


Instructions for Students:
How to Accept and View Test Definitions 
in the Access ODS Portal


Accommodations Process Recap:
1) Student delivers Accommodation Letters to instructors via Access ODS. 
2) Student talks to instructor about where and when tests will be taken. 
3) If instructors utilize the ODS Test Proctoring Center, then they log in to Access ODS and schedule the test first (must be scheduled 7 calendar days prior to exam).
4) Once the instructor has scheduled the test, student will follow the process in this packet to accept/confirm the test (must be scheduled 5 calendar days prior to exam).  
5) Final Exams have a different, single deadline.  Please pay attention each semester for that different published deadline.
Use the chart at the end of this packet for helpful deadlines.





[image: Screenshot of the AccessODS landing page.]

Click on the “Schedule a test or exam” icon to begin.

If you are having problems accepting a test definition, take a screenshot of the page and email us immediately at odstesting@marquette.edu.
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Description automatically generated]
Schedule a Test, Mid-term, or Quiz: To accept/confirm any test/mid-term/quiz occurring during the regular academic session, NOT finals week.  Deadlines: instructors must schedule exam 7 calendar days prior to exam; students accept/confirm exam 5 days prior. NO EXCEPTIONS WILL BE MADE.
Schedule a Final exam: To accept/confirm any exams occurring during finals week. NOTE: there is a SINGLE deadline date for instructors to schedule final exams and a single date for students to accept/confirm final exams, no matter the day of the week on which they occur. Check our website and your email for updates. 
My Upcoming Events: where you can see a list of tests/exams that you have accepted/confirmed and are on the schedule to be taken in the ODS Test Proctoring Center.
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When you are ready to begin, click the Next button.
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Access your classes here.  Use the drop-down list to choose the class for which you want to schedule a test.  
Click the Next button.
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These are the test definitions that the instructor has created for this class. 
· If none of the options listed above fit you class schedule, click “cancel” and contact your instructor. You will need to speak directly with your instructor for additional test definitions.
· If there are no test options listed, either your instructor has not created a test definition, or you missed the 5-day deadline.
· You can only accept ONE test definition at a time. However, if dates for multiple tests are available, you can repeat this process to accept all test definitions for tests later in the semester.

The time above DOES NOT include your extended time, that is calculated later.
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This information auto-populates.  Click Next.
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Select the accommodations needed for THIS TEST ONLY. You may not need all your approved accommodations for every test.

Please ignore accommodations that do not apply to test taking (consideration for missed classes, flexible deadlines, Glean, housing, etc.).
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This page reflects the date and time you have selected AND includes your extended time.
If you receive an error message on this step, it is because the test you are trying to schedule conflicts with another class once your extended time is added OR it extends outside of our office hours of 8:00-4:30.  Keep in mind, our test scheduling system uses your class schedule as listed in Checkmarq; we are not made aware of any single class cancellations or temporary schedule changes.
Either choose a different available date/time for this test or contact your instructor if there are no available options which fit your schedule. Our office cannot create test definitions for you.
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Verify all information and put it in your calendar. Check the box to acknowledge the information is correct and click Finish to confirm and schedule this test.
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You have just scheduled your test. You should receive an automated email, and you will be able to see this test in the “My upcoming events” tab.
If you don’t get the email or cannot see it in “My upcoming events”, it is NOT scheduled, and ODS will not proctor the test.
If you need to schedule additional tests, click the ‘Schedule a test, mid-term or quiz’ button above.

If you have any questions or concerns, or have issues with scheduling a test, contact our office immediately: odstesting@marquette.edu.  If you do not contact our office when you have a concern and you miss the 5-day deadline, we cannot assist you.


Use this chart to assist you in meeting your deadline 

Final Exams have a different, single deadline. 
Pay attention each semester for that published different deadline.

	To schedule Test Proctoring services through ODS:
1. Instructors must create the test definitions at least 7 calendar days prior to the actual test date.
2. Students must accept & confirm the test definitions at least 5 calendar days prior to the actual test date. 

	If the test is on a:
	INSTRUCTORS must create test definitions by 11:59pm:
	STUDENTS must accept test definitions by 11:59pm:

	Monday
	Monday
of the week before
	Wednesday
of the week before

	Tuesday
	Tuesday
of the week before
	Thursday
of the week before

	Wednesday
	Wednesday
of the week before
	Friday
of the week before

	Thursday
	Thursday
of the week before
	Saturday
of the week before

	Friday
	Friday
of the week before
	Sunday
of the week before

	
	
	

	IF YOU HAVE ANY PROBLEMS, PLEASE CONTACT US ASAP AT odstesting@marquette.edu
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Main menu

Schedule a test, mi or quiz Schedule a final exam

Welcome to the Office of Disability services website. You can use this website to:

« Check your upcoming scheduled appointments, tests and exams

« View your accommodations that have been assigned by your advisor
« Print out a pdf copy of your accommodations letter

« Schedule a test, mid-term or quiz

« Schedule a final exam

Please click the Schedule a test, mid-term or quiz link in the menu in order to schedule a test, or choose the menu option that you would like to use. You
will be asked to login using your school login account.

