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Why do we provide accommodations?

The Americans with Disabilities Act of 1990 is a civil rights law that prohibits discrimination
based on disability. It affords similar protections against discrimination to Americans with
disabilities as the Civil Rights Act of 1964, which made discrimination based on race, religion,
sex, national origin, and other characteristics illegal. In addition, unlike the Civil Rights Act, the
ADA also requires covered employers to provide reasonable accommodations to employees
with disabilities, and imposes accessibility requirements on public accommodations.

Legal mandates require postsecondary institutions to provide a minimal level of support services
for students with disabilities. However, this legislation does not delineate a model of effective
services. Consequently, accommodations and accommodation delivery vary a great deal across
institutions.

Mandate

"No otherwise qualified individual with a disability in the United States . . . shall, solely by reason
of his or her disability, be excluded from the participation in, be denied the benefits of, or be
subjected to discrimination under any program or activity receiving Federal financial assistance."
(Section 504 of the Rehabilitation Act of 1973)

"Subject to the provisions of this title, no qualified individual with a disability shall, by reason of
such disability, be excluded from participation in or be denied the benefits of the services,
programs, or activities of a public entity, or be subjected to discrimination by such entity."

(Title Il of the Americans with Disabilities Act)
Self-Advocacy

While meeting with students to determine appropriate individual accommodations, disability
services staff have the opportunity to encourage student self-advocacy. Many students
experience anxiety when presented with the tasks of meeting with instructors to discuss
accommodations. The disability services staff member can work with students to practice for
such meetings, as well as provide helpful hints for successful communication with instructors.

Test Scheduling

It is the student’s responsibility to take an active role in scheduling exam accommodations.
Requesting exam accommodations, providing exam information, following procedures with
exam accommodation forms, and communicating exam changes to the staff are all student
responsibilities.

Proctoring

Proctoring is the process of observing test takers while they take a test. The proctor is the
person with the responsibility and authority to take various actions to prevent the test taker
from stealing or removing any confidential test materials, or from performing any unauthorized
activity that would enable the test taker to gain an unfair advantage during the test. This
includes the responsibility to administer a test in a standardized manner, in order to:

- Maintain integrity and security during the test process
- Ensure test outcomes are fair and scores are valid for their intended use; and
- Maintain a distraction-reduced testing environment.




Policies

I. Rescheduling Policy:

- Requests to reschedule a testing appointment (date/time) will only be made due to a
disability-related reason or a university administrative conflict impeding the student
from taking the exam or quiz during the scheduled date or time. For disability-
related reasons, documentation from a licensed provider must be provided to DSS in
order to process the rescheduling request.

- In situations where students reschedule and do not show up for a maximum of 3
times for an exam or quiz, the students’ DSS counselor will be notified and the
student may be required to meet to discuss any challenges.

- If testing appointments are not scheduled accordingly, students are required to
request documented permission (not verbal) from the instructor to be scheduled
for an alternate day/time, or simply take the exam or quiz in the class.

Il. Late Arrival Policy:
- Students are expected to arrive to the DSS office on time and begin their exam
or quiz as scheduled. As a courtesy, students are sent a reminder email the day prior
to their testing appointment.

- If the student arrives late to DSS or arrives early but delays themselves from
starting at the scheduled start time, the elapsed time will automatically be
deducted from the student'’s total time allowed. This means that the scheduled end
time will remain the same and will not be adjusted or extended.

lll. Academic Dishonesty and Student Conduct
- Due to DSS's duty to uphold academic integrity during all test proctoring, all test-
taking activities are monitored at all times. Testing areas within DSS are equipped
with video surveillance cameras and computer monitoring software. All other testing
areas are staffed with at least one proctor monitoring students at all times.

- Refusal to stop and surrender an exam or quiz when informed by a proctor that the
allotted time has ended, is considered an act of misconduct and will be reported to
the Dean of Students office.

- Any incidents of academic dishonesty or student misconduct will be reported in the
form of a Student Conduct Referral Report to the Dean of Students office and may
result in disciplinary actions or sanctions as described in the Academic Dishonesty
Policy (UPS.300.021) & Student Conduct Procedures (Executive Order 1098).




