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INFORMATION FOR TESTS ADMINISTERED BY

STUDENT ACCESS CENTER
Student name E-mail
WD Phone
STUDENT COMPLETE THE FOLLOWING (PLEASE PRINT):
Name of course Course No.
I a . Ounline
DayofWeek | DateofTest | Timeof Test* . | Ttowee Moo | wie
Alternai 4 )

*Office is open Monday-Friday, 8 AM - 5 PM_ [f the student needs an alternate date/time, it must be taken within that time frame.

INSTRUCTOR COMPLETE THE FOLLOWING (PLEASE PRINT):

Instructor Name (Please Print):
E-mail: Phone:
Time allowed for CLASS to take exam: 50 minutes 75 minutes other (give amt )

Materials permitted: no yes - If yes please specify:

Instructor will deliver the test in the following manner:

_____ Instructor will e-mal test to tsti@k-state edu (Preferred) Student Access Center will pick up test from the
Instructor will drop off test at the Student Access department
Center

Completed Tests should be returned in the following manner:
To the main department office e.g. BIOL to Ackert 116) Instructor will pick up from Student Access Center

*Tests Request Forms submitted to the Student Access Center must be available at least 48 hours in advance.

Instructor Signature Date

Data Entry!

 Professors had to fill one
out for each student

» Hand entered about
600 forms in the first
three weeks

 Class data could not be
reused, had to be re-
entered each time

* Proctored 1200 tests per
semester — All had to be
entered individually



Main Concerns with the system

» Passing the form from student-professor-student-SAC meant there
were many chances for mistakes/misplacing the form

« Student could alter the form after the professor signed it, to allow for
extra materials or alternate times

 No way to allow for different times/materials on different exams
* Professors had no way to see what was scheduled for their class

 No way to connect classes, short of looking up everyone's section
number in KSIS

 Updating new test return locations was difficult and imperfect

« Emall notifications for exam was being done by hand - 15-40 emaiils,
with date/time/materials/student names added

 Around 100 emails per day for finals

» Sorting issues on the reports for finals made it difficult to get organized
— especially for midterms/finals




The Solution!
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Benefits for our office

Fewer mistakes on dates
Professors provide data entry or dates
Automated emails to professors

Automated emails to students help us
avoid missed tests or mistakes

Reports sort in relevant ways —and
always in the same way

Reports auto-run and emailed to the
main account — helps the office run
when test coordinator is out

Easy to edit and update as new
accommodations are added

Alternate test times marked received
separately from rest of test to allow for
make-up exams



Favorites | MainMenu > KSU Development > KSU Campus Community »  Student Acgess Center > SAC Student

Elizabeth Marie Walker
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Go-live

« Testing Center went live May 6t
 Data was duplicated into the new system for Spring Finals

 The students loved the reminder emaiils

 Automated emails to professors helped us get tests on time

* Using only new system for Summer

» Mixed results from professors

Despite changing accommodation letters, multiple K-State Today articles and even a
direct email, professors don’t seem aware of the new system

Unhappy with 48 hour deadline

Happy with regular emails, increased visibility, and reduced repetition
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From there | can go to:

megepcler¥S Tk slate ey
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Set-up tables allow us to add
new accommodations as
needed.

(The shortened version of these
show up on the proctor sheets to
help us know who needs a
computer, who needs to be sat
at a task lamp, etc)

A set-up table also controls the
paterials the professor can
choose from when adding an
exam, so that we can add
anything we see listed frequently
and specify how it will be shorted
on the proctor sheet

KANSAS STATE
UNIVERSITY

Favarites : Main Menu > KS-UDEL'Elopmem »  K5U Campus Community Smden:AoEEsCa'lber » Tests > Test Accommodstions

Student Access Center o «
Student Access Center [0~ |
=] Student Detail

= Exam Accommadafions

¥ SAC Smgem

L-
= Emall Students Addad o Class
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= Om Fhong
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Test Accommedations

