Scheduling a Test at DSS

1. Login to the DSS Student Portal with your UAB username and password.

PLEASE CHOOSE FROM THE FOLLOWING OPTIONS

Registered Students with Disabilities or
Employees Working for DSS

Sign Up as Notetaker

sign In New Student Application

Mew Student Registration to
Receive Accommodation

Submit Application to Take Motes for
Students with Disabilities

Deaf and Hard of Hearing Request
Request Transcriber or Interpreter for Your Event on Campus

2. Click on ‘Alternative Testing’ on the left hand menu.

My Dashboard

Home » My Dashboard » Overview

Login as User Feature

| Back to My Profile |

SMS (Text Messaging)

Status: In-Active

Update Preference

¥ Home

My Dashboard

My Profile

Change My Login Information
SMS (Text Messaging)

Additional Accommodation
Request Form

My Mailbox (Sent E-Mails)

¥ My Accommodations

» My Eligibility
» List Accommodations

>l Alternative Testing

» Notetzking Services

?
b
b
b
b
b
» My E-Form Agreements

» My Signup List

> Agreements with Instructors

OVERVIEW

A IMPORTANT MESSAGE(S)

Please read the following message(s) regarding your account:
= Your To Do List:
No Accommodation Requests Found

You have not submitted any accommodation requests for the current term. Please remember to request any accommodations
neaded for your classes in 2 timely manner.

If you have any questions, please contact our office.

UAB Disability Support Services
409 Hill Student Center

1400 University Blvd.

Birmingham, AL 35294

Phone: (205) 9344205 (Voice)
Email: dss@uab.adu

Need Help?

If you do not see your courses listed below, it may be because DSS's system has not yet uploaded your classes from the school system.
Please wait up to 48 hours for the system to be updatad.

contact our office or come into the office.

1400 University Blvd.
Birmingham, AL 35294

Phone: (205) 9344205 (Voice)
Email: dss@uab.adu

LIST ACCOMMODATIONS FOR SPRING 2017




3. Find the ‘Select Class’ dropdown menu. The classes you have Alternative
Testing Agreements for will show up in this list. Select the course you would
like to schedule a test for and select ‘Schedule an Exam.’

Home » My Dashboard » Alternative Testing

ALTERNATIVE TESTING Overview  Submit Altemative Testing Contract

Alternative Testing Contract(s) |

Back to My Profile

Below is the list of all altemative testing contract(s) submittad through the system. If you cancel a alternative testing contract and you
would like to re-activate the contract, please contact our office.

SMS (Text Messaging)

Select Class: | AIM 101.001- Testing Out AIM Spring - No Alternative Testing Contract Specified v

Schedule an Exam

_ Questions? Contact Us!

Update Preference

» My Dashboard Please contact our office if you have any guestions regarding Alternative Testing request.
» My Profile UAB Disability Support Services

) ) 409 Hill Student Center
» Change My Login Information Birmingham, AL 35294

205-934-4205

b S5 (T Em h dss@uab.adu

> Additional Accommodation
Request Form

My Mailbox (Sent E-Mails)

W

4. Inthe ‘Alternative Testing’ Agreement(s) area, you will find a copy of the
Alternative Testing Contract for you to review.

REMEMBER: Tests must be scheduled at least 2 business days in advance.
Final Exams must be scheduled at least 5 business days in advance.

Home » My Dashboard » Alternative Testing

Login as User Feature ALTERNATIVE TESTING

| Back to My Profile |
' - B A TERMS AND CONDITIONS OF REQUESTING EXAM WITHOUT ALTERNATIVE TESTING CONTRACT

SMS (Text Messaging)

Please read carefully the following terms and conditions of scheduling alternative testing in DSS:

Status: In-Active = Any exam regquests made after 05:00 PM will be processad the next business day.

= No exams can be scheduled during the WEEKEND (Saturday or Sunday).
Update Preference

= Your alternative testing allows you to request the following type of exam(s):

View: Exam Schedule Availability

> My Dashboard
s My Profil = Please review the following student responsibilities before submitting your exam request:
s = Tunderstand it is my responsibility to obtain approval from my instructor to take my exam at DSS before I schadule my
» Change My Login Information exam.
> SMS (Text Messaging) = Tunderstand it is my responsibility to schadule my test at least 2 business days before my exam.
> Additional Accommodation = Tunderstand it is my responsibility to schedule my exam at the same time as the rest of the class OR the time my instructor
Request Form approved.
> My Mailbox (Sent E-Mails) » Tunderstand it is my responsibility to abide by the DSS testing policies, including palicies regarding items not allowed in

testing rooms.

I understand that failure to follow DSS testing policies may result in not being allowed to test at DSS.

¥ My Accommodations

S Iunderstand that if I am observed cheating I will not be allowed to continue the exam, and my instructor will be notified
» My Eligibility immediataly.

> List Accommodations




5. Below this, complete the Exam Detail form by selecting the Request Type,
Date, Time, and Services Requested. The Services Requested will list the
testing accommodations for which you are approved.

Please only select the accommodations you plan to use for this test.
Select ‘Add Exam Request’ at the bottom of the page.

— Exam Detail

Selact Class™: | AIM 101.001- Testing Out AIM Spring ¥

Request Type®: | Paper-Based Final v |

View: Exam Schedule Availability

Date*: |[1/31/17

Hint: Enter date in the following format Month [ Day [ Year (i.e. 12/31/2010).

Time*: [9AM v| [00 7]

— Services Requested™

Extra Time 1.50x ¥| Reduced Distraction Testing
Enviranment

Additional Note:

| Add Exam Request I Back to Testing Requests Overview

6. You will receive a message that your request was submitted successfully.
You will also receive emails notifying you when you submit your request
and when your scheduled test has been approved. Your professor will
also receive a copy of the approved request email.

ive Testing

ALTERNATIVE TESTING

@ SYSTEM UPDATE IS SUCCESSFUL

System has successfully processed your reguest.

A TERMS AND CONDITIONS OF REQUESTING EXAM WITHOUT ALTERNATIVE TESTING CONTRACT
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