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Uploading Exam Files and Downloading
Completed Exams

1 Navigate to your Alternative Testing home page by clicking "Alternative
Testing".
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2 Uploading a New Exam: Select an exam from the list for which you have not yet
uploaded your exam file.

3 Type the title of the exam in the "Title or Exam File Note" field.
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4 Click "Choose File", select the file from your computer, and click "Upload File".

5 Uploading the Same Exam File for Multiple Exams: From your testing home
page, click "Course Instructions".
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6 Click the "Handy Tools: Upload Exam File for Multiple Exam Dates" dropdown
menu.

7 Select a date that is 7 days in advance of the scheduled exams and click "Find
Exam Dates".
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8 Select to which exam dates you would like this exam file applied. Type the name of
your exam and upload the exam file. Click "Upload Exam".

9 Downloading Completed Exams: Click "Completed Files"
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10 Identify the exam you would like to download and click "Download"

11 Where is the Exam?: The exam will now be in your computer's Downloads folder.

12 Note About the New Cover Page: Each exam will now have a cover page. That
cover page was not only the instruction sheet we used during the proctoring of
that exam, it was also the electronic communication tool our new system used to
route that exam to your SDS Account. We cannot omit cover pages from exam
uploads.


