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Scheduling Exams in the DSS Portal 
 

1. Login to the DSS Online portal with your Montevallo username and password. 

 

2. Navigate to the left side of the page. Under “Accommodations”, choose the “Alternative 

Testing” tab. 

 

 

https://elbert.accessiblelearning.com/Montevallo/
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3. Next, select the class for which you’re taking the exam from the dropdown menu. Click 

“Schedule an Exam”.  

 

4. Tell DSS about your exam: whether it is a quiz, regular test, or final. Enter the date, time, 

and standard length of time given for the exam. Do NOT calculate your extended time. 

If you do not know the standard length of time for the exam, contact your instructor. 
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5. In the Services Requested box, select the accommodations you’d like to use.  If your 

exam is being given online, choose “Computer” in the Required Technology field, and in 

the “Additional notes” field tell us if you’d like to use one of the desktop computers in 

our testing rooms, or if you plan to bring your own laptop. If there is anything else you 

think the testing center staff should know about the exam, you can add that information 

in the “Additional Note” section. 

 

6. If you see the message below at the top of the exam request screen, be sure to email 

your instructor reminding them to complete the DSS Testing Agreement. 

 

Example email: 

“I believe you have received a DSS email about my request to schedule a test in the DSS office. 

Please complete the DSS testing agreement in the DSS faculty portal, so I can take my test in 

the DSS office. Thank you!” 
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7. Click the “Add Exam Request” button to send the schedule request to DSS. 

 

8. After submitting the request send an email to your instructor notifying them that you 

have scheduled to take the test in the DSS office. 

Example email: 

“I believe you have received a DSS email about my request to schedule a test in the DSS 

office. Please review the exam request and fill out the exam instructions. If you have any 

questions about the exam request or accommodations, please let me know.” 

If you have any questions, please do not hesitate to contact the UM DSS office at (205) 665-

6250. You may also email the staff directly at dss@montevallo.edu. 

mailto:dss@montevallo.edu