1[2x |Double Time
2 [ax [Triple Time
3 (AT |Akernatve Test Time
4 [Calc [Calculator
g |DF!AG |Dla|;nn
6 [DRE |Distraction Reduced Envirenmen
7 |En |Er1|arge
% [FB |Frequent Breaks
0 [NS [No Seantron
10 [FR~ | [Privatz Room
1R |[Reader
12 [Sc |Seribe
13 [TL [Task Lamp
14 [TT5 |Tesa-to-Speech
15 [WH [White Noise
18 [WP [Wiord Processor
17 [T |Extra Time

[+ [H [ [# = #H



K ANsAS STATE
UNIVERSITY

Favorites - MainMenu > KSU Development > KSU Campus Community > StudentAccess Center » Tests > Org Phone

Org Table allows us to instantly
update new locations/phone

Student Access Center 6 « 1 ACCTG 25020 Accounting [532-6184  [Calvin 103 - Pam [H=
S ctes Conte | B i e [— = numbers for Departments
27 Student Detail 3 AGCOM 10085 Communication and Ag Education [532-5804  Umberger 201 =
v 4 AGEC 10030 Agricultural Economics [5326702 Waters 342 =]
commodations
5 AGED 10055 Communication and Ag Education [ \ =
B AGRON 10040 Agronomy 5326101 [Throckmorton 2004 ] . 0
Email Students Added to Class 7 AMETH 20310 American Ethric Studies [532-2112  |Leasure 104 = Wlth al | th e m OVeS y h aVI n g teStS
Proctor Check Report = . .
?t;ﬁ:l;{tg?:;e; Zc;i.seislsnte 2 ANTH 20250 Sociology Anthropology & SocWik [Waters 204 = d e | |V e r e d t 0 th e WI’ 0 n g |O C atl 0 n
E T‘p_esls Retumed Report 9 AP 20020 Anatomy & Physiology |530-5666  |Coles Hall 228 = .
(7] Test Setup 10 ARAB 20180 Modem Languages [532-6760  |Eisenhower 104 = WaS b e CO min g a p I’O b I e m.
5 Materils Setup 11 ARCH 15020 Avchitecture [532-5053 | ISeaton 211 =
%Z:Ti"fmmam 12 ARE 45040 Architectural Engr & Const Sc 5325964  [Seaton 240 =
13 ART 000 At 5326605 | Willarg 111 =
14 A8l 10050 Animal Sciences & Industry |532-1262 | |Weber 134 =
15 AT 55020 Apparel Textiles & Interior Ds. |532-6993 \Justin 225 [=]
16 ATHM 20010 College of Arts and Sciences [ \ El
17 ATHW 20010 College of Arts and Sciences [ \ =]
13 ATM 45020 Biological & Agricultural Engr |532-5530 \Seaton 129 =
19 AVM 85020 SainaAviation [ \ El
20 AVT 85020 Saina Aviation [ \ =
21 BAE 45020 Biological & Agricultural Engr |532-556\D \Seaton 120 E|
22 BIOCH 20050 Biochem & Molecular Biophysics |532-6121 ‘Chalmers 144 =
23 BIOL 20060 Biology 5326616 Ackert 116 [
24 BUS 35030 Salina Arts Sti & Business [ I =
25 CDPLN 15050 Landscape Arch/Reg & Comm Plan |532-691  [Seaton 302A =l
26 CE 45050 Civil Engineering 5325862 |Fiedler 211 =
27 CHE 45050 Chemical Engineering [532-6584  [Duriang 1008 [=
28 CHINE 20180 Modem Languages 5326780  |Eisenhower 104 =]
29 CHM 20070 Chemistry |532-6865  [Chiem Biochem 213 [=
s 45085 Computing & Information Sci [532-6350 ' [Engineering Hall 2184 =
31 CLSCS 20180 Modem Languages 5326780  |Eisenhower 104 =
32 CMST 85040 Salina Engineering Technology | ‘ El




Overall

» Professors
» Professors have direct control over what dates the office gets
» Automated emails are always exactly 48 hours before the exam
» Students
®» | ess responsibility is placed on the student for coordinating their exams

» Reminder emails still allow them to notify our office if something isn’t
right

» Qur Office

®» | ess complicated system allows for easier training and better office
cross-training

» Reduced data-entry frees up weeks worth of work hours

®» System eliminates many chances for mistakes/miscommunications



