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How to Schedule Exams at the Test
Accommodation Center

1 Log-In: Click "Sign In" in the Student and Staff block (with the power symbol).
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2 Sign in using your SDSU email address and password.

3 Go to Your Testing Home Page: Click "Alternative Testing".
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4 Select the class for which you want to schedule an exam from the dropdown
menu and click "Schedule an Exam".

5 Select an exam from the "Available Exam Dates" dropdown menu.



Made with Scribe - https://scribehow.com 4

6 Select the accommodations you want to use during the exam.

7 Read all the TAC terms and conditions completely and click the boxes next to each
each one.
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8 Click "Add Exam Request".

9 Your exam has now been scheduled! If you wish to schedule more exams for
this class, select each additional exam from the "Available Exam Dates" dropdown
menu and repeat steps 4, 5, & 6 for each date.
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10 Viewing Your Booked Exams: Click on "Alternative Testing" in the menu on the
left.

11 On your Testing home page, you will see a list of upcoming booked exams you
have at the TAC, including the one you just scheduled.
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12 Scheduling an Exam in a Class Without Course Instructions: If when selecting
your class, you see an asterisk (*) next to the course number, that means your
instructor has not yet submitted Course Instructions. Move forward to schedule
your exam anyway.
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13 You will see a message at the top of the screen explaining our need for the Course
Instructions from your instructor. Because we will not yet have the Course
Instructions, the exams dates will not be populated in a dropdown menu. You
should select the exam date manually and continue through the exam scheduling
process. Your exam booking will go into the system, but it will remain pending
until we receive Course Instructions from your instructor.

14 Late Bookings: If you try to schedule an exam less than 5 business days in
advance, you will receive an error message explaining that you will not be able to
schedule that exam. The message will outline your options.


