
How Students Schedule a Final Exam Using the DS Student Portal. 
Students connected with the Office of Disability Services and qualify for testing accommodations can 
follow the instructions below to schedule their Final Exams. Students will need to follow these instructions 
for each final exam they wish to schedule with the DS Test Center. 

You will need the following: 
• Your NinerNET credentials (username and password) 

• The name of the course you want to schedule a Final Exam for 

• The date, start time, and duration of the in-class Final Exam 

Steps for scheduling your Final Exam via the DS Portal: 
The following steps can be used to schedule a Final Exam with the DS Test Center. 

1) Go to https://ds.charlotte.edu/ 

2) Click the DS Portal tab at the top of the page 

3) Click the “DS Student Portal” icon  

 
4) 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. 

5) Once logged in, click on “Schedule a test or exam” icon in the middle of the screen. 

 
6) Click “Schedule a final exam” tab on the black toolbar. 
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7) Now on the Welcome Page for Final Exam Scheduling, click prompt 1, “Select course,” located on 
the left side of the page to get started.  

a. Note that the Final Exam scheduling deadline for the current semester will be listed on this 
page. 

 

 
 

8) Select the desired course from the dropdown menu. Once you select your course, click “Next.”  
a. Only courses for which you have requested testing accommodations will be listed.  
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9) Enter the date, start time, and duration of the in-class Final Exam. Any extended time 
accommodations will be automatically calculated by the system. Once all required 
information is entered, click “Next.”  

a. Common Final Exams are 3 hours. 
b. General Final Exams are 2 hours and 30 minutes. 

 

 
 

10)  Select all the testing accommodations that you would like to use for *this* test reservation. Once 
you have selected your accommodations, click “Next.” 

 

 

 

 

Select the 
date of the 

exam Select 
start time 

of the class 
 

Enter hours 

Enter 
minutes 



11)  On prompt 4, “Final Exam date and time in the DS Test Center,” review your Final Exam 
reservation time. Make note of your test time and click “Next.” 

a. If you have extended time accommodations, you will see the calculated time on this screen.  

  

 

 
12)  Prompt 5 “Confirm and complete,” review your test reservation under the heading “Tentative test 

information.” 
a. The date and time listed under Tentative test date and time when you need to plan to arrive 

at the DS Test Center for your test.  

 

 

 

 

 

 

 

 

 

 

 

1) If  

 

 

13)  After reviewing all information, scroll to the bottom of the page and acknowledge that the 
information is correct by clicking the checkbox. Then click “Finish” to complete your reservation. 
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14)  If the test was scheduled successfully, you will automatically be redirected to a new screen with a 
thank you notice. 

a. You and your professor will receive a confirmation email, and you can view the reservation 
under the “My upcoming events” tab in the Portal. 

15)  To schedule another test, click the “Schedule another test” button.  

 

 

 

 

Questions? Email dstestcenter@charlotte.edu 
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