Instructor Portal

How to View Students’ Accommodation

1. Review FERPA (Confidentiality Statement) then press Continue to View Student Accommodations.

My Dashboard Unified Blogs Staff Access Wehsite Control Proctor

Home ¥ Instructor Homepage » Imstructor Authentication Page

INSTRUCTOR AUTHENTICATION PAGE

REMINDERS
¥ Views and Tools
Please read the following prior to complating the form:
> Dn Vi : ;.
A By dickang on the followng button, 1 adknowledge that I have recefved and understand the school's FERPA palicy as it pertains to student
» Course Syllabus records.
» Altemnative Testing FERPA (Confidentiality Statement)

» Altemative Formats

Alang with the right to acoess the records of students comes with the responsibility to dents partiularly as

> Motetaking Services outhined in the Family Educational Rights and Privacy Act (FERPA). Student Records ar he faculty and !-:.gl'f who hawve
& legitimate need to know their contents; however, you do have a responsibility to maintain confidentiality.
» Desf and Hard of Hearing
Reminders:
» Please REFRAIN from usng SHARED (PUBLIC) COMPUTER
» March 27 * REMEMBER TO SIGN OUT AND CLOSE THE BROWSER COMPLETELY AFTER YOU ARE FINISHED ACCESSING THIS
NECRMATION

Registration Opens for Summer

Last dav &

drop with an
automatic grade of “W"

> May 17
End of Term

Logoul
Dnce you Finish vith your session,
please do not forget to Log Owt
and Close Your Browser,

Log Out



2. Listed are all students who are in the class with active accommodations. Click View to review FNL
(Faculty Notification Letter). Contact DSS with questions conceming the FNL.
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3. Ifastudent has a “Yes”under Test, a “Disability Support Services Schedule & Proctor Form” will need to
be completed. Note: This will replace the Proctor form that was completed before each exam. Unless
something changes, this form will only need to be completed once. Select Alternative Testing.
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4. Select Continue to Specify Disability Support Services Schedule & Proctor Form. If the instructor
teaches multiple courses, be sure to select the correct class. A proctor form will need to be filled out for
each class taught.
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5. Review the description and instructions. Complete the form. There are spaces provided for additional
notes and comments.
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Questions include the following:
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What materials are students allowed to use on the exam (this question applies to all
students).

Allow Start Time Flexibility (students may have classes before or after a class period. We
request flexibility to ensure additional test time accommodations are met.)

How the exam will be sent to DSS

How the exam will be returned to the instructor

Format of the exam

Online exam information (if it is not applicable, select n/a)

List of Exam Dates and Start Times (if changes are needed after form is submitted, an
updated form will be needed).

Additional break time information

Exam Lengths — please specify regular class exam length without time accommodations for
each type of exam given. If an exam type is not listed, please contact DSS.

Instructor Phone Number — This will only be used if an issue occurs during the exam.

6. Select Submit Disability Support Services Schedule & Proctor Form when the form is completed.

7. If changes need to be made to the Proctor form, select Alternative Testing under Views and Tools.
Choose the correct course and select View. Make the necessary changes and then select Update
Disability Support Services & Proctor Form.
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Once you finish with your session,
please do not forget to Log Out
and Close Your Browser.

| Log Out |

ALTERNATIVE TESTING List Exams  Completed Exams Files  Students’ Courses

LIST DISABILITY SUPPORT SERVICES SCHEDULE & PROCTOR
FORM

Hint: If you need to make any changes, please select the following Disability Support Services
Schedule & Proctor Forms and click View. If you would like to make a copy of your Disability
Support Services Schedule & Proctor Form to another course, please use the following
function to select your source Diszbility Support Services Schedule & Proctor Form and your
other couy
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Copyto: | v[ | copy |

STEP 1 - SELECTACTION

Available Tools: Upleoad File to Exam(s) ~

STEF 2 - SELECTFROM THE FOLLOWING COURSES

Hint: Check the box next to each student who should recaive the exam you are uploading.
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