Uploading Test to MyDSO

(Preferred method if you have more than one student)

1. Log onto the MyDSO Faculty Portal.

2. From the Instructor Authentication Page — press the Continue to View Student Accommodations button
at the bottom.
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Along with the right to access the records of students comes with the responsibility to maintain the rights of students particularly as
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3. Click the Alternative Testing link in the left-hand sidebar.

4. In the yellow box labeled Step 1, select the action you need.

Return to Staff ‘

¥ Views and Tools

> Overview
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LIST ALTERNATIVE TESTING AGREEMENT

Hint: If you need to make any changes, please select the following Alternative Testing
Agreements and click View. If you would like to make a copy of your Alternative Testing
Agreement to another course, please use the following function to select your source
Alternative Testing Agreement and your other course.

> Alternative Testing

Select: \ Select One
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STEP 1 - SELECTACTION

Upload File to Exam(s) v

Upload File to Exam(s)
| Export All Exam Details -

STEP 2 - SELECT FROM THE FOLLOWING COURSES

Available Tools:

Once you finish with your session,
please do not forget to Log Out
and Close Your Browser.

Hint: Check the box next to each student who should receive the exam you are uploading.
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Continued on next page
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https://bachelor.accessiblelearning.com/RIT/Instructor/Login.aspx

5. The table in Step 2 lists all your students with upcoming exams; check the box to indicate which students
will be taking the file you are uploading, then press the Confirm Your Selections buttonin Step 3.

STEP 1 - SELECTACTION

Available Tools: Upload File to Exam(s) v

STEP 2 - SELECT FROM THE FOLLOWING COURSES

Hint: Check the box next to each student who should receive the exam you are uploading.
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STEP 3 - CONFIRMATION

‘ Confirm Your Selections .

6. In the File Information box:

- Typeinanote that applies to all students, if applicable

 Pressthe Choose File button to open a window & select a file from your computer
« Press Opento add the selected file to the MyDSO portal

Press Upload Exam button
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Once you finish with your session,
please do not forget to Log Out
and Close Your Browser.

Log Out ‘

Exam File Note (Optional): | Same file for all students W
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Questions? Contact Us!
Please contact our office if you have any questions regarding Alternative Testing request.

By Phone: 585-475-5358
By Email: dsptest@ritiedy
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