
How to Approve a Student’s Test Center Request

1. Log onto the MyDSO portal: https://bachelor.accessiblelearning.com/RIT/Instructor

2. Click Continue to View Student Accommodations”, then the “Alternative Testing”
link on the left hand side of the screen.

3. There will be 3 boxes near the top of the screen. The middle box, Exam Requests
Requiring Approval, will show the number of scheduled exams that need to be
approved by the instructor.

4. All of the upcoming scheduled exams will be listed below the 3 boxes. In the Status
column, exams requiring instructor approval will be indicated in red. Click the red
Instructor Approval Required link to open the scheduling details.

https://bachelor.accessiblelearning.com/RIT/Instructor


5. The date and time of the exam request will be listed. If the student’s proposed date and
time are acceptable, click the Approve Request button.

6. If the proposed date and/or time are unacceptable, click the Date of the Exam Does
Not Match with the Syllabus selection from the Reason for Rescheduling dropdown
menu. There is a box where an optional additional note can be added. Then click the
Submit Request button.



7. The screen will automatically refresh and go back to the main alternative testing page.
The status of the approved exam will now be set as Processing. When the exam
request is approved by Test Center staff, the status will change to Approved.


