
How to use the DRS 
Testing Center 



Getting Started 

• Request testing accommodations 
through myDRS 

 
• Send or give your Faculty 

Notification Letter to your 
instructor 



Testing Contract  
 

• No more Gold Form! 
 

• Instead, you will need to complete the 
online DRS Testing Contract with your 
professor.  



   
Meet with your instructor 
to complete the contract 

 
• Bring a laptop 
• Or bring a paper version – then fill out the 

contract online after the appointment 



• Log into your myDRS account 
• Click on Alternative Testing in the  
“My Accommodations” menu on the left 
 



• Click on Submit Testing Contract in the upper right 
hand corner  

 



• Step 1, select your class from the drop down menu 
• Step 2, select DRS Testing Contract under “Select Contract Type” 
• Step 3, click Continue to Fill Contract 
 



Complete the myDRS Testing Contract 



New questions that were 
not on the Gold Form 



• Check that you agree to the terms and conditions of the contract 
• Click Submit Alternative Testing Contract  



Once the contract has been submitted, a 
copy of it is emailed to your professor 



Scheduling tests 

• Schedule ahead of time: at least 5 days 
 

• You can schedule all tests as soon as you 
have submitted a Testing Contract 
 

• You may modify them later if something 
changes 



From your Alternative Testing homepage, 
•  select your class from the drop down menu  
•  click Schedule an Exam 



Please read the Terms and Conditions before you schedule exams 



• Fill out the exam detail form 
• Check the boxes under Terms and Conditions to agree 
• Click Add Exam Request 



Modifying an exam once you 
have scheduled it  
You might need to reschedule if:  
• The professor changes the date 
• You entered the wrong information  
• You have arranged with the professor to take it on a different 

day than the class 
 

 
** Your professor must email DRS to 
approve any modifications 



On your Alternative Testing homepage, find the scheduled 
exam and click on Modify Request  



Late Exams 
 An exam is “late” if it is scheduled with fewer than 5 
days advance notice 
 
All late exam requests must first be approved by DRS, 
on a space-availability basis, before they are scheduled. 
 
DRS will contact you to either approve of the exam or 
suggest an alternative route.   



• Select the corresponding reason for the late request from the drop down 
“Reason” menu.  

• Provide any additional information you’d like the Testing Center to know 
• Check that you have read the late exam policy 
• Click Submit Late Exam Request 

When you schedule an exam for a date sooner than 5 days ahead, 
myDRS will provide you with a “Late Exam Notice.” 
 



Day of the Test  
• Arrive at DRS a few minutes early 
• Remember to bring anything you need for 

the exam (scantron, bluebook, notecards, 
model kit, etc).  

• Contact DRS and your professor as soon 
as possible if there is an emergency and 
you are unable to make it on time.  
 

Happy testing! 
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