
JCCC Testing Services Scheduling System

If you are a instructor who has a student who needs to makeup a Face-to-Face or Hybrid 
Exam, enrolled in a Self-paced course or has ADA Accessibility accommodations this 
system can assist with scheduling on campus proctoring.

To begin using this system instructors 
will need to go to Canvas and find the 
course that has the student who needs 
to schedule testing time in Testing 
Services.

The scheduling system uses a Canvas 
menu option that the instructor will 
need to Enable by going to the Canvas 
Course Settings, click on the Navigation 
Tab at the top of the page and Enable 
the “Testing Services Request”.

This course navigation element may be 
located at the bottom of the list of menu 
options.  Once you have enabled the 
menu option you can drag it to the best 
location on your menu and SAVE these 
settings.

Next the instructor will Click on the 
“Testing Service Request” menu icon 
now located on the Canvas Menu.

This will then launch the request system 
in a window inside Canvas.  Some of you 
may see previous submissions while 
others may not see any activity.

To start a new request for a student you 
will need to click on the circle located to 
the right of the screen with a plus in the 
center.



Next, the instructor will begin working 
through a series of questions called the 
“Submission Builder”.

It will be important to review the Details 
section that will have important guidelines 
that may be updated to help instructors stay 
current on any changes to the system.  

When naming the Exam provide detail about 
which exam or quiz and instructor last name 
example :

CHEM-122-003-80235  Unit 1 Exam - Lovitt

Do not include a student name in the Exam 
Name field !!!

Next select the Canvas course from drop 
down box 

The Start Date and End Date will indicate the 
range of dates when you will accept any 
student work from Testing Services.  Keep in 
mind this does not guarantee the student a 
space only the range of dates.

Finally, you will enter the amount of time you 
will allocate for the exam.  Adjustments for 
any accommodations for Access Services will 
be added on the system side.

Note Very Important!!!
If you are using Canvas for your exam the 
instructor will need to Moderate the Quiz 
inside the Canvas.  The request form does 
not make these adjustments.



The File Management section of the 
Submission Builder will provide the 
opportunity for the instructor to add 
a digital file.  

This can be a PDF or Word file that 
can not exceed 15 MB.

The Additional Information section of 
the Submission Builder will be where 
the instructor identifies the  Type of 
course in the drop-down menu.  Then 
goes into greater detail on what 
optional materials will be allowed in 
the Testing Center.

Note if Calculator is checked you will 
have the ability to select the highest 
type of calculator allowed.



Additional Information continues with the 
instructor identifying if the student will be 
taking a computer or paper exam.

Please Note:
If the Computer Exam is selected the 
instructor may need to make accommodation 
adjustments for additional time in Canvas.  
Testing Services does not have the ability to 
modify testing times in our LMS.

The instructor can also include any passwords 
required inside Canvas .  

Exam Results:
The instructor will then acknowledge that the  
exams results will be provided electronically 
inside the Testing Request System.  Covered 
later.

Eligibility and Restrictions will be where the 
instructor lists the student email addresses of 
the specific people who can take this 
requested exam.  After the name appears in 
the drop-down make sure you click on the 
name to add it to the list.

Final Instructions allows the instructor to add 
any final information NOT visible to the 
student.

Once completed you can Submit or Submit 
and Print.

After Summitting the Request the student will 
receive an email notifying them they can go 
the menu option in Canvas to register for the 
exam.



Tracking Submissions

After the instructor has submitted the request 
there will be a listing of submissions and the 
status.  These submissions should be 
immediately approved so students can register 
for a time.

The Submissions and History tabs will contain 
additional details on status of student 
scheduling, cancelling and finally the results 
for the instructor to download and review.

If the status indicates “Checked Out” to the 
right of the item on the submission will be a 
icon that contains a digital PDF of the 
completed exam if you are using “Paper Exam”

If you are using “Computer Exam”  these 
results will appear in Canvas.

Help Tab

Additional guides are available including 
videos and step by step instructions.

For questions regarding scheduling or testing-
related questions, contact Testing Services by 
email at testingservices@jccc.edu or by 
phone, 913-469-4439, Monday through 
Thursday 8 a.m. to 6 p.m. and Friday 8 a.m. to 
5 p.m.

The Educational Technology Center can also 
provide instructors with assistance in 
completing these requests.

https://jccc.zoom.us/my/jcccedtech
email: edtech@jccc.edu
Phone: 913-469-3842

Profile located inside the User Icon in the 
upper right corner provides additional 
customization on notification preferences.

mailto:testingservices@jccc.edu
tel:9134694439
https://jccc.zoom.us/my/jcccedtech
mailto:edtech@jccc.edu
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