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Welcome to the online test proctoring scheduling portal.
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Select the course you would like to schedule your test in.  
Click the “Tests and Exams” link on the right.
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Choose the date your ODS student(s) will take this test. This may not be the same date that your class takes this test.
Click the “Add this test” tab.
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Is this a final exam? Make sure to check this box!



				


Enter the start time that your ODS student(s) will start this test. 
Is the class period 50 or 75 minutes?  
The end time above for your ODS student(s) equals the start time plus the class period.  
DO NOT add extended time to this end time.




[image: ]




Check all items allowed during the test. 
If it’s NOT checked, we will not allow it.





													How can we reach you 
for questions DURING the test?	
How are you getting 
this test to our office?																																																																					
How do you want 
this test returned to you?

ENTER A BUILDING,  
ROOM NUMBER, 
and DATE														

[image: ]






									
Use this section to verify your test definition.


Upload your test here if using this option.  
You can upload as many documents 
as necessary for this test.
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You do not enter any student information.  Multiple students can select a single created test definition.
You must create a new test definition for every test date and time.  
Test definitions MUST be created 7 calendar days prior to the actual test date. 
[bookmark: _GoBack]Refer to the chart below for deadlines.
	To schedule Test Proctoring services through ODS:
1. Instructors must create the test definitions at least 7 calendar days prior to the actual test date.
2. You must accept and confirm the test definitions at least 5 calendar days prior to the actual test date.

	If your test is on a:
	YOUR INSTRUCTOR must create test definitions by:
	YOU must accept test definitions by:

	Monday
	Monday
of the week before
	Wednesday
of the week before

	Tuesday
	Tuesday
of the week before
	Thursday
of the week before

	Wednesday
	Wednesday
of the week before
	Friday
of the week before

	Thursday
	Thursday
of the week before
	Saturday
of the week before

	Friday
	Friday
of the week before
	Sunday
of the week before

	
	
	

	IF YOU HAVE ANY PROBLEMS, PLEASE CONTACT US ASAP AT odstesting@marquette.edu
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1. Test detalls

3. Test Information
4. Submit changes

4. Confirm exam details for EIf Language 9999 sect. 990 (1600)

Please reviewthe information below and cickthe ‘Subiit changes' button at the botiom of tis form o submit your changes. The ime
you see does not include a students accommodated festing ime - hat will be calculated when  studen accepts s fes definion. I
you have any quesiions or concerns please do not hesiate 1o contact us

Test details

Elf Language 9999 sect. 990 (1600)
Fri January 25, 2018 . :00am - 10:00am
Test information

TESTANDWRTNG  yes
IMPLEMENT ONLY
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ODSTestng@Marauetiacd.

Facuty memoer or
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92019

Note: I you are not able to upload 3 digital copy of the exam here, 2 paper copy ofthe exams, bookets andior scantron sheets.
(for ssch student registered in your course) must be delivered o Offce of Disabilty Services test proctoring offices no ater than
4pm on the business day before the testiexam.

Sefettestiexam e o submi:

Please note thatyou must lck the Submit changes bon i order o confirm your est 1o us.

 Please pint 2 copy or your records.
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Instructor Information
Welcome to the Insiructor Information websit. You can use this website o

« Tellus about your upcoming ric-temms, tests or quizzes

Please cick the courses link inthe menu in order to get started. You wil be asked to login using your school login account
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Courses Show term: e
Your courses are fisted below. For instuctions, cick the Help link.
Course Options
EIf Language 9999 Tests and Exams.
SECTION: 590 (TERME: 1600)

% indicates that there is at least one future fest/exa i the system for the course
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Scheduled tests and examinations for:

Ef Language 9999 section 990 (1600): Steve Rogers (z012.sn 4518y 5

Begin by selecting the date for the fest definiion you are creating - the date your ODS student il be taking the fest, ot necessary the course fest date (often they are the same, but
ot always). Please remember that ODS is open from 8am through 4:30pm Monday through Friday. Please schedule fests 5o that with any approved modifications, they fall within that
timeftame. If you have already created test definfions for this course, they wil be displayed below. You can upload test materias afle the fact by clicking “Submit Fie™

Tell us about an upcoming test

Date of test:| idyyyy =

Tests and exams:

Type Date of test Class test time Prevously [ submitted [ pcion
INo records o display.

Back to course list
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1. Test details. 1. Test/ Exam Information

3. Test Information

Course: EIf Language 9999 sect 990 (1600) Y O Thisis a final exam

4 Submit changes.

Please enter the ODS studens test start and end times manually, o cick on the clock icons fo pik from a st We wil calculate and
‘apply appropriate ime extensions. Use the end fime fo indicate the amount of time that students in class will be given, the system wil
‘automatically calculate each student’ accommodated testing ime (i there is a ime modifcation as partoftheir accommodations). If

You must cance this test booking, please contact us. Remember that fcifferent siudens wil be faking the same test at iferent imes,
You must create a new test defintion for each sifing, but notfor each student.

Date of test: 12502019

Test start time:

Testend time:
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Test Delivery and Retum

How il ODS receve this test?
5 Online Submission can be done on the next page)

9 Email to ODSTesting@Marquett edu

5 Faculty member or authorized personnel wil deliver to 707 Building room 503

5 Student willbring exam i sealed envelope rom instrucor at fes ime please confim this with student)
D28 or computer administered exam - o delivery needed

How would youlike to get the exam back?
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9 Student returs test insealed envelope to depariment mailbox (must provide actul drop-off ocation below]
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