Signing Up for Exams

1. Login to your Disability Resource Portal through your MySlice. On your Portal home

screen, select the Testing Sign Up tab along the side.
*Please note that if you have not renewed your letter for this semester, this will not

show as an option.

2. This will bring you to a screen where all of your testing sign-ups will display. To sign up
to take an exam, click on New Testing Sign Up. *Take note of the office hours and make
sure your exam length, with accommodation, will allow you to finish by closing time.
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3. From the drop down menu that appears, select the course you are signing up to take an
exam in then click the Check Availability button.

4. A new set of options will appear. Select the date your exam is scheduled for in BOTH of
the Date Range boxes. If it makes it easier for you to sort through, go ahead and narrow
down the time range for your exam start time using the Time Range drop down
options. *You do not need to worry about the Length, Exam, Building or Room options.
Click the Check Availability button.
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Course
CHE273-0Organic Chemistry | SEC v

Start by choosing an initial
filter from the choices at left

2019-06-20 Select o o
19-06 | Select | i

Time Range

Date Range

08 W 00 W am v Clear

02 ~ |00 w | pm v Clear

Length

Building

Reom(s)

0 of 1 selected

Days of the Week

Check Availability

Back lo My Booked Rooms

Select the Authorized CDR Testing Space link next to the correct start time for your
exam. You must click the Refine Results button after any additional filter changes you
make.
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6. A small scroll box will appear to confirm your exam booking. Make sure the course,
date, and time information are all correct. *You do not need to worry about the Length.
Select your approved accommodations you will be using for this specific exam. Also
enter your instructors name and initial your Student Acknowledgment. Please note all
accommodations are subject to verification by CDR. When you are finished, click Submit
Request.
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When you return to the Testing Sign Up tab screen, you will now see your requested
exam sign up under Pending Test Sign Ups. When your exam sign up has been
confirmed, it will move to the Confirmed Test Sign Ups section.

*Please note that all exam sign-ups received less than 24 hours in advance will be
marked as a “walk-in” on the Confirmed Sign-up email. As a walk-in, you may be
subject to a wait based on exam or space availability.*
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If at any point in this process something is not working properly or you
have questions, please send an email to CDRexams@syr.edu or call the
Center for Disability Resources at (315) 443-4498
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