
How Can Instructors Approve a Requested Test in the DS Faculty Portal? 

When a student requests to take a test, quiz, or Final Exam with the Disability Services (DS) Test 

Center, you will receive an email notification asking to confirm the test information and to share and 

upload any test materials.  

1) Click on the hyperlink in the email or go to https://ds.charlotte.edu/ds-portal/.  

2) Click on the “DS Faculty Portal” icon.  

 

3) You will be asked to enter your NinerNET username (not email address) and password to log in. 

a. If you have not recently logged in or are on a new device, you may be asked to use Duo for 

two-factor authentication. Have your cell phone handy. 

4) Now in the DS Portal, click on “Courses” in the black toolbar to view all courses (and sections) you 

are teaching.  

  

 

5) Under the Courses tab, look for the specific course and section in which you wish to share test 

information.  

a. A  indicates that one or more students have scheduled a test/exam with the DS Test 

Center for that course and section.  

b. If you teach multiple sections of a course (ex. ACCT2121-001, ACCT2121-002, ACCT2121-

003) you will need to share information for each section. 

https://ds.charlotte.edu/ds-portal/


 

 

6) Click on “  Tests and Exams” to confirm the Test/Exam information. 

a. You will confirm/edit the reported in-class test time, share proctoring information, and 

upload any test materials (if necessary). 

  

7) After clicking on “  Tests and Exams,” a list of student-requested tests/exams for every date that 

a student has scheduled a reservation for will appear. Click “Confirm/Edit” in the “Action” column to 

share information for that test date.  

a. Dates are listed so that the further date is listed at the top and the closest date (or previous 

date) will appear at the bottom of the list.  

b. You will need to confirm each exam reservation. 

 



8) Now on the Test Details page; on Prompt 1, review the test, date, and time provided by your 

student. Make changes if the information is incorrect. Click “Next.” 

 

9) On Prompt 2. Students, review the students who have scheduled a reservation with the DS Test 

Center. Click “Next” to continue. 

a. The test times listed may vary for each student due to extended time accommodations 

and/or conflict with other courses.  

 

 

 

 

 

 

 



10)  On Prompt 3. Test Information is a checklist of various s allowed items and proctoring 

parameters. Select the items that students in the classroom will be allowed to use during this test. 

Only items selected by you are allowed in the DS Test Center.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11)  Towards the bottom of the Test Information checklist is a section to indicate any special 

software requirements for an online test.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12)  The final step on Prompt 3 is to select the Test Delivery and the Test Return options. Once 

selected, click “Next” to continue. 

 

 

13)  On Prompt 4. Submit Changes, review the test details you have confirmed/entered. You can 

upload any test material(s) here. 

  



14)  Under the File upload section, upload any test materials (i.e. the test, periodic table, formula 

sheet, audio file, etc.) 

a. If all the information is correct, click Submit Changes. 

 

 

 

For any questions, email dstestcenter@charlotte.edu, or call (704) 687-0040 
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