Testing Center Request Form

To access the testing center request form, take the following steps:

1) From the homepage, navigate to the
“Testing Center Requests” form by going
to “LSCS Custom” -> “Testing Center
Requests” -> “Request Form”
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2) Enter the name of the test you will be
giving.

Request Forms

Find an Existing Yalue

Name of test you are giving: | =

LSC Term: Q,

Add

Find an Existing Value | Add a Mew value

3) Select a term by clicking on the magnifying
glass and clicking on the term.

Request Forms

Eind an Existing YYalus

Mame of test you are giving: |

LSC Term:

o

Add

Find an Existing Value | Add a New Value

4) Select a term from the list provided.

Look Up LSC Term

Search by: LSC Term begins with

| LookUp | cancel |Advanced Lookun

Search Results

Wiew 100 First [q] 1-4ef4 [j] Last
Description

2011 Fall

2011 Sumtmer

2011 Spring
2010 Fall
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5) Once you select a term, the numerical
value for it will appear (1111 = Spring 11)

Find an Existing Yalue Addam

Hame of test you are giving: |Samp|e Test#1
LSC Term: [1111 Q

Add

6) Click “Add”

Find an Existing Yalue

Hame of test you are giving: |Samp|e Test#1
LSC Term: [1111 Q

7) Fill out the form with the required information. Note that all fields marked with an asterisk are
required and must be filled in before the form can be submitted

8) The following fields should auto-
populate:

-Name

-Email ID

-Department

-Phone Number

Last Updated 030311 4.03:29PM Click here for hel EmplID 0463714

Flease use this form for online or makeup test
Irnportant Rerminders:

1. Mame of Test & Instructor Must Be On All attached Documents
2. Check Section Murnbers Before Sending
3. Remind Students, Picture Identification is Required

Faculty Guidelines
Instructor Info:

'Office Location \ L3C - Univ Park-UP11 11456
B ‘Phone Number (332 613 6851 ——
‘Backup Phone

Hame |Glass, Mathias =

"Emall 1D | >

‘Department |PUrtaI Services ¢

9) Select the course information

C Online Home Campus Q

Onybria ‘Name of test you are giving |Sample Test#1

O classroom (for make-ups or special accommodations only)

Test to be administered to:

10) Enter the courses the test will
cover and if it will be for individual
students.

The Course has to be in the format:
ENGL.1301.4015

Test to be administered to:

ex: ENGL.1301.4015

Term 2011 Spring

Cowrse Q
Rosters will be attached for each specified course.
Course Q Mindividual Students
comse[ a Individual
Students
Course Q StudentID  Description
Course Q 1 Q =
Cowrse Q

Exam to be completed on

11) To specify the course the test is
for, select the magnifying glass and
search for your course or you can
type in a course instead.

ex: ENGL.1301.4015
course | Q




Testing Center Request Form

12) Up to six (6) courses can be
selected on the form.

ex: ENGL.1301.4015
Course ENGL.1301.4015 a

Co||rse|MATH.DBDS.QDE|2 QL

13) You can also specify specific
students to take the test by selecting
the check box next to “Individual
Students

Term 2011 Spring
Individual Students ==

Indvidual Customize | H

Students

Student ID Description

1 e

13a) then selecting the magnifying
glass under “Student ID.” (the list
might take a few moments at first)

Term 2011 Spring

Individual Students
Individual Customize |

Students

Student 1D Description

1 o ——

13b) Select a student from the list.
The list of students is order by Course
number and last name.

Look Up Student ID
: Cancel

Search Results

Wie 100 First [4] 1500150 [} Last
Course Humber Student II
EMGL1301.4015 1150942

Harraon, Vanessa:
Boudreau, Jerermy EMGL1301.4015 0838089
Castilleja, Victor .1301.4015 1004519

CochranMichale EMGL.1301.4015 7002744
Caoneby Kalifnn EMGL1301.40157005317
Frasier, Sierra EMGL1301.4015 105686

13c) This list will show all students
from the course numbers entered.

B oo, T CrreT oo T T
Wollmer, Patrick =,
Willis, Michael
Abalos, Raina
Barcenas, Daniel
Barnett, Joshua

e ] U n Ll
EMGL1301.4015 1100178
MATH.0308.2002 1165295
7 el g a

13d) To add additional students, click
the plus (+) icon to the right of the
name.

