How to: Submit an exam request

Before submitting an exam request, ensure that you have requested accommodations for your
course. Students should discuss their testing accommodation with their professors and make
proper arrangements. We recommend submitting exam requests at the beginning of the semester.
The deadline for requests is at least five (5) business days before the exam date (business days
do not include weekends).

Note: Late requests may be subject to rescheduling or testing in class without accommodations.
For the steps on how to submit an exam request, please review the information below:

Step 1. Log into your Student AIM portal. You can visit our webpage here for quicker access.
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https://sc.edu/about/offices_and_divisions/student_disability_resource_center/alternative_testing/index.php

Step 2. Log in using your network name or VIP ID. Hint: Use your Blackboard credentials to log
in.
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Step 3. On the left-hand side, under Accommodations, select Alternative Testing.

ACCOMMODATIONS

> List Requests

> Reduced Course Load Request

> (Alternative Testing

> Notetaking Services




Step 4. Read the Important Note at the top of the page. The note shows which course(s) have
not completed the Alternative Testing Agreement. In this situation, students should reach out to
the professors and the SDRC Testing staff.

Important Note

e The following courses where instructors have not specified

Alternative Testing Agreement:

o TEST 200.001 - ACCOMMODATED TESTING: CLASS TWO
(CRN: X003)

Step 5. Underneath the Note, select the class in the Select Course drop-down menu.

Select Course:

Select One v

Select One
TEST 100.001 - TEST CLASS ONE (CRN: X001)
TEST 101.002 - INTRODUCTION TO AIM--ACCOMMODATED TESTING (CRN: X002)




Page 6. Click the Schedule an Exam button once you make a selection.

Select Course:

TEST 101.002 - INTRODUCTION TO AIM--ACCOMMODATED TESTING (CRI v
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SCHEDULE AN EXAM >
(N |




Step 7. Review the Upcoming Exams for This Course section and the Terms and Conditions of
scheduling an exam. Note: The Terms and Conditions section includes the course’s Testing
Agreement, which contains the professor’s responses to key questions.

UPCOMING EXAMS FOR THIS COURSE

o Standard Exam on Tuesday, July 29, 2025
Time: 11:30 AM - 01:10 PM (100)

TERMS AND CONDITIONS

If you have any questions regarding requesting an exam, please feel free
to reach out to the SDRC Test Proctoring account at SDRCTEST@sc.edu.

When taking your exam, if you are unsure that you are receiving your
approved accommodations, immediately let the SDRC Test Proctor know
so that they can have an SDRC staff member review and resolve the issue
to the best of our ability. Do not wait until after the exam to inform SDRC
staff that you do not think you received an approved accommodation you
requested to be used for Alternative Testing.

Without written permission from the course instructor, we cannot approve
tests/exams scheduled for a time different than the standard start time
for the course. This permission must be submitted to the test proctoring
email at SDRCTEST@sc.edu.

If your extended time accommodation overlaps into another class, please
notify both your instructor and the SDRC Testing Coordinator PRIOR to
scheduling your exam. Our office will work with you and your professor to
make appropriate arrangements. The SDRC cannot excuse students from
being late to class due to testing in the Proctoring Suite.




Step 8. Select an exam date from the Available Exam Date drop-down menu. Be sure to
complete the remaining fields in the Exam Request section. Note: If your date is not listed,
choose “The Exam I’'m scheduling is not listed.”

EXAM REQUEST

Available Exam Dates *:

Select One v

Select One
[Scheduled] Standard Exam - Friday, July 25, 2025 (09:15 AM)
The Exam I'm Scheduling Is Not Listed

FIIIL CHILS UdlLe il uic ionuwilly muiiliatc iviviiuy vayy reai (L.

12/31/2025).

mm/dd/yyyy

Time *:

Select v | | Select v
Services Requested (As Applicable) * :

Hint: You are required to make a minimum of 1 selections.

B Extra Time 2.00x B No Scantron

B Use of a Basic Calculator




Step 9. Select the accommodations you’ll need for the exam, then choose the appropriate option
under Required Technology. Remember to select the option that best reflects your exam’s
modality. For example, only request Online Exam-Proctoring Not Required if your professor
confirmed that no proctoring is needed.

Services Requested (As Applicable) *:

Hint: You are required to make a minimum of 1 selections.