Accessible Technology and Software

l. Software Manual

- There are Software Manuals located at the testing desk and each private room with
information on accessible technology available on the computers.
There is a tab for:
JAWS

Zoom Text
CCTV

Ease of Access
Dragon

Kurzweil (K3000)
Read & Write

- In an effort to support exam integrity students are not authorized to use their own
log in for Kurzweil 3000. There are 5 student log-ins available for students to use
during exams at the front pocket of the binder. Please remember to hand the card
with log-in information to students using K3000 for exams and remember to collect
after student’'s complete exam.

Il. Software Locator

- In addition to the binder on the wall the sheet attached is on the wall with the
software that is available in all private rooms and each computer in the group room.
Keep this in mind when placing students for their exams and make sure they have
the accessible technology and software they need to complete their exams.

Scantrons and Blue Books

- Scrantons and Blue Books are located on the wall next to the testing desk and
organized on an acrylic organizer. The prices for the Scantrons and blue books are
located on a poster on top of the lockers. Cash box for change is located on the left
side of David's desk on the top drawer. If box is locked please ask David to open it, as
he is the only one with a key to the cash box.

- F-289-PAR-L.......... $0.32
- F-288-PAR-L.......... $0.32
- Large Blue Book....$0.42
- Small Blue Book....$0.32




Group Testing Room and Private Rooms

l. Group Testing Room

- Every morning, the opener should un-lock the testing room door and prep the
students to take exams.

Turn on the lights

Turn on the first fan at the entrance of the room and make sure it oscillates
Turn on multiple white noise machines on stations 3, 6, 8, 10, & 11

Turn on the second fan in between stations 11 & 12

Make sure all of the computers are turned on & left on the blue screen that
shows the "CSUF Computer Use Policy”

vk W=

- Some students may get distracted by the noise and are welcome to turn them off
they just need to be turned back on once student has completed exam. In the
back corner there is another fan that should be turned on. The fans help create
white noise however, they also keep the air flow as it can get stuffy in the room.

Il. Private Testing Rooms

- Each of our private rooms need to be cleaned and maintained on a daily basis

- These rooms are for students with a “Private Room” accommodation that will be
listed on the testing folder in the top right corner under “Testing Accommodations
Needed”

- Private Room 112 has a special computer from the College of Engineering and
Computer Science with specialized computer software for course in that college.
Students who need JAWS and Zoom Text.

- Thereis a CCTV located in Private Room 110 should a student have accommodations
for both a private room and a CCTV




Starting and Ending Students on Exams

I. Starting Exams

Starting students on exams is a multiple-step process that will take time to learn and be
accustomed to at first. It is important to take things slow to make sure no steps are missed and
each transaction is successful. The process can be daunting especially at times when multiple
students are scheduled all at the same time; we call these 'Rushes of students.” Do not allow this
to overwhelm you. Plan ahead and anticipate as much as possible to make things run smoothly
and as seamless at possible for yourself. Each student will be taken care of and will start on their
exam eventually.

- Take your time and go through your ‘starting’ process with each student:

i. Have them put away their belongings including cell phones and smart
watches turned off or on silent.
ii. Letthem know what they are allowed; check them for any unauthorized
objects or materials.
iii. Write end times (seat numbers) on a post-it for students.
iv. Put students name (First name, last initial), start time, end time, and
allowed materials on the Google Doc Testing Sheet.

If you know there is a large rush approaching, fill out the Google Testing Sheet before
students arrive. Also, write their seat number a post it and put it on their folder, that way when
they arrive you are prepared and can just mark them “here” on the Google Doc.

Il. Ending
- Do not rush! — Mistakes ALWAYS happen at this point during the exam proctoring
process and must be avoided as much as possible.
- Rule #1: ALWAYS collect the exam and all testing materials first and foremost from
the student. DO NOT let the student leave the testing area with the exam.
- As you collect the student’s exam materials:

1. Check if the student needs a scantron scribed

2. If something needs to be printed off their flash drive

3. If there's something the student needs to turn in along with the exam
(Homework, Crib sheets, Journals, SOQ's)

4. If the exam needs to be emailed to the professor.

5. If student needs to deliver the exam themselves.

- When ending a student’s exam go through the entire ‘ending’ process:

1. Collect all necessary materials
2. Initial, date, and write in end time
3. Date stamp the yellow envelope then seal with tape.
4. Place it in the appropriate delivery stack.
e Department Deliveries = place horizontally in the exam outbox
e Professor Pick Up = place vertically with label towards the top in
the outbox located on the left side of the lockers




o If the student needs to deliver the exam, have them PRINT their name at the
bottom of the receipt by the black X.
1. Make sure to ask them if they know where they are delivering the exam.
The student return label should have a location written by David; refer
them to that location for delivery.

