
 
How to Schedule an Exam Using the Alternative Testing Module 

1. Log into DS Portal 
2. On the left hand side of the main dashboard find and click on “Alternative Testing” under the 

“Accommodations”  

 

 

3. Read the important message on the next window and scroll down to “Schedule an Exam.”  

 

 

 

https://blackburn.accessiblelearning.com/s-UCCS/


4. Find and select the course and click on the black “Schedule an Exam” button. 

 

 

5. Fill in the required Exam Request details.  

 



6. On the “Standard Length of Exam” enter the amount of minutes needed for the exam. Once the 
minutes are entered, the end time will change below where it says “Exam Ends At:”  

 

 

7. Read the Terms & Conditions and click each check box to confirm.  

 

 

 

 

 

 

 

 

 

 

 



8. “Submit the Exam Request” and the next window will show a green checkmark indicating the 
submission was a success.  

9. There will be a message showing that the request is not officially approved until the instructor 
completes the Proctoring Agreement and provides the exam document.  

10. There will be a blue exam with the date listed under the upcoming exams box.  

 

11. On the main Alternative Testing module the Upcoming Exams Scheduled will list any requests 
submitted and what the status is.  

12. There is an option to cancel the request by clicking on the blue “View” link. 

 

 

 

 

 
 
 
 
 
 
 

 



13.  Click on the black “Cancel Exam Request” button  
14.  A confirmation message will populate on the window, click on the black “Confirm” button 

 

 

15. The dashboard will then show that the request was Cancelled as the new status.  

 

 