¥ Extra Time 2.00x B No Scantron

B Use of a Basic Calculator

otal Exam Length:

50 Minutes x 2.00x Multiplier = 1 Hr 40 Min

xam Ends At:

09:15 AM + 1 Hr 40 Min = 10:55 AM

equired Technology *:

Hint: You are required to make a minimum of 1 selections.

B Online Exam- Proctoring B Online Exam- Proctoring
NOT Required (Remote/At- Required (Testing in SDRC)
Home Exam)

Paper Exam- Proctoring B Will Need to Use SDRC
Required (Testing in SDRC) Computer/Laptop to
Complete Exam.




Step 10. Click the Add Exam Request button at the bottom of the page, under the Form
Submission section.

FORM SUBMISSION

ADD EXAM REQUEST > BACK TO OVERVIEW >

Step 11. A checkmark will appear at the top of the page to confirm that the exam request was
submitted. You will receive a confirmation email that details your request’s status.

SUCCESS! YOUR ACTION HAS BEEN COMPLETED

The system has successfully saved your action.

Step 12. Please check your email regularly for updates about your exam request. You will receive
an email confirming your request is approved.



Important:

If you see the following screen, you are submitting a late exam request. Read the Late Exam
Notice, then select a Reason from the drop-down menu or write your own in the available box.

LATE EXAM NOTICE - ACTION REQUIRED LATE EXAM REQUEST

Reason*:
Students are required to schedule their exams at the beginning of the Select One
semester or at least 5 business days before the exam date. As a
reminder, business days do not include weekends. Exams submitted Additional Information:
after the deadline are considered late. The Testing Coordinators will

review late requests and circumstances on a case-by-case basis and

decide accordingly. Late requests may be approved with verification/

confirmation of certain exceptions/ emergencies.

This process applies to students who repeatedly
submit late exam requests without valid reasons. The following
consequences will apply:

1. First Offense: A written warning is issued via email and documented in 1 Have Read And Understand The Late Exam Request Policy
the student’s notes. Student(s) may test with SDRC only if availability Above *:

allows. If not, the student must consult the professor to discuss

alternatives. If no agreement is made, the student will test in class Select One

with/without accommodations based on the professor’s availability.

2. Second Offense: The student and professor will receive a denial email
from the SDRC Testing staff. The email will outline that because of the
student’s subsequent late exam request, the student will not test with the
SDRC for that exam. The completion of the Testing Agreement indicates
that registered students are expected to test with the SDRC. However, the
student did not adhere to the SDRC policy of scheduling exams at 5
business days, so the student is now required to test in class under the
same time constraints as the class schedule.

3. Third Offense and more: The student and professor will receive a
denial email from the SDRC Testing staff. The student will receive the
same action(s) previously mentioned during the second offense. In
addition, the student is required to meet with their SDRC Coordinator. It is
their responsibility to schedule this meeting before their next exam with
adequate time to schedule their next request per the guidelines. This
meeting will allow the coordinator and student to review their
accommodations. The student will also schedule their exams for the
semester.

Additional Information:

It is important to note that even if this specific request is approved, if you
submit future requests beyond the deadline period, you may be required
to meet with an SDRC staff member to clarify the request process and
discuss how future late requests can be avoided. Additionally,
subsequent late requests may be denied.

If you have any questions, concerns, or additional information regarding
this request, please contact the Proctor at SDRCTEST@sc.edu or call our
Test Proctoring Suite at 803-777-8457.




Once you write your reason, select Confirm to Proceed acknowledging you’ve read the Late
Exam Request Policy.

| Have Read And Understand The Late Exam Request Policy
Above *:

Select One v

Select One
Confirm to Proceed

Then click “Submit Late Exam Request” under Form Submission.

FORM SUBMISSION

SUBMIT LATE EXAM REQUEST > BACK TO MODIFY DATE >
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You’ll receive a checkmark to confirm you have successfully submitted your late exam request.
Please check your email to check the status of your exam request.

SUCCESS! YOUR ACTION HAS BEEN
COMPLETED

The system has successfully saved your action.

This concludes the tutorial on scheduling an exam. If you have any questions/ concerns, please
contact our Test Proctoring Center at 803-576-8457 or email the Testing Team at
SDRCTest@sc.edu.
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