
 
 
This step-by-step guide will show the user how to fill out the proctoring agreement for an exam. As well as how to upload the exam file if it 
needs to be added later or if the step was missed while setting up the proctoring agreement.  

Proctoring Agreement for Course:  

1. Log into the DS Instructor Portal and click on the Alternative Testing module located on the left-hand side of the dashboard.  
2. In the upper right corner, click on “Proctoring Agreement.”  

 

3. You can also click on the blue “View” link to get into the course from the main Alternative Testing dashboard. 

 
4. Click on the blue tab “Proctoring Agreement.” 
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5.  Add “Contact information” and answer the “List of Questions”.  
 
 
 

 

 

 

 

 

 

 

 

 

 

 

6. Next Click on the blue “List Exam Dates” to add the Exam Dates and details.  

 

 

 

 

 

 



 

7. Fill out the Exam Details and Exam Date Instructions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. Find the Uploading Exam Box to attach the exam associated with the exam date & proctoring agreement. 

 
 

9. Once the proctoring agreement has been complete, click “Update and View Exam Dates” to submit the form.  

 

 

 

 

 

 



How to Uploading Exam to after Submitting the Proctoring Agreement  

1. Click on the Alternative Testing module located on the left had side of the dashboard after logging into the DS Instructor Portal. 

 
2. Go to the Proctoring Agreement. 

  
3. Scroll down to the list of Exam Dates to select and click on the blue “View” link. 
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4. Click on the blue “List Exam Dates” tab located at the top.

 
5. Look past the Exam Detail and Instruction boxes (make sure these are filled out). 
6. Find the Uploading Exam Box to attach the exam associated with the exam date & proctoring agreement. 

 
 

7. After uploading the exam, click the black “Save Exam Date” button to save the changes. 

 


