How to Request Exams with Alternative Testing—Scribe and/or Live Reader

Important: Please complete exam request at least 5 business days prior to your test.
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Make sure you request your accommodations on AIM prior to making an Exam Request.

Go to My Harper Student Portal and log in.

Click on Academic Success.
JOB RESOURCES

4 @ B 5 (=

MY PROFILE ACADEMIC ADVISING REGISTRATION AND FINANCES STUDENT LIFE ACADEMIC
AND COUNSELING RECORDS SUCCESS

Click Manage Accommodations.

Access and Disability Services Contact Access and Disability S..

Hequest captioning or interpreting services

@ge your accommadations iD

Apply to ADS

nformation about Services

5. Click on Alternative Testing (left-hand side).

¥ My Accommodations

¥ Information Releass Consents
¥ My Eligibility

» List Accommaodations

@Iternative Testing )

» Alternative Formats
» Deaf and Hard of Hearing
*» My E-Form Agreements

¥ Agreements with Instructors
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6. Select the class from the drop down menu and click on the button to “Schedule an Exam.”
ALTERNATIVE TESTING Overview  Submit Alternative Testing Contract

— Alternative Testing Contract(s)

Below is the list of all alternative testing contract(s) submittad through the system. If you cancel 2 altermnative testing contract and you
would like to re-activate the contract, pleass contact our office.

If yvou do not see your coursa listed, this means that your altermnative testing contract HAS NOT BEEN COMPLETED and you are unzble
to schedule altemative testing at this time.

Pleasa contact our office as soon as possible if your exam date is approaching so that vour room can be properly schedulad.

L

Select Class: | Select One

Schedule an Exam

7. You will see information on the top of the screen about scheduling an Exam Request.

EXAM REQUEST List All Exams  Other Exams for the Current Class  Add Exam Request

CLASS: DISNEY 103.002 - Disney Fun (CRN: 00003)

A TERMS AND CONDITIONS OF SCHEDULING EXAM

Please read carsfully the following terms and conditions of scheduling altemative testing in ADS:
= Systam will 2dd one additional business day to exam scheduling rule for any exam requasts mads after 05:00 PM.

= Your alternative testing contract allows you to request the following type of exam(s):

= FEEMUST ADD IN VERBIAGE regarding testing center policies

View: Exam Schedule Availability

CLASS SCHEDULE(S) AND LOCATION(S)

01:00 PM 01:50 PM 02/01/2017 - 05/30/2017 F123

Last updated on: 6/27/2019 11:07 AM



8. Select the Request Type, Date, Time, and only the accommodations that you will need for this
specific exam.

— Exam Detail

Request Type*:

View: Exam Schedule Availability

Date*: |02/28/17

Hint: Enter date in the following format Manth / Day / Year (i.e. 12/31/2010).

Time*: [1PM v| (00 v]

— Services Requested*

¥ Extended time on aexams (1.5x) in: ADS Extended time on axams (1.5x) in:
Testing Center
Interpreted exams Kurzweil reading software for exams in
ligu of reader

9. Read the Term(s) and Condition(s) and check all the boxes.

— Term(s) and Condition(s)

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

& All students must comply with the Harper College Student Code of Conduct, including while
receiving test accommodation services through ADS. If it appears misconduct (including cheating,
disruption, or other such behaviors) is occurring, the exam will end immediataly and be returmned to
the instructor. The misconduct will be reported to the instructor and/or the Student Conduct Officar
to be investingated and addressed in accordance with the Academic Honesty Policy and/or Student
Code of Conduct. Student Responsibility to Reguest Testing Accommadation in ADS 1103:

& = Student must submit exam request for test accommaodations.” (1-103) (5 days BEFORE)

# = Student must identify what accommaodations they would like (i.e. 1.5x, private room, reader,
ate. ).

& = Student must input date/time of exam. Students are to schedule exams at regular class time
unless the student has 2 conflict with their class schedule or with ADS hours of operation. In this
case, students are instructed to discuss alternate start times with their instructors.

# = Student must choose type of exam via AIM test request (i.e. exam, quiz, midterm, final).

# = Students can make these request via their AIM portal.
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10. Click on the “Add Exam Request” button.

. Add Exam Request .

11. You may receive a message that you are submitting a Late Exam Request. Select the “Reason”
from the drop down menu.

— Late Exam Request

Rezsan®: |Select One v
If you sslect Other, please specify the rezson of late exam request below.

Additional Information:

A
Mote: Enter ADDITIONAL INFORMATION znd/or ADDITIONAL TIMES vou ars
available (times must be approvad by instructor — refer to your altemative testing
contract)

12. Click on the “Submit Late Exam Request” button.

< Submit Late Exam Request )

13. You will receive a message that states:

EXAM REQUEST List All Exams ~ Other Exams for the Current Class  Add Exam Request

@ SYSTEM UPDATE IS SUCCESSFUL

System has successfully processad your request.

14. You will receive an e-mail that your exam request was received by the ADS office 1-103.

15. If you checked the box for a scribe and/or live reader for this exam, then ADS will send an e-

mail to your Harper e-mail account to confirm the need of a scribe and/or live reader. Please
check your Harper e-mail regularly and respond immediately to ADS.
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