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Completing Course Instructions and Entering
Exam Dates

1 Log-In: Click "Access Instructor Portal" in the Instructor Portal block.



Made with Scribe - https://scribehow.com 2

2 Click "Continue to View Student Accommodations".

3 Navigating to you Testing Home Page: " Click "Alternative Testing".
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4 Here you will see the number of exams your students have already scheduled
prior to the submission of your Course Instructions, the number of classes in
which you still need to submit Course Instructions, and the number of exams on
the calendar for which you have not yet uploaded exams.

5 Completing Your Course Instructions, ie- Setting Up Your Classes for TAC
Proctoring: Click "Courses without Course Instructions".
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6 Here you will see a list of all classes for which you need to complete Course
Instructions. To begin submitting Course Instructions for each class, Click "Specify
Course Instructions" in the block for the class.

7 Select your preferred proctoring option from the dropdown menu. "SDS Will
Proctor Exams" is the most preferred option. Click "Confirm to Proceed".
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8 Click "Submit Your Selection".

9 This is the Course Instructions page. Please complete it fully.
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10 Use the additional comments sections to add details, such as what kinds of notes
the students can have.

11 Please note that the TAC will no longer be able to return completed exams
via email. If you would like your exams scanned and sent to you electronically,
they will be uploaded to your SDS Connect account, where you will be able to
download them.
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12 Your response(s) to this question will enable us to schedule alternate
arrangements with your students without needing to bother you for each
individual situation.

13 Once you have completed the entire Course Instructions page, click "Submit and
Continue to Specify Exam Dates".
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14 Scheduling Exam Dates: You will now need to add ALL the exam dates for this
class, including the final. Even if you are uncertain about some of your exam
dates, please use your best estimate to set your exam dates. You can always go
back and change details later. These dates will become the options from which
your students will select to schedule their exams.

15 Select which kind of exam from the dropdown menu, set the date, time, and
standard duration of the exam. Our system will calculate any additional time your
student(s) may receive as part of their accommodations.
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16 Add any instructions that might be specific to this exam only and upload the exam
file if you have it ready. If you do not have the exam ready, you can upload it at a
later time, but no later than the day before the exam at 12:00 PM.

17 Click "Save Exam Date"
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18 Repeat steps 15, 16, & 17 for each exam date in this class.

19 Applying a Completed Course Instructions Page to Other Classes: From your
testing home page, click "Course Instructions".
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20 Identify the class which has the completed Course Instructions you want to apply
to your other class(es) and click "View/Modify Course Instructions" in that class
block.

21 Click "Copy Course Instructions".
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22 The "Copy Course Instructions to" dropdown menu will show all your classes
which still do not have completed Course Instructions. Select which class you want
to apply these Course Instructions to and click "Continue".

23 Make the appropriate changes to the exam dates and times for the new class.
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24 Make sure to indicate if the same exam should be used for this class, as the
system will link the two classes if "Use Same File" is clicked.

25 Click "Copy Course Instructions".
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26 You will now have the opportunity to add additional exam dates for this class.

27 When you finished adding an exam date, click "Save Exam Date. If you do not want
to add any exam dates, click "Back to List".
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28 Adding the same Exam Date for Multiple Classes at the Same Time: From
your Course Instructions page, click the "Handy Tools: Specify Exam Date for
Multiple Courses" Dropdown menu.

29 Select the classes to which you want to add the same exam date and click
"Continue with Selected". If you would like to add the same exam date to all your
classes, simply click "Continue With All Courses".
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30 Enter all the exam details. Please note that using this method, the exam date,
time, and duration will be identical for all classes selected.

31 Type the name of your exam and upload the exam file. Finish by clicking "Save
Exam Date".


