
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” 
 

 
2) Enter the name of the test you will be 

giving. 

 
3) Select a term by clicking on the magnifying 

glass and clicking on the term. 
 

 
4) Select a term from the list provided. 
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5) Once you select a term, the numerical 
value for it will appear (1111 = Spring 11) 

 
6) Click “Add” 

 

 
  

 

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 

 
9) Select the course information 

 
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 
 

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

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

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

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

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

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

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

 
14) Select the options the exam will 
be completed on 

 



Testing Center Request Form 
 

15) Select the start and end date. 
Specify start and end time as well. 

 
16) Choose if there are time limits or 
not. 
Specify hours and minutes if there is 
a time limit. 

 
17) Select the test pickup options 

 
18) Select the materials allowed 

 
19) Specify any additional 
notes/instructions 

 
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 
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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. 

 
21) Select the centers that will be 
receiving the test. 
All centers will be selected initially. 

 
22) Click the “Submit Form” button. 
(This will take a few moments) 
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23) After you submit the form, you should be directed to a summary page.

 

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

 

 

 

 

 

 

 

 


