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Training Outline

▪ How to Schedule Testing

▪ How to Modify or Cancel Testing

▪ Submitting a Late Exam Request 

▪ How to Review Scheduled Exams 



How to Schedule Testing

1. After logging in to 

SdRC Online 

Portal, click 

Alternative 

Testing, under My 

Accommodations



How to Schedule Testing

2. Select a class from drop down menu that you want to schedule 

exam for, and then click Schedule an Exam



How to Schedule Testing
3. Please read theTerms and Condition in the yellow box. Note: 

Deadlines (1 week deadline, Finals), SdRC Testing hours, etc.  



How to Schedule Testing
3*. Fill out the Exam Details: Request Type (Quiz, Exam, Final), Date, 

Time, Services Requested, and any additional note. Then click Add 

Exam Request



How to Schedule Testing

4. Once request has been completed, a notification that system 

Update is Successful will be posted.



How to Modify Testing

1. Click Alternative Testing, Under Upcoming Exam 

Requests for the Current Term, Click Modify Request



How to Modify Testing
2. Read the 

Terms and 

Conditions of 

Modifying Exam, 

and make the 

changes below. 

Also note, that 

the class 

schedule/location 

will be referenced 

at the top for 

your 

convenience.



How to Cancel Testing

1. Click Alternative Testing, Under Upcoming Exam 

Requests for the Current Term, Click Cancel Request



How to Cancel Testing
2. Click Confirm Cancellation to cancel your courses 



Submitting a Late Exam Request 
1. Go through Steps 1-4 in How to Schedule Testing. The System will 

generate this message if it does not meet our one week deadline. Please 

read the notice, and understand that it will need SdRC approval.  



How to Review Scheduled Exams 
1. Click Alternative Testing, & under Upcoming Exam Request(s) 

for the Current Class will mention all of the requests. 



Additional Tutorials and Training

- Video Tutorials- View here

- Check Toromail and SdRC website for updates

• SdRC Online Portal Resources link

https://www.youtube.com/channel/UCJ3XMHbYOEs1Gffya4rjwzg
http://www4.csudh.edu/sdrc/online-portal-resources/index


Questions? 
Let us know how we can help!

dss@csudh.edu

For testing: sdrctesting@csudh.edu

(310)243-3660