ClockWork Online Student Access
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Welcome Online Test Scheduling
S Vieicome to the Online Test Scheduling vizard. This wizard il guide you though th process of schedulng yourest with us. You

may stop tis process ai any time by clicking the ‘Cancef button atthe bottom of each page.
2. Class test date and time.

Please be avare that your instructor il receive an email noffcation with the detail of your fest booking.
3. Confim profinfo.

+ Cnoose sccommocatons You will need o have the following information handy in order to successuly schedule your test:

5. Select your lest fime. 1. The name of the course you want to schedule a test fo, and the insiructor's name and email address
2 The cate, starttime duration of the fest, and when you may be available o take it

6. Confirm and complete 3. You mustbe scheduing your test @ minimu of v (5) days before th test is scheduled fo accur

Click the Next buon below 1o get started.
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Welcome: 1. Select course
1. Select course. Please select the course you would like to schedule a test for from the list below.
2. Class test date and time. Course Info

3. Confim profinfo
4 Choase accommodations
5. Select yourtest fime. Eff Language 9999 99
6. Confim and complete:

Course:
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Welcome
1. Sefect course.

2. Class test date and time:
3. Confim profinfo

4 Choase accommodations
5. Select yourtest fime.

6. Confim and complete:

2. Class test date and time

You can only select one datefime at a fime. Please return {0 step one once you have finshed if ou would like fo schedule addiional
tests. If you don't see any options for the date you were atfempling tosign up or, either you have missed the 5 day deadiine or your
nstructor has not created a test defintion for that date. The fime indicated below does not yet include any extended time.

Select a date and time

Please select 2 date flom the lst below
[# Thursday January 24 . 8:00 AM to 8:00 AM.
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Welcome: 3. Confirm instructor information

1. Select course: Please veriy the folowing information and correct anything that is missing or ncorrect.
2. Class test date and time. Course Info

3. Confirm prof info

4 Choose accommodations EifLanguage 9369 299

5. Select your test fime. Instructor Info

6. Confim and complete:
‘You must enter the instructor email address in order to continue.

Instructor name:

Instructor email:

srogers@emal com
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Welcome
1. Sefect course.

2 Class st date and time.

3. Confim profinfo

4. Choose accommodations
5. Select yourtest fime.

6. Confim and complete:

4. Choose accommodations

“The accommodations listed below are those that you have requested, and been approved for by ODS stafl. Please choose carefully
from the ist, you may not need every testing accommodation fo every fest. Some accommodations may not apply 1o testing at al. If
You do not select any accommodations, none will be provided, and you should take your est with the class.

Available accommodations

* note: Only accommodations with a check wil be used for your test booking.

% Extended Time for Quizzes, Tests, Exams (2x)
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Welcome: 5. Select a date & time to write

1. Select course: Veify hat the information below is accurate. The isting should reflect the date that you are taking tis fest, and the ull amount o time.
you vill have to complete the test.

Available dates & times

2. Class test date and time.
3. Confim profinfo.

4 Choose accommodations ) )
5 Selectyour st tme B2 advised that this is your ulltesting time.
6. Confim and complete: ) Thursday January 24 .8:00 AM to 10:00 AM

& spot was found for you to take your test; please ciick the ‘Next butlon below 1o confinue scheduiing your test

.
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Welcome: 6. Confirm and Complete

1. Select course:

“This test s not scheduled yet! Clck Finish' o subimi your test request.
2. Class test date and time.

3. Confirm profinfo Please verify thatthe class date and fime are correct - the information below will be sent fo your professor.

4 Choose accommodations
5. Select your test fime.
6. Confirm and complete.

Your tentative test information

Tentative test date and time

Thu Jan 24,2019 .5:00 AM to 10:00 AM (2 h)

Course information

Eff Language 9999 959

Instrustor
Steve Rogers . srogers@email com

Class test date / time
Thu Jan 24, 2019 &:00 AM (1 1)
* Note: this s not your accommodated writing time

Ascommodations required
Etendd Time for Quizes Tess, xams (20

{511 acknowledge that the information | am submitting is correct to the best of my knowledge.

oy .. [
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Thank you for your submission. To accept another test definition please
use the "Schedule another test" button below.
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)
Welcome to the Online Student Services

Please use the link(s) below to navigate various AccessODS modules. If you have any questions or need assistance, please contact the
Office of Disability Services: (414) 288-1645.

Students must deliver accommodation letters to their instructors before accepting any test definitions.

e g

Schedule a test or exam Accommodation Letter Distribution