Il. Starting/Ending Students with Specific Disabilities & Accommodations

1. Student who need a private room
- One of the accommodations our office offers is “Private room (when
available)” which will be listed in the top right corner of the exam receipt. We
do not let the student walk back to the private room alone, therefore we must

walk the student to the room and make sure they have everything they need
to get started on their exam.
2. Visually Impaired or Blind Student who uses JAWS
- Students who are visually impaired might have a private room
accommodation to utilize speech to text software such as JAWS. If the student
needs assistance, be sure to communicate with the student on what they need
* If a blind student needs you to guide them to the testing room:
a. Place the back of your hand on the back of their hand. This will let
This will help them figure out where your arm is. Then they can hold
your arm just above the elbow
b. Be sure to give verbal directions as you are walking them to the
private room
c. As you enter the private room, be sure to guide the student the desk
and chair
3. Student who needs who needs to be proctored for a listening portion
- A Student Assistant will need to sit in a private room with the student and
proctor while the student listens to the listening portion of their exam
(typically on YouTube or a flash drive)
4. Student who needs a live scribe
- A Student Assistant will need to sit in a private room with the student and
scribe their answers for them. The SA will ask the student their preference if
they would like to be read the question or they can read it on their own and
tell the SA what to write down for the answer.




The How-To Section

l. Confirming Next Day Exams

-Confirming exams can take up a big portion of your shift depending on what time of
day it is but it is important not to rush this because you will be printing exam sheets and the
actual exams after you are done confirming. When confirming exams, you will be confirming
that all parameters have been submitted by the professor and how the instructor has decided to
provide the exam to us.

- You will go into the exam bookings for the next day and one-by-one: if the professor
has submitted the parameters the box “Instructor submitted” will be checked off. If the exam has
been delivered the "Test was delivered” box will be checked off.

1. Before confirming the exams, the booking will show up green:

| Instructor submitted V‘ Scheduled date ?‘Scheduled start V‘Schedu\ed end V‘Sludenl first V| Student last V| Subject V| Course V| Section V‘Pﬂmary instructor ¥ | Booking note v Test was delivered v

=1 ¥ No filter: ¥ No filter: ¥ No filter: % Contains: ¥ Contains: tes 7 Contains: ¥ Contains: ¥ Contains: ¥ Contains: ¥ Contains: v = v
Jun 19, 2018 9:00 AM 11:00 AM David Test MATH 202 01 Marriam Lofton

2. The first step will be to open the booking and check how the professor will be providing
the exam to the office under the “Instructor Info” tab and then the “Procurement” section:

® Midterm Edit [251219] - [m] X
Test detail Test copyl Instructor info BBtudent info  Proctor
A~

v Save x Close




3. Third will be to remove the

exams status as “Tentative” by clicking the box and removing

the check mark and entering how the professor will be providing the exam in the “Privates

Notes" section. And Save

® Midterm Edit [251219]

Test detail Test copy Instructorinfo  Student info  Procter

O X

The student reported class time Date:
matches the instructor reported Accomm,
class time. time:
The instructor has submitted
information about this test. Click
here to revert this
Type:
Seat:
SIIG Alternate
[Test, David . 29T \ocation:
Course
MATH 202 section 01 (Fall) view
Class date / time Actual time:

Jun 19, 2019 -
;
.

