How To Upload Exams & Specify Testing
Instructions

The Disability Support Services (DSS) department provides Alternative Testing Services for instructors
who have students who qualify for alternative testing accommodations under the ADA.

The MyDSS system gives instructors the option of uploading exams directly to their Instructor Portal for
DSS proctors to print and administer.

The MyDss system also gives instructors the option of specifying testing instructions for specific tests.
While the Alternative Testing Agreement is applied to all tests, Exam Instructions are applied to only the
specific test in question.

DSS requests that instructors fill out the Exam Instructions for every test.

Step 1: Receive the ‘Testing Request Approved’ Notification

When DSS proctors approve a testing appointment request, the MyDSS system will send a notification
email to the instructor’s email address. The email notification will state the student’s name, course,
testing date & time, and approved testing accommodations. Underneath the testing information, there
will be a link to ‘Upload Exam or Exam Instruction.’

Step 2: Click the Upload Exam or Exam Instruction Link:

The link will direct you to the Submit Exam Electronically and Exam Instruction page on the Instructor
Portal.
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Step 2.1: Click on Exam Instructions:
You will be taken to a page with 2 questions. Please answer the 2 questions. This assists proctors in best
meeting the conditions in your classroom.

*{ Additional Exam Instructions I

1. What date & Time will this exam be taken in class (ex. 10/13 at 12:00p.)? *

2. Additional Instructions (if none, put NA) *

Submit Exam Instruction Back to Previous Page

Click the Submit Exam Instruction button.

You will be directed back to the Submit Exam Electronically and Exam Instruction page. The specific
exam instructions will be sent to DSS proctors. You can change your exam instructions at any time
before the test is proctored by following the same process.

Step 2.2: How to Upload an Exam:
From the Submit Exam Electronically and Exam Instruction page on the Instructor Portal, click the
Upload Exam link.

Click Browse to find the file on your computer.

Please indicate whether you want DSS proctors to use the same version of the exam for all DSS students
in your course

Click Upload Exam.
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