Requesting Alternative Testing Accommodations

In this tutorial, you will learn how to request alternative testing accommodations for your classes at Cal
Poly. Before you can request alternative testing, you must be eligible for this accommodation, and your
instructor must have already received notification of your approved academic accommodations.

1. You can check to see if your instructor has received notification by clicking on List Accommodations
under the My Accommodations section of the left sidebar:
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2. The status of instructor notification is listed under the Notification Letter heading for each class:

Request Status Notification Letter
First Entered by: Donald Duck Status: Scheduled
@ First Entered on: 02721/ 2017 at 02:33 PM Last Emailed: Not Specified
Last Updated by: John Lee Last Printed: Not Specified
Approved Last Updated on: 03/10/2017 at 11:30 PM Last Read by Instructor: Not Specified
List Accommodation(s) Selected for ART 67199.007 Other Information
® Reading-Seeing Read&Write Gold B Vieyy Complete Request History

3. Toschedule alternative testing, click on Alternative Testing under My Accommodations in the left
sidebar:
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4. If the instructor has completed an Alternative Testing Contract for your class, you will see the class
listed in the drop-down menu under Alternative Testing Contract(s).
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5. Select the class that you want to schedule testing for and click Schedule an Exam.

Alternative Testing Contract(s)

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

If you do not see your course listed, this means that your alternative testing contract HAS NOT BEEN COMPLETED and you are unable to
schedule alternative testing at this time.

Please contact our office as soon as possible if your exam date is approaching so that your room can be properly scheduled.
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Schedule an Exam l l View Alternative Testing Detail

6. Next, choose the type of testing you wish to schedule: midterm, final, or quiz. Select where you
want to take your test and the date and time you'd like to take it. Check the boxes for the services
you are requesting for this test and click the Add Exam Request button:

Exam Detail

Request Typer:

View: Exam Schedule Availability

Date*: |2/23/17

Hint: Enter date in the following format Month / Day / Year (i.e. 12/31/2010).
Time*: [10 AM[-|

Services Requested*

[T TAT -Read & Write Gold Testing Ext Time 1.25
[T Tests Calculator [T Tests Dist Reduced- Alone

[T Tests Make Up Exams

Additional Note:

Term(s) and Condition(s)

Please indicate that you have read and agreed to the following statement(s):

Please note that ALL Late Exams are reviewed by the ODS office and there is no guaranteeing that a Late
Exam request wil be granted.

Add Exam Request l l Back to Testing Requests Overview




7. The Alt Testing center will send you a second email confirming your exam after they have received
and approved your request.

8. You will receive an email confirmation that your request has been submitted.

9. For more information and help with alternative testing accommodations, please contact the DRC:

DRC Testing Services

Cal Poly San Luis Obispo

Bldg 124 Student Services

San Luis Obispo, CA 93407
Website: http://drc.calpoly.edu
Email Us: drctesting@calpoly.edu
Phone: (805) 756-6087

Fax: (805) 756-5451
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