preference Schedule an Exam View Alternative Testing Detail
the Alternative
: » My Dashboard
e S | n a ' OFFICE 123.321 - Bears, Beats, Battlestar Galactica View Other Exams
. > My Profile

» SMS (Text Messaging) Exam - Monday, August 20, 2018 at 08:15 AM Modify Request Cancel Request

]
YO u WI | | a | S O b e » Mobile Access Status: Processing
Request Entered on Wednesday, August 15, 2018 at 12:43:01 PM

» Egquipment Checked Qut

UPCOMING EXAM REQUEST(S) FOR THE CURRENT TERM

» Reguest New Accommaodations
a e to C a n C e » My Mailbox (Sent E-Mails)
OFFICE 123.321 - Bears, Beats, Battlestar Galactica View Other Exams

¥ My Accommodations Exam - Wednesday, August 22, 2018 at 08:15 AM Modify Request Cancel Request

modif
O r O I y » Information Release Consents Status: Processing

Request Entered on Wednesday, August 15, 2018 at 01:22:10 PM

5 My Eligibility

re q u e StS h e re . > List Accommodations

% Alarmatives Tackinn



DSS Online will automatically email your
orofessors notifying them that you have scheduled
an exam. It will provide a link for your professor to
upload the exam and provide exam instructions
(formerly known as the blue sheet).

*It is still a good idea to remind your professor
that this notification should be in their email.



Alternative Testing Contract

* Your professors are required to fill out an alternative
testing contract for their course. They will receive a
link to this contract when your accommodation letter
Is emailed.

* There may be a time when you need to schedule an
exam before your professor has completed the
alternative testing contract for your course

* You will still be able to schedule your exam, however
your professor will need to complete this contract
before the exam can be administered.



This
:) roce d u re Login as User Feature OVERVIEW

Back to My Profile
ooks almost i\
Please read the following message(s) regarding your account:

[ ]
d e n t | C a | Status: In-Active = Your To Do List:
° 1. OFFICE 123.321 - Bears, Beats, Battlestar Galactica

Update Preference

Welcome Franky Stein! My Profile My Mailbox {Sent E-Mails) My Accommodations Sign Out

= Alternative Testing: Your instructor has not submitted an alternative testing contract for this class. Please let your
instructor know that the link to initiate an alternative testing contract is inside the faculty notification letter sent by our

= Alternative Formats: You have not selected book for this class. If you do not require any book to be processed, pleass

» My Dashboard let us know.
° » My Profile = Please confirm your need for Notetaking Services for this class. To confirm your request, please go to Motetaking
Sernvi ction.
I I I > SMS (Text Messaging) Srvices section
5 Mobile Access If yvou have any questions, please contact our office.
* » Equipment Checked Out Disability Support Services
i DisabilitySupport@unco.edu
» Reguest New Accommaodations Phone: §70-351-2284
> My Mailbox (Sent E-Msils) Rl

VP D{d)eaf/HOH: 970-373-5303
Michener L-80

[ ]
Campus Box 139
[esting on

» Information Release Consents

» My Eligibility . PRINTING FACULTY NOTIFICATION LETTER IN PDF
our - S
h b d Note: It may take up to 10 seconds to generate each PDF file.

Important Note: Your notification letter will be listed below if we have sent them to yvour faculty, Please contact our office if you have any
questions or concems.

Motetaking Services

»
»
» Deaf and Hard of Hearing Select Class: | Select One A Generate PDF
» My E-Form Agreements

»

H Sianup Lt Ly



Select the appropriate course and click
“Schedule and Exam”

My Dashboard

Home 3 My Dashboard » Alternative Testing

Back to My Profile — Alternative Testing Contract{s)

) Below is the list of all alternative testing contract(s) submitted through the system. You can still request exams even if there is no
SMS (Text Messaging) alternative testing contract specified,

Select Class: | OFFICE 123.321- Bears, Beats, Battlestar Galactica (000046) - No Alternative Testing v

Status: In-Active
Update Preference Schedule an Exam View Alternative Testing Detail \

D =

> My Dashboard Please contact our office if you have any questions regarding Alternative Testing request.
> My Profile DisabilitySupport@unco.edu
> SMS (Text Messaging) 970-351-2289

* Mobile Access

You will see a notification that there is no Alternative Testing Contract for your course.



Click “Continue to Schedule an Exam”

My Dashboard

Home » My Dashboard » Alternative Testing

Login as User Feature ALTERNATIVE TESTING

Back to My Profile

Class: OFFICE 123.321- Bears, Beats, Battlestar Galactica (000046) - No Alternative Testing Contract Specified
SMS (Text Messaging)

Continue to Schedule an Exam

Status: In-Active Back to Class Selection

Update Preference
Questions? Contact Us!

Please contact our office if you have any questions regarding Alternative Testing request.

DisabilitySupport@unco.edu
» My Dashboard 070-351-7289

» My Profile

% CMC (Tawt Mareaaina®



Fill out all
information for
your exam.
Remember to
select all
accommodations
yvou will use while
testing. Click “Add
Exam Request”

Exam Detail

Select Class™:

Request Type®:

Date™:

Time™:

Additionzl Mote:

| OFFICE 123.3221- Bears, Beats, Battlestar Galactica

View: Exam Schedule Availability

|8/20/2018 |
Hint: Enter date in the following format Month/Day/ear {i.e. 12/31/2010).

