Instructions for Instructors  
How approve an exam request is outside the parameters outlined in your Testing Agreement:  

If you specify in your Testing Agreement that students must schedule exam requests on a certain day/time, you will receive an email any time a student submits a request outside those parameters. AEC will never assume that it is okay to schedule an exam request contrary to your instructions. Please respond to these emails as soon as possible to not hold up the exam scheduling process.

1. You will receive an email titled “[AEC] ACTION NEEDED: Exam Request Outside Testing Agreement Parameters”.
2. Open email and click “Review Exam Request”. 


3. If you would like to approve the alternative time chosen by the student, click “Approve Exam Request”. If you would like the student to reschedule, click “Propose Rescheduling”. 
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Hello,

This student's exam request is outside the parameters outlined in your Testing Agreement. Please let AEC know whether you approve of this scheduling or not by clicking the Review Exam Request link below.
Note student included in exam request (f any):

Status: Instructor Approval Required

Late Request: Yes

Student: Placeholder Duck (School ID: 222222222)

Course: DEMO 111.111 - DEMO CLASS 111 (CRN: 000009)
Exam Type: Exam

Date: Tuesday, July 02, 2024

Start Time: 12:00 PM

Standard Length of Exam: 20 Minutes

End Time: 12:20 PM (20)

Location: Testing Center Room C

Approved Accommodations:

« Reduced distraction testing

Review Exam Request (or copy and paste the following link to your browser: https://york accessiblelearing,com/UOregon/ExamFile aspx?Step=Approval I D=E30204959545327 &Key=2zKfdcuB)

Please upload your exam and any additional materials (e.g. tables, formulas, reference sheets) to our secure portal here: Upload Exam (or copy and paste the following link to your browser: https://yorkaccessiblelearning com/UOregon/ExamFileaspi?
1D=E30204959545327&Key =2zKfdcuB)

For Canvas exams, please ensure

« Password information is provided to AEC if you have not done so already.

« Time has been extended appropriately in Canvas.

« Due to the volume of exams that AEC administers, we are not always able to start students exactly on time. Setting a buffer period will allow students to receive their full amount of time in case of a late start. If you are using the Available From and Until
settings, please set a 15-minute buffer period PRIOR to the exam start time and a 30-minute buffer AFTER the exam end time.

« You can adjust these settings for only students with accommodations in the Assign To section of the Canvas Quiz.

« I you use an outside testing platform such as McGraw Hill, MyMathLab, CodingRooms.com, etc, please be sure any exam settings there are also adjusted appropriately for the student.
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