Test/Quiz ~

[ Cancelleg || No-show

T 100% extra time

Apply extra time

} [ Lock duration

Apply break time

& Seatis double-booked

. Fullerton DSS Office (UH-101) ~ | [ select

@® All rooms O Final exam rooms O Midterm rooms @ Auto find seat

‘ wamualend: EI T

g00AM =]« 1o [11:00AM

edit class test

June 19, 2019 (Wednesday)
9:00 AM to 10:00 AM(1 hour)

Check the accommedations below that the student requires for this test:

Check all Check none

Alternate testing location (provided by DSS; not applicable for online cou
Extended time for exams at DSS or online: 2.0x
Computer/Word processor for essay exams (provided by DSS)

Kurzweil 3000 exams

Original booking notes

Private notes
Upload|

Close

4. To print the exam sheets:

Home Calendar Extra Exams

ol M

Forward Today Refresh SetDate

MNew booking

Range

View | Action

[T Choose columns  Hide cancelled

[E] Exam Sheets

Exam List

Export

2P o Q

Email Cancel Mo-show Delete

H Save fload layout  Auto-size row height &2 Choose sor

[2] Best fit

Preferences

Disable colour coding

| Selected exam

| e |9 @Rcsaliﬂd Blackstar |9 @Jacq| No-show ms |9 @DenaLeischneq@ @Lori Palmerton |0 @AmandaPinedn |9 EDawd Gu

st/Exam bookings (7 Calendar [l Class test definifions G Un-booked students

nesday June 19to 19.2019

Drag a column here to gr

Scheduled date ¥ Scheduled stat ¥ Scheduled end % Student first % Student last % £

Room v Instructor submitted
tains: v = Y Mo filter: W Mo filter: W Mo filter: % Contains: % Contains: tes v &
llerton DSS Office (UH-101) [v] |Jun 19, 2019 |9:DD AM 11:00 AM David Test M




5. To print exam:

B Midtgae

structor info - Student info  Proctor

tronline

Test delivery method:

Test delivered

| Mark test delivered other |

@ Add a file ) Remove selected file

124 View selected file

FileName % Date added Note W

Contains: ¥ Equals:

W Contains: ¥

Drag a column here to group by this column.

v Save x Close




Il. Creating Folders for Exams

1. When creating folders for next day exams it is important to make sure that you are aware
of what exam you place into the folder. The exam sheet is stapled to the top left corner
of the yellow folders with the folder horizontally with the opening to the left. It is
important to follow the diagram below and place the corresponding stickers to the
department of the student’s exam. If the professor opts for a delivery method other than
department delivery, there are also stickers that must be placed to avoid delivering the
exam when the professor wants to pick it up personally or if they prefer another method.

2. The Department stickers and labels are located in a blue blinder by the printer located
between David’s and the admin desk.

Staple must go
on center of

Edges must align
with the
envelope.

DESABILITY SUPPORT SERVICES - EXAM ADMINISTRATION AND PROCTORING SHEET

Labels must be
placed correctly
on envelope
vertically.

—
jonseg | [@qY dag N

Once you place the exam into
the envelope, put your initials

next to “Placed in by”




I1l. Manually Scheduling Exams

1. Click on the "Tests and Exams” icon

130

1009
S _
12007

12:30
100"
1:30"

200"

2. Click on the "New Booking” icon

Exsers - Clockierk
[ Bl mansheets [T Chocse coums e canceled
- v, Bl
’ @ s # madrgLobels | bl Save [load layout - Auicestoe row heght. 4 Chogse sxing ﬂIlj m AR E
i [H examist Disable coiouwr codng B est e W Eva Bogirg Suse
Beieeted ense Expert ] Eobers
|+ | O Qusegemsans us | O Gonnms us, a1 O . on o8 00 o0& 0 G O Ca

@ TestExambookings % Calendar [l Class test definifions @ Un-booked students
[Menday August 1510 152018

- Dirag a column here 10 group by this column
Scheculed dale ¥ Instroctor sebmitied T Test was defvered ¥ Studert fist ¥ Stodent last ¥ Schechbed stant ¥ Schadded nd 7 Boaking nole
Mo fiter: 5 L v L W Contains; ¥ Comtama: 7 No filter 7 Mo finer. T Containg:




3.

