Test Sign-Up Instructions

To schedule an exam with the SDS office, you must first have been approved for an Alternative
Testing accommodation. If you would like to request an accommodation, go to our webpage:

| https://www.stmarys-ca.edu/academics/academic-resources-support/student-disability-services

And click on “SDS New Student Application”

If you have already received an Alternative Testing accommodation, follow the steps outlined
below to schedule an exam. Please schedule your exams one week in advance using the SDS
Online Site:'ﬂto://vukon.accessiblelearninq.com/StMarvsCA/

1. Once you've logged in, click on ‘Alternative Testing’ underneath the ‘My Accommodations’
section.
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2. On the Alternative Testing page, select the class for which you would like to schedule an
exam from the drop down menu, and click “Schedule an Exam”

MyProfile My Mailbox (Sent E-Mails)

My Accommadations

Sig

Welcome Daisy Duck!

SAINT
MARY'S
COLLEGE

o CALIFORNIA

My Dashboard

Home » My Dashboard » Alternative Testing

Back to My Profile

Status: In-Active |

Below is the iz %ng accommodation farmis) submitted through the system. If you cancel a tes
to re-activate the contract, please contact our office.

Select Class: | AIM 101.001 - DEMO COURSE FOR TESTING MODULE (12345)

Testing Acct Form(s)

odation form and you

Update Preference |

wome [ —"

| Schedule an Exam |

» My Dashboard

. AIM 101.001 - Demo Course For Testing Module View Other Exams
> My Profile
> SMS (Text Messaging) Exam - Wednesday, March 28, 2018 at 01:00 PM Modify Requast  Cancel Request
> Equipment Checked Out Status: Approved Locztion: TBD
» Additional Accommodation Late Request

Request Form
> My Mailbox (Sent E-Mails)

¥ My Accommodations

Request Entered on Tuesday, March 27, 2018 at 01:10:12 PM

Late Reason: Didn't know about required lead time

> Information Release Consents

> My Eligibility

> List Accommodations Questions? Contact Us!

> Alternative Testing Pleass contact our office if you have any questions regarding Alternative Testing request.

> My E-Form Agreements Student Disability Services office located in FAH190 or can be reached by phone at (925) 631-4358.



3. Fill in the exam type (e.g. Quiz, Exam, Midterm, or Final), the date and time of the exam, and
what accommodations you would like to use.

e Note: You should schedule your exam at the same time as your class. If you have a
conflict with another class due to extended testing time and are taking a test at an
alternate time, put the adjusted start time in the “Time” field, and put the original time in
the “Additional Note” field.

e All tests taken at alternate times must have faculty approval
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4. If you signed up a week or more in advance, you will see a green checkmark that says
“System Update is Successful”. If you see this, then the process is complete and you have
signed up to take your exam. You will receive a notification email once an SDS Staff member

approves the exam.

Welcome Daisy Duck! MyProfile My Mailbox (Sent E-Mails) My Accommedations  Sign O

SAINT
MARY'S
COLLEGE

o CALIFORNIA

My Dashboard

Home » My Dashboard » Exam Request

Back to My Profile
R @ SYSTEM UPDATE IS SUCCESSFUL

| System has successfully processed your requast.

List All Exams  Exams for the Current Class  Add Exam Reguest

SMS (Text Messaging)

Status: In-Active
Update Preference CLASS: AIM 101.001 - Demo Course For Testing Module (CRN: 12345)

m A TERMS AND CONDITIONS OF SCHEDULING EXAM

» My Dashboard

» My Profile Please read carefully the fellowing terms and conditions of scheduling alternative testing in SDS:
» SMS (Text Messaging) = Any exam reguests made after 05:00 PM will be processed the next business day.

> Equipment Checked Out = Your zltemative testing agreement allows you to request the following type of exam{s):
> Additional Accommodation

Request Form View: Exam Schedule Availability
» My Mailbox (Sent E-Mails)
= Student will comply with the following testing accommodation policies & procedures:

¥ My Accommodations 1. Schedule testing appointments with SDS at least 1 wesk in advance of the test date. Pleass nots, testing appointments are
scheduled at the regular class date & time the dass takes the exam. An zlternate date or time is subject to approval of instructor &
Information Release Consents sDs

>

> My Eligibility 2. Student reparts to SDS office on time for the scheduled testing appointment. Arriving mare than 15 minutes late will require
5 (e s instructor approval for SDS to administer the exam.
>
>

Alternative Testing 3. SDS staff will secure all personal belongings into pravided lockers during the testing period. ONLY testing materials will be allowed
in the testing area.

My E-Form Agreements
4. If student takes exam at alternate schedule from class, student must not share any information related to exam with other

students
iy au o 7
3"" ;\Jes,uﬁ"s._m C”HC;T Students suspected of cheating will have all exam materials collected and
il b the instructor will be notified
information:

Primarv Conrdinator



5. If you signed up with less than a week in advance, you will be shown a Late Exam Request
page. Select a reason from the drop down menu, check that you have read the policy, and click
“Submit Late Exam Request.” This will bring you to the screen above in Step 4, with a green
check mark indicating that you have successfully signed up for a test. You will receive a
notification email once an SDS staff member approves your exam.

Welcome Daisy Duck! MyProfile My Mailbox (Sent E-Mails) My Accommodations  Sign Out

: ff al s : ) wil flow
T —_— ;tshgst:;?mr!rl;:ﬂ”e | personal belongings into provided lockers during the testing pericd. ONLY testing materials will be allowed

» Information Release Consents 4. If student takes exam at alternate schedule from class, student must not share any information related to exam with other
» My Eligibility students
» List Accommodations Students suspected of cheating will have all exam materials collected and
the instructor will be notified
> Alternative Testing
> My E-Form Agreements

CLASS SCHEDULE(S) AND LOCATION(S)

L,se the rch ing mntact )
information: | MW 10:00 AM 12:00 PM 01/01/2018 - 12/01/2018 Old Main 227

Primary Coordinator
Mame: Customer Support
Phone: Not Specified A LATE EXAM NOTICE

Send Email
Ones you finish with your session, e Excen Hogmay

please do not forget to Log Out
and Close Your Browser.

Pleasa be aware that late exams require approval from your faculty member and the Student Disahbility Services office.

—

3 | Didn’'t know about required lead time X |
If you select Other, pleass specify the reason of late exam request below.

Additional Information:

Log Out |

P
Notz: Enter ADDITIONAL INFORMATION and/or ADDITIONAL TIMES you are
available {times must be approved by instructor — refer to your testing accommaodation
form)

¥ 1 have read and understand the late exam request policy above.

| Submit Late Exam Request Back to Exam Detail or Modify Date |






