
Faculty Testing Instructions 
This document provides step-by-step instructions for Test Requests and providing DSS 

with specific parameters for your exams.  

To begin, log into your Accommodate Portal.  
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Step 3: Select “Yes” (DSS will proctor) or “No” (You will proctor).  
 
Click “Save” and then “Next” to continue until “Return to Home” appears  

 

Please Note 
If you plan on uploading all exams at the beginning of the 

term, you can use this dropdown to select the related exam.  
If you prefer to build the exam closer to the test date, 

please skip this section. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: Begin filling out the form. As you proceed, more questions will populate 
based on your answers.   



Step 5, con’t:  
• If your exam is not ready for upload, you may click “Save” to finish this section. 

You will receive a reminder email 3 days before the test date to upload your exam. 
• If your exam is ready and you upload it here, you will not receive a reminder email 
• If your exam is in BrightSpace or ExamSoft, DSS will modify your submission to 

prevent the reminder email. 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5, con’t: Answering “No” will require you to submit this information for every 
student. We recommend selecting “Yes.”    



You have now received the Upload Exam Reminder email 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 6: If you are uploading your exam after receiving the Upload Exam 
Reminder email, your home screen will look like this: 

Step 7: Click the pencil to edit the exam  
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8: Scroll to the bottom of the page and then upload your exam in PDF 
form, then click “Save.” 

You have now successfully provided DSS with your 
exam details and approved your DSS-registered 

students to take a proctored exam with us!  
 

We thank you for your cooperation! 