Enter the student’s name or CWID

Fxams - ClockWnrk

- 2 = A &~ 1] o F
QOMAM & QP PR I B e B 0 & X
Backward Forward Todsy — Hefresh SetDate | Newboskng | Emal Cancel Noshow Delete Cleer cokmn | He-sesgn  tatchfinel  Close

Range [=] eam st Dessble colowr coding ] Best it fiters tooms  Fuam Beoking  Funms
Vew Argion Selecied oxam Evpori Preferences Cptiern.
Search: |

|+ | @ Clascausnseranus | O Fuonnsnws, o7 O Famands s, O Srosuingsucse, O FusrianLotn 0 Bossssumn . O Dienramssn | O Eue | 0 Cemiyvckirn O EomaLssane 0 ¥

@ TesUExambookings %) Calendar [ Class testdefinitions @ Un-booked students

[Monday August 19 to 19 . 2018

Schedded date ¥ | structor submitted ¥ | Testwas delivered ¥ Student it v 5 Stop 1: Selecta Test, Oawd . 297
Mo fiter v o= ¥ @ ¥ Conwine ¥ Cd
Step 2: Select a course PP 2015 Spring Semester
 Course deseription v Status :
[ .Comains. ?.Conlaicu:

4.

%) Schedude a test oo pram

] ENGL 101 suction 01 (Fall) FULLERTON  Marmam Lofton | NormralAndE emgplFromataSyme

MATH 202 section 01 (Fall FULLERTON - Marmam Lofton  NormalAndE xemgaFromiataSync

Step 3: Specify class date and time

Enter a new class test [ Shaw old tests
Drisg & cobimn hero 1o groug by this column
Testtype Diate . Starttime ¥ Endtime ¥
Containg: ¥ Equals: = Equals: 7 Equals: =

Select the correct class, then click "Enter a New Class Test”
*The test could already be scheduled by another student in that class.
happens, click on that booking instead of creating a new one*

. S

- I

| =n Th [ e A L T Py p—— [ P
ComaAm % SRR LTI . m B & X
et T Todrr | ebah Ciiu | hambieieg | Caad Crel torshon Dok x s e Bafed e
100 (= [ et e e i gl Lo B ]
" < joe w06 s 0 & LS & & 0 Bue 0 & om '
[Manday August 19 te 19 2018
Schedied e T naucior subried 9 Teat wis debearsd < Student fut 7 5 S19P 1: Selact a student Touk, Tl . 247 = e
| i
He Faer v - v = T Comans ¥ Cq Ftans ¥ Cntnn
Step 2: Select a course il 717 S3=ing Semasio: BRI RIS
Courve rcistion v i T Teetatle ¢ Latie v

Cantmns

W Contmen  Na tlwe

Step 3. Specily class date and me

Trrer o reeer Cm e ] (=]
Drag.a cosmn ham 10 group By Thva cotumn
Tennpe ¥ Dute v Smtume ¥ Endtiow T
Corcans W Equals VEmal Y Emak ¥
Jo Tast s Mcanem [ Fciay June 21, 2018 00 AM W00 AM

o seneduemis s 3 Close

(<] how ¥
7 Timetable ¥ Letter lssu
W Containz: 7 Mo filter

E
mbject ¥ Course %
| 1

ftains: ¥ Contains: T

If that




5. Once you click “Enter a new test”, proceed to enter the class date. In the time slot,
enter the time the CLASS is taking the exam. Then click “Save” once you are finished
entering the class information.

*Make sure if you are booking an exam that is NOT a final exam, the “Test,
midterm, or quiz” icon is checked off.

i |

Step 2: Select a course Session: IGEIRTINDIEENCEEESEN | 4 || Now || P
Course description 5 Status % Timetable W Letter Issu
Contains: % Contains: % Contains: W No filter:
ENQ ® New Class Test N - x|

Course: |

MATH 202 section 01 (Fall)
FULLERTON : Marriam Lofton

Wednesday June 19, 2019

| 9 5 Enter start time of class
Lock duration
< [omm |3 -
Step 3 Enter end time of dass
ep < |Durati0n w2 | | 60 ! i
| En @ Test, midterm or quiz O Final exam
o save xCIose |
|
Test type W Date % Starttime ¥ Endtime V|
Contains: W Equals: W Equals: W Equals: W

| b |Testf Mid-term |Fr1'day June 21, 2019 9:00 AM 10:00 AM

6. After you click "Save”, you will go back and select the exam you just scheduled. After
the correct exam is highlighted yellow, click “Schedule this exam” in the bottom right
corner.