Students

Student 1D Description

11150942 Barron, Yanessa

13e) Another row will appear.
Repeat steps 13a-13c to select
another student.

TN TR S Te Ty

Individual ! ¢ First K 12012 O

Students Last

Student ID Description

1[1150942Q,  Barron, Vanessa =
2 a =]

14) Select the options the exam will
be completed on

Exam to be completed on

OIncsiscantron O answer Sheet [ students own Paper
O The Test Ceme Book Computer Program
Conline (ANGEL) [IRequires Respandus.

Quiz Password Ifyou select yes, please also make sure the high security
’7 sefting in Angel has been selected

Mo rmore than 10 letters with no spaces or special characters
Pagswords are case sensitive.
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15) Select the start and end date.
Specify start and end time as well.

TTOTTTTOT

Dates Students May Take Test Ti

‘Start Date = Start Time
‘End Date E1 End Time

Flease avoid having the end date on aweekend.

Test Pickup/Delivery Instructions

T T T T T

16) Choose if there are time limits or
not.

Specify hours and minutes if there is
a time limit.

| | Time Allowed For Test

Ono  Oves

Time Limits?

Hours I_ Mimnes I_
———

17) Select the test pickup options

Test Pickup/Delivery Instructions
Omter-office mail
O nstructor will pick up
O Online test, nothing to return
O Email back to faculty Mot available at LSC-Kingwood, LEC-Greenspaint or LSC-Carver

Materials Allowed

18) Select the materials allowed

Materials Allowed

ATTENTION: If NO materials are checked from the list below, then the student will HOT BE
ALLOWED ANY MATERIAL during the test. If you wish to allow materials during testing, you
must choose the appropriate checkbox.

Limitta 40 characters

[ scratch Paper [hotes

[ bictionary [JeBooks Specify Other |
Oeooks Calculator Swecify Other |
Oworksheets Specify Other |

19) Specify any additional
notes/instructions

Special Instructions/Special Needs

- E— T

20) Click the “Add Attachment”
button to add an attachment.

You may attach a total of three files.
*NOTE Please keep the file size under
5 megabytes (5MB) and limit the file
types to:

.doc, .docx, .pdf, .rtf, .xls, .xlsx

Attach an individual Test Document l

File size imit is 5 MB

Only these types please:

0C, docx, et s, xlsx
| Add Atachment1 |

| Add Attachment 2 |
| Add Atachment3 |

Do not attach answer sheet to test!
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20a) Browse to the file you will attach
and click the “Upload” button

20b) After you click the “Upload”
button, there should be a link to view
the file you attached underneath the
“Add Attachment” button.

| File Attachment |

(|[ Browse.. ]

Upload |

Attach an indvidual Test Document

File size limit is 5 VB

Only these types please:
doc, docx, pdf, itf, xls, xlsx
(ddAtashmeniis)
Wiew psuploadtestbd
| Add Atachment 2

21) Select the centers that will be
receiving the test.

Below Are Assessment Center(s) to Offer Your Test

All centers will be selected initially. g::f,f:us Description
1 LSC-Maorth Harris
2 L3C-Greenspaint Center
3 LEC-Carver Center
4 LSC-Kingwood
5 LSC-Tormball
i LSC-University Park
7 LSC-Montgomery
g L3C-Canroe Center
g LSC-CyFair
10 L3C-Faithanks Center
22) Click the “Submit Form” button.
(This will take a few moments) Submit Form
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23) After you submit the form, you should be directed to a summary page.

The form has been submitted

You should be receiving an email shorthy with the following infarmation
If you need ta submit another farm, use the link in the menu on the left

INSTRUCTOR INFO Submitted: 2/23/2011

11:36:20 A
. Location: LSC - Univ Park

Name: Glass, Mathias UP11 114568

Email: Mathias B Glass@lonestar edu Office Phone: 832/313-6361

Department: Portal Services Backup Phone: 3

COURSE INFO

Course: ENGL.1301 4015 Home Campus:

MATH.03208.2002 Class Type:

TEST TIME

DatelTime to Begin: 2011-02-23 Time Limits:

DatelTime to End: 2011-02-24 Hours: 0 Minutes: 0

TESTINFO

Makeup Test:

Exam Or Quiz Name: Sample Test #1
Test Pickup/Delivery Instructions:

EXAM to be completed on:
NCS:

24) You will receive a confirmation e-mail once the form is successfully submitted.



