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How To Schedule A New Exam in ODA Online

Scheduling a New Exam

Scheduling an exam through your ODA Online Profile is REQUIRED for any Oberlin
College course-related exam/quiz for which you would like accommodations.

Schedule your exam at least three business days before your test/quiz. Due to
testing center capacity and scheduling, drop-in testing may not be available. Finals
must be scheduled 5 business days before the exam.

When scheduled with ODA, your exam time must overlap with the day(s) and
time(s) of the planned in-class exam. Only extenuating circumstances are
considered for alternative testing times and must be approved in advance by the
ODA testing center staff and your professor. Extenuating circumstances are
determined on a case-by-case basis.

1 Once you log in to your ODA Online portal, click "Alternative Testing" on the
left-hand menu.
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2 Select the Course you are scheduling an exam for

3 Click "SCHEDULE AN EXAM"
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4 Select the "Exam Date" drop down to find the exam you are scheduling.

Your exam time must overlap with the day(s) and time(s) of the planned in-class
exam, and your exam dates for that semester should be entered in the system
(these can also be found on your Class Syllabus).

5 If you do not see the date of your assigned exam, select "The Exam I'm Scheduling
is Not Listed" and enter the date manually.
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6 If your exam was already listed in the drop-down list, the date and time fields will
be filled automatically. If you have arranged with your professor to take the exam
at a different date or time, you can edit these fields.

PLEASE NOTE: if you schedule your exam for an alternate date or time, Professor
approval will be required for the exam to occur.
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7 Select the accommodations you would like to be in place for the exam you are
scheduling.

8 Click "ADD EXAM REQUEST"
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9 If you have entered a custom date or time, a notice will appear that you need to
confirm. This notice states that if the date/time you requested does not overlap
with the planned in-class exam, your professor will be notified for approval.

10 Click "MY DASHBOARD" to return to your ODA Online home page