lsAM v | (15 7|

— Services Reguested™®

Allow student to take exams/quizzes on #| Extra Time 1.50x

paper

#| Reduced distraction environment at 0SS

Add Exam Request Back to Testing Requests Overview




UNIVERSITY OF

DSS Online will COLORADO

notify you that

Home » My Dashboard » Alternative Testing

yo u r‘ ALTERNATIVE TESTING
Back to My Profile
@ SYSTEM UPDATE IS SUCCESSFUL

g ( ing) System has successfully processed your request,

Status: In-Active

re q u e St h a S Update Preference A TERMS AND CONDITIONS OF REQUESTING EXAM WITHOUT ALTERNATIVE TESTING CONTRACT
m Please read carefully the following terms and conditions of scheduling alternative testing in DSS:
e e n S e n t . YO u My Dashboard = Any exam requests made after 05:00 PM will be processed the next business day.
My Profile = Your alternative testing accommodation zllows you to request the following type of examis):
S C h e d u | e » Information Release Consents Select Class®: | OFFICE 123.321- Bears, Beats, Battlestar Galactica v
> My Eligibility
> List Accommaodations
a n O t h e r e X a | I l STl View: Exam Schedule Availability
> Alternative Formats
R » MNotetaking Services Date*: I:I
from this page ’
°

SMS (Text Messaging)
View: Exam Schedule Availability
Mobile Access

Equipment Checked Out = Please fill out the following exam request. Please note that all exams should be scheduled at 3 time that overlaps with your regularly
scheduled dlass time. All exam scheduling requests are will be reviewed by DSS staff and must be given authorization before you will

Request New Accommodations e

My Mailbox (Sent E-Mails)

¥ My Accommodations Exam Detail

WO W W W W W

Deaf and Hard of Hearing Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2010).




=xam =

re q u e StS Home » My Dashboard » Alternative Testing
ALTERNATIVE TESTING

[ ]
W I t I,‘ O u t Back to My Profile — Alternative Testing Contract(s)
. ) Below is the list of all alternative testing contract(s) submitted through the system. You can still request exams even if there is no
A | te - n a t I Ve SMS (Text Messaging) alternative testing confract specified.

Select Class: Select One

Status: In-Active

T e St . n g Update Preference Schedule an Exam View Alternative Testing Detail
m UPCOMING EXAM REQUEST(5) FOR THE CURRENT TERM

Contracts  ne

will appear

under a red

heading

OFFICE 123.221 - Bears, Beats, Battestar Galactica Instructor Has Not Submitted Alternative Testing Contract

My Profile
Wiew Other Exams Requested in the Same Class

Exam - Monday, August 20, 2018 at 08:15 AM

SMS (Text Messaging)
Mobile Access
Approved Accommodation(s):
= Extra Time 1.50x

Equipment Checked Qut
Request New Accommodations

» Reduced distraction environment at DSS

EER R TP e R

My Mailbox (Sent E-Mails)

¥ My Accommodations



At this point your professor will receive
notification that you have scheduled the
exam and an additional notification reminder
to fill out the Alternative Testing Contract.

*It is a good idea to remind your professor
that these items should be in their email.



Scheduling an Exam Late

CLASS SCHEDULE(S) AND LOCATION(S)

T T T T

MWE 08:00 AM 10:00 AM Not Specified Scranton Business Park

|§ :=‘ View All Upcoming Exam Requests

— Exam Detail

- O | | OW t h e p reV| O u S Afemative ”th::’ Agreement for Exams in Your Class 7/13/18
orocedures. Input the e
exam details and click ol ] s

Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2010).
— Services Requested™*

((Ad d Exa m Re q u eSt’, L gl;g:lstudentto take exams/guizzes on #| Extra Time 1.50x

#| Reduced distraction environment at DSS

Additional Mote:

Add Exam Request Back to Testing Requests Overview




CLASS SCHEDULE(S) AND LOCATION(S)

Y . | |
Ou Wi | Davs | Tenestar Date Range
,_e C e i V e a ‘ MWF 08:00 AM 10:00 AM Mot Specified Scranton Business Park

A LATE EXAM NOTICE - ACTION REQUIRED
_ate Exam

Please be aware that late exams require approval from the Testing Center.

[ ]
l\I Otl Ce a n d — Late Exam Request
[ ]
d # Reazon®: | Select One
D e re q u I re If you select Other, please specify the reason of late exam request below.
t | t Additional Information:
o
re a S O n fo r Note: Enter ADDITIONAL INFORMATION and/or ADDITIONAL TIMES you are
available (times must be approved by instructor — refer to your alternative testing
contract)

t h e | a te ® | | T have read and understand the late exam request policy above.
re q u e St | Submit Late Exam Request | Back to Exam Detail or Modify Date .




The system will notify you that the request
was successful.

B ] Y et e

I EXAM REQUEST List All Exams  View Agreement Exams for the Current Class  Add Exam Request

@ SYSTEM UPDATE IS SUCCESSFUL

I System has successfully processed yvour reguest,

*Please note that all late requests are subject to DSS staff and professor
approval.



You will be able to view the status of this
request under the Alternative Testing tab

| ALTERNATIVE TESTING

— Alternative Testing Contract(s)

Below is the list of all alternative testing contract(s) submitted through the system. You can still request exams even if there is no
alternative testing contract specified.

Select Class: Select One v

. Schedule an Exam | | View Alternative Testing Detail |

| UPCOMING EXAM REQUEST(S) FOR THE CURRENT TERM

OFFICE 123.321 - Bears, Beats, Battlestar Galactica View Other Exams

Exam - Friday, August 17, 2018 at 08:15 AM Modify Reguest Cancel Request
St
Late Request - Not Yet Approved
nesday, August 15, 2018 at 01:35:58 PM

Reguest En

Late Reason: Other



Questions?

If you have any questions please contact us
at

*DisabilitySupport@unco.edu
*970-351-2289



mailto:DisabilitySupport@unco.edu

