	

Schedule, Cancel or Modify an Exam

· Open STARS and select the Alternative Testing tab, under Accommodations. 

· Select the course under the Schedule an Exam header and select Schedule an Exam. Only classes for which your instructor has completed the Alternative Testing Agreement will appear. If the class you need to submit a test request for is not available to select, please contact your instructor to request they complete the Alternative Testing Agreement found on your letter of accommodation.

[image: Screenshot of Schedule an Exam section under Alternative Testing tab]


· Select the Exam Date, Time, Services Requested, and any Additional Notes that you may have regarding the exam. If the date is not specified, select The Exam I’m Scheduling is Not Listed and add the information to the request. Once completed, select Add Exam Request.

[image: Screenshot of exam request form for Quiz scheduled Wednesday, July 8, 2026, at 10:00 AM on Main Campus. Selected services include 50% time extension and distraction-reduced testing, producing total exam length of 1 hour 15 minutes and end time of 11:15 AM.]


· To modify a request, select the Alternative Testing tab on the left-hand side. To modify the request, make changes to the exam request and select Update Exam Request. 

· To cancel an exam request, select the drop down Cancel Exam Request. Indicate the cancellation request and select Cancel Exam Request. 
[image: Screenshot of the Cancel Exam Request section indicating the reason for canceling the exam.]

Late Exam Requests:
· If the exam request you are submitting is considered late, meaning you are submitting the request less than four business days in advance for tests and quizzes or less than one week in advance for midterms and finals, a Late Exam Request screen will appear after you click Add Exam Request. Your late exam request will not be submitted for review unless you complete the Late Exam Request box and submit the late exam request.

[image: Screenshