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Scheduling Exceptions in Examity

Scheduling exceptions allow you to set a unique exam window that is specific to a test-taker for a specific exam. The
updated exam window will display to the test-taker when they schedule in Examity, and they will not be able to schedule

outside of their set window. Each test-taker can have one exception per exam.

Scheduling exceptions outside the exam window reflected for the quiz in D2L Brightspace must be added to Examity and
as Special Access to the quiz in D2L Brightspace under Availability Dates & Conditions. If the exception is not added in
Examity and D2L Brightspace, the student will not be able to access proctoring, the quiz, or both.

Students must schedule exams at least 24 hours in advance. Any exceptions must be approved by the instructor as a
Scheduling Exception and APSU will be charged an additional fee for on-demand proctoring. If the 24 hours does not
exceed the current exam window, set the start date/time as the earliest time the student can test and set the end
date/time to match the regular exam window. This will ensure the student can test within 24 hours or through the

remainder of the normal exam window if there was a need to reschedule.

Create a Scheduling Exception

1. Select the Examity link within the applicable D2L Brightspace course.
2. Click on “Exams” at the top of the Examity dashboard, and choose the applicable exam.
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Exams Q search by course or exam

Exam Course Instructor Status Platform Activity

Comprehensive Exam-Fall 2022 2 Nursing Starts 10/24/2022 8:00 AM Standalone 5 scheduled.

NEW EXAM

3. There are two options to add a new scheduling exception: 1. Select the “Scheduling Exceptions” tab and then

“NEW SCHEDULING EXCEPTION.” 2. On the “Info” tab, select “NEW SCHEDULING EXCEPTION.”

Courses Test-takers Dashboars Profile Logout
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¢ Exam » Edit Details

Info Rules Instructions Supporting Documents Scheduling Exceptions Proctoring Analytics

2 NEW SCHEDULING EXCEPTION DELETE EXAM

4. This will open a Scheduling Exception pop-up window.

Scheduling Exception

Original Exam window : 03/31/2022 07:00 PM - 05/30/2022 07.00 PM

Affected Test Takers

Choose One or Multiple Names v

Revised Exam Window

Start date and time End date and time

SUBMIT EXCEPTIONS

Cancel
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5. Select “Choose One or Multiple Names” and check all the names for the test-taker(s) who will share the new
scheduling exception. You can only add one scheduling exception timeframe at a time, but you can add multiple
test-takers to the same window.

6. Use “Start date and time” and “End date and time” to select the new exam window that will be applied to
all of the selected test-takers. The selected test-takers will only be able to schedule their exam during this
window, so make it wide enough to accommodate the exam duration and exam buffer time.

7. Click “SUBMIT EXCEPTIONS” to save your changes. The selected test-takers will see their new exam window
immediately.

8. Click “NEW SCHEDULING EXCEPTION” to create another scheduling exception window for the same exam

or “BACK TO EXAMS” to exit. Important reminder: scheduling exceptions are per student per exam. If you

are allowing a student alternative exam windows for all exams, you will need to enter a scheduling
exception for each exam in Examity and as Special Access in D2L.

Scheduling Exception Created

Your scheduling exception was created. The affected test-takers will see their
new exam window on their “Exams” page.

Exceptions:

Willard instWillard_PreviewUser : Aug 01, 2022 12:00 AM - Aug 06, 2022 01:00
AM

NEW SCHEDULING EXCEPTION

BACK TO EXAMS

View, Change, or Delete Scheduling Exceptions by Exam:
1. Click on “Exams” at the top of the Examity dashboard, and select the exam for which you wish to adjust
scheduling exceptions.
2. Go to the “Scheduling Exceptions” tab.
3. Find the test-taker and click “Change” to change the exam window or “Cancel” to cancel the exam window.
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« Exam - Edit Details

Rules Instructions Supporting Dccumam@ Scheduling Exceptions Proctoring Analytics

NEW SCHEDULING EXCEPTION
Current Exam Window
Aug 24,2022 01:00 AM - Aug 31, 2022 03:00 AM

Exceptions:

Student Test : Sep 02,2022 12:00 AM - Sep 09, 2022 12:0F§A
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View, Change, or Delete Scheduling Exceptions by Test-Taker
1. Click on “Test-takers” at the top of the Examity dashboard.

Austinpe
Arsww l‘nivcrs?g Courses Exams Test-takers Dashboard Profile Logout
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2. Test-takers with scheduling exceptions will have a blue clock icon in the “Exceptions” column. Click the icon to
view the student’s exceptions.

Test-takers . willard Prefle ~|  Accommodation v Status NEW TEST-TAKER

cat-lake Email Frofile L Eei ali X E:]
Willard instWillard_PreviewUser instWillard(@yopmail com Incomplate Active Mo a
ttiillard ttwillardL tWillard@yopmail cam Incarmplate Artive Ma

3. Scheduling Exceptions are listed together and sorted by exam. Locate the one you want to edit. Click “Change”

to update the scheduling exception or “Cancel” to delete the scheduling exception. If you cancel the
scheduling exception, the test-takers will see the original exam window.

Test-taker Details Courses

ID Special Accommodations
ANoGoesHere@apsu.edu No

Email Address Platform
ANoGoesHere@apsu.edu Desire2Learn

Phone Number Timezone

+ 1 9312217256 North America / Central Time

Scheduling Exceptions

Exam 1 : Jun 28,2022 03:00 PM - Jun 30, 2022 02:00 AM Change Cancel

2022-08 Room Scan : Sep 02, 2022 12:00 AM - Sep 09, 2022 12:00 AM Change
Cancel

Level 2 Test 2022-09-06 : Sep 08, 2022 12:30 AM - Sep 09, 2022 12:30 AM Change
Cancel

Spec1a1 Access in D2L Brightspace

Open the course in D2L Brightspace.
2. Select “Tasks” and the “Quizzes.”

Content Communication ~  Resources ~  Edit Course

Man

Attendance ibrary Statistics

Assignments

More Actions
ories

Quizzes

. View:| By Avail
Rubrics

Surveys
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3. Use the drop-down arrow next to the applicable quiz to select “Edit.”

# Bulk Edit
(| Current Quizzes

() Primary Colors ~» @ &

(. Software Threa | Edit

\(7\\ Famous Tech Pe Hide from Users

Preview
(| Quiz 1 - Procto

4. Under “Availability Dates & Conditions,” select “Manage Special Access.”

. . . i ili iti v
Edits will only impact future attempts Details X |Ava||ab||lty Dates & Conditions
ame * Start Date
Primary Colors ‘ ‘ = ‘
Grade Out Of !)ue Date End Date
10 points ‘ ¥ InGradeBook v @ = |H7‘

Pescription

Release Conditions

Select the correct answer. Users are not able to access or view the quiz unless
they meet the release conditions.

5 Add Release Condition W
We blocked this for you

https:#app.honorlock.co... Special Access

This media is from

Special Access allows quizzes to be available to only a
another website.

select group of users or individualized due dates for
Do you want to allow it? certain users.

Manage Special Access

5. A Special Access pop-up window will open. Select “Allow selected users special access to this quiz” and “Add
Users to Special Access.”

Special Access X

@ Allow selected users special access to this quiz

(__) Allow only users with special access to see this quiz

Add Users to Special Access

Save and Close Cancel
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6. Update the exam window and other special access settings (timing, attempts, etc.) as needed.

Add Special Access to Quiz - Primary Colors

Properties
Due Date

\:7] Has Due Date

Availability
\'7] Has Start Date

2022 12:02 PM

\ii] Has End Date

Timing

(@) Nochanges () Recommended Time Limit () Enforced Time Limit

=l -

7. Select the student(s) receiving the special access and “Save.”

Add Special Access to Quiz - Primary Colors X

L Examity (DO NOT INACTIVATE OR DELETE) Examity (DO NOT INACTIVATE OR DELETE) (Id: Examity)

Test Student_29 (Id: Test.Student_29)

\' \ Test Student_30 (Id: Test.Student_30)

() Test Student_27 (Id: Test.Student_27)
\’7\ Test Student_28 (Id: Test.Student_28) -
[ Save Cancel

8. When done adding special access, “Save and Close.”
9. When done editing the quiz, “Save and Close.”
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