-j)?:‘f:...f?:fs::'f-?“ — O >
Step 1: Select a student Test, David . 29T [~
Step 2: Select a course LEELTE 2019 Spring Semester  HIFIRINTRTSRIN $
Course description T Status % Timetable ' Letter Issu
Contains: W Contains: % Contains: ¥ No filter:

ENGL 101 section 01 (Fall) FULLERTON : Marmiam Lofton  MormalAndExemptFromDataSync
||> |MATH 202 section 01 (Fall) FULLERTON . Marriam Lofton | NormalAndExemptFromDataSync

4 i »

Step 3: Specify class date and time

| Enter a new class test | Shaw old tests

Drag a column here to group by this column

Testtype Date ¥ Starttime ¥  Endtime ¥ =
Contains: W Equals: W Equals: % Equals: 5
e T — —

Final exam Monday May 13, 2019 9:00 AM 10:00 AM

|D |Testf|\f‘|id—tem‘| |Wednesday June 19, 2019 9:00 AM 10:00 AM -

@ Schedule thistest 2 Close




7. The final steps for booking the exam are numbered 1-3 on the image below.
1. Check off the box that is marked “Tentative”
2. Open the drop down menu for “Seat” and select
" . Fullerton DSS Office (UH-101)"

3. Delete any wording in this box that includes “Added
extra time (1 Hour, 2 Hour, etc.)

$F Create new test or exam 1
-

Test detail Test copy Instructor info  Student info  Proctor

| Mo-show

[1 Cancelle

[1 Tentative

Student Date: Jun 19, 2019 -
Test, David . 29T Accomm
: \ccomm. 9:00 AM | © Apoly exira ti 1 " .
Course ) ) time: = } [ Lock suration pply extra time 100% extra tim
MATH 202 section 01 (Fall) view v i T e
Class date / time .
| Duration - | | 120 !

edit class test
Type:z- o i

June 19, 2019 (Wednesday)

@ All rooms C Final exam rooms () Midterm rooms @ Auto find seat

Alternate
location:

Actualtime: [ggg ap 12 | to [10:00 AM | [ ]actual ena: H =

Check all Check none

Check the accommedations below that the student requires for this test:

Alternate testing location (provided by DSS; not applicable for online courses)
Extended time for exams at DSS or online: 2.0x

ComputerWord processor for essay exams (provided by DSS)

Kurzweil 3000 exams

Private notes

Original booking notes

= Added extra time (1 hour)

‘V Save x Close




8. Click "Save” in the bottom left corner to finalize the booking of the exam.

9. After the exam is booked, you must send a confirmation email to the professor and
the student. Find the booking under the appropriate day it is scheduled for and click on
the booking. After the booking is selected, click the Email button in the task bar.

v 'J'i:'ui'_-i.:'-_u.;| Exams - ClockWork
™) | |
Home: Calendar Extra Exams
= = ~ ————————
(@ @ @ ’?ﬂ @ i‘j\? [,«;a a 2 [E] Exam sheets @ choose columns | Hide canceled | E
L £ @ - | 2| Mailing Labels b Save /load layout  Auto-size row height #4 Choose sorting
Backward Forward Today Refresh SetDate Mew booking Email ancel No-show Delete Clear columr
Range E Exam List Disable colour coding [ Best fit filters
View | Action Selected exam | Expart | Preferences

:earch:| ‘ ~ |0 Bl uacquelyn Gerali, M5, & & Lori Neill, M5, LMFT | @ & Amanda Pinedo | @ & Rosalind Blackstar | € &) Marriam Lofion | @ &) David Guaman | ©

e Test/Exam bookings 3} Calendar lﬁ Class test definitions ; Un-booked students
Wednesday June 19to 19. 2019

Drag a column here to group by this ce

Scheduled date W Instructor submitted % Test was delivered % | Student first v Student last Scheduled start v Scheduled end ¥ Booking n

Mo filter: W = W = 5% Con... david % Cont... test % Mo filter: W No filter: Y Contains:

[ Jun 19, 2019 [ [ David |Tesl |9:[][] AM 11:00 AM

10. Select Template ID 93 — "General Confirmation Email to Professor & Student”

E] select a mail-merge template - O X

Please select a mail-merge template to use (use the CTRL key to select multiple):

5| Please select the output format:

Template Name W Template Id
Contains: W Equals: i © PDF
< Create a new email = 0 O Microsoft Word
Accesible Format - Final Exams 150 O Microsoft Word legacy
Accessible Format Email to Instructor 92

