
Step 3.  

Student schedules exam 
Student can do this independently, or during 

meeting with you 



 Terms and Conditions of scheduling exams 



Student selects time and date and agrees to terms 
and conditions. The “Services Requested” box only lists accommodations the 

student is already approved for. 



You will receive a 
notification email every 
time your student 
schedules a new exam or 
updates an existing exam 



 
Week of the test  
 
It’s time to deliver the test 
to DRS!  
 
Aim for at least 24 hrs ahead of time, so 
Kali can catch any problems or glitches.  



On the Testing Contract you will have selected 
one of the following methods:  
 
• Uploading exam to myDRS database 
• Instructor delivery of a hard copy 
• Email to drstest@uw.edu 
• Student delivery  

 
 

mailto:drstest@uw.edu


Uploading exams to myDRS 

You will receive a reminder email 2 days in advance. 
Click on the provided link to upload the exam . 



 

Select the exam file, click upload, and you’re set! 



Testing Day! 

• Student arrives to take exam at scheduled time (we have 
a 15 minute grace policy in regards to late students) 
 

• Student signs in at the Testing Center – goes over exam 
time and allowances with staff 
 

• Student takes exam and then returns it to staff. We then 
process it according to Testing Contract specifications 
and return to instructor 
 
 
 



Some things to keep in 
mind about exam returns 

Campus mail: this sometimes takes up to 3 days, not a good 
option if you’re concerned about quick turnaround.  
 
Student Return: the fastest return method. But please be 
conscious of your students’ disabilities. This could be difficult 
for someone with a mobility impairment.  
 
Pick-up and email: pretty straight forward. 
  



Happy grading! 
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