Accessible Format Reminder - Final Exams 154

Reminder to Instructor to Submit Exam Parameters & Upload 74
Reminder to Instructor to Submit Exam/Quiz 29
Reminder to Instructor to Submit Final Exam 30

Reminder to Instructor to Submit Parameters/Upload for Final Exam 109

Reminder to Student of Testing Appointment 16
Rescheduled Date Confirmation Email 94
Rescheduled Start Time Confirmation Email 95

L} 3

4
v Select x Cancel




11. Click "Send all emails” in the bottom left corner

| =8 Email Preview — O X

Drag a column here to group by this column.| |(# Send this email | @ Cancel this email

Title From: |dsstesting@fu|lerton.edu Attachments -

Contains: To: miofton@fullertan_edu
[ | Test, David . 29T: MATH 202 section 01

Ccz dg2325@gmail.com

Bee: ‘

Subject: |MATH 202-01 Exam Scheduled at DSS

i) Plain text (® Html
Hello Professor Marriam Lofton, ~

David Test 29T, enrolled in your MATH 202-01 class has been scheduled to take an exam/quiz
at . Fullerton DSS Office (UH-101) on Wednesday June 19. 2019 at 9:00 AM to 11:00 AM.

Please go to the TITANable Instructor page
at {https:/titanable.fullerton.edu/instructor} to enter parameters of the exam or quiz,
necessary to administer and proctor it for the student.

You also will have the option to securely upload the exam or quiz onto TITANable faculty.

**Note that uploading the exam to TITANable is the preferred method of procurment

for exams and quizzes in order to best streamline this process for students receiving v
testing accommadations.
VR BRB| o | B U T mamacbtll|[EEEEEE B8 7

%/ Send all emails Close




IV. Receipts

1. Go to the exam booking that corresponds with the paper receipt

|Wednesday June 19to 19.2019 ® a1 O TessiCuzzesonly O Final exams enly

Drag a column here to group by this column.

Room % Instructor submitted ¥ Scheduled date ¥ Scheduled start ¥ Scheduled end ¥ Student first % Student last W Subject % Course ¥ Section % Primary instructor|

ntains: W INQ TIlTer; 5 W MO Tilter.

ullerton DSS Office (UH-101) Jun 19, 2019 ;| 11:00 AM Marriam Lofton

S - EXAM ADMINISTRATION AND PROCTORING SHEET
llerton DSS Office (UH-101)

= Alternate testing location (provided by DSS; not applicable for online courses)

Student: David Test Term: Winter 2019 + Computer/Ward pracessar for essay exams (provided by DSS)
- Extended time for exams at DSS or online, specify: 2.0x

Course: MATH 202 Sect. 01 + Kurzwell 3000 exams

Instructor: Marriam Lofton

Date/Time in DSS: June 18, 2019 9:00 AM -

Time allowed:

Date/Time Class is writing: June 19, 2019 9:00 AM to 10:00 AM Placedinby: 22 Seat/Rm: ____£—

~M x m

Started by: 1S Start Time: A:00 @&
Sealed by: | i End Time: __ 10216 am

* For questions, | can be contacted at: 657 278 3112
* Yes - students in class are allowed restroom breaks.
* Scratch Paper

.

* | will upload the exam/quiz. x Celeste Ca(wmﬂq pate:_&2 /;‘D//':1

* Deliver it to my department mailbox.

Full Name of Person Receiving Exam (PLEASE PRINT)

DSS COURIER
Returned by: VI m

o e e G 20 1A L= 20 An

2. Enter seat number in “Alternate Location” and enter Start/End time in “Actual Time"

® Midterm Edit [251219] - o X

Test detall Test copy Instructorinfo Student info  Proctor

The instructor has not yet Date: Jun 19, 2019 - [ Cancelled |4 Tentative [] No-show
ubmitted information about this

A . N -

est._Click here to remove this foeomm Q00AM = © Apply exira time * 100% extra time

warning. = [] Lock duration
100AM = Apply break time

The student reported class time _ .
@ matches the instructor reported |m 2 (minutes)
class time.
Type: Test/Quiz ~ 4\ Seat is double-booked
seat: _Fullerton DSS Office (UH-101) ~| 3 setect
Student
[Test, David . 29T
Course
MATH 202 section 01 (Fall) view
Class date / time Act

time: (900 aM 5] v to [11:00AM

| [39]actuat ena:

edit class test

une 19, 2019 (Wednesday)
9:00 AM to 10:00 AM(1 hour)

Computer/Word processor for essay exams (provided by DSS)
Kurzweil 3000 exams

Original booking notes Private notes

V Save x Close




3. Click the "Proctor” tab
Test detail Test copy Instructorinfo Student infl Proctor I

The instructor has not yet Data” 19, 2019 - [ Cancelled [ Tentative [] No-show

" submitted information about this Accomm. -
( = ) test Click here to remove this time: 900 AM =] © LRI T 100% extra time.
~ warning - [ Lock duration
N00AM 5] = Apply break time
The student reported class time
Duration ~ (miaes)
@ matches the instructor reported rater = (minites)
class time.
Type: Test/Quiz ~ A Seat is double-booked
Seat: _ Fullerton DSS Office (UH-101) v| [ select
Student @ All rooms O Final exam rooms O Midterm rooms @ Auto find seat
uden
Alternat
Teét, David . 29T Tocations
ourse

MATH 202 section 01 (Fall) view

Class date / time Actualtime: [[gg0aM [+« | to [11:00AM | [ ]actoal en: H <

ledit class test

Check the accommodations below that the student requires for this test: Check all Check none
June 189, 2019 (Wednesday)
9:00 AM to 10:00 AM(1 hour)

ation (provided by t applicable for online courses)
xtended time for exams at DSS or online: 2.0x

ComputerWord processor for essay exams (provided by DSS)

Kurzweil 3000 exams

Original booking notes Private notes

vSave u Close

4. In the blank space, enter how the exam was delivered/returned, date of delivery, who signed
off on the exam, the SA that delivered the exam, and the time the exam was delivered

© Midterm Edit [251219] Retu rn/ Date ?Xam WEN _ o %
delivered

Test detail Test copy Instructor info Delive ry
proctor
Reader: DEPT DEL 6/20
CELESTE CARMONN KM 11:30AM
Seribe: Time exam
Other: was delivered

) Add user | ) Remove selected

Drag a column hergioefoun b

Name % person who
Contains: ¥ signed off on SA that

exam delivered

exam

vSave % Close




V. Proctoring with Cameras and Lanschool

1. Cameras URL: http://137.151.183.21/

a. This URL has to be out into an Internet Explorer page. The URL will not work
with any other browser so make sure that it is inputted into Internet Explorer.
There are multiple ways to navigate the cameras.

2 http://137.151.183.21/2UID=317458HTML=hdrindex. html&TEMP= 1562087223955 - Panasenic | Digital Di - Internet Explorer

Digital Disk Recorder
WJ-HD616

Control Setup

Cam._ select

onaanenNnng
9 JioJl1112013014)15116)

Maulfiser

PEE n-l

Search DiskMedium Copy
-
Rec event Total: **

= e S

Rew Play FF Next Recard Time ship Rec
T AT AT BZR AR £AY raY
Pause Next Image Lol
FmeEw  Eme»
& hittp://137.151.183.21/7UID=31745&HTML= hdrindex.htmI&TEMP= 1362087223953 - Panasonic | Digital Di - Internet Explorer - X

Digital Disk Recorder
WJ-HD616

Control Setup

e 2t JULAOZ2/19 *10:13:39AM
(1 M2 Ha0olellz]8)
9 Jof11)12]13]14015]16]
Miultisereen select Sequence El-zoom

PEAE o e

Search DiskMedium Copy
-
Rec event Total: **

= I = N

Next Record Time ship Rac

Rew Play FF
(ea L Lor Kisc K rri Renl o> B

Pause e Ll

Stop
C L n N L )




2. LanSchool: Type “Lanschool” in the search bar on the bottom left corner of your
screen and click on “LanSchool Teacher” at the top of the search results.

0 o Filters v/
Best match

" LanSchool Teacher
S app

Search the web

X2 lansch - See weh results

A2 lanschool Teacher

3. Once you click on “LanSchool Teacher” from the search bar, you will then go to the

button that looks like this: ™ on the task bar in the bottom right corner and click on it.
You will then click the icon that looks like a green circle.

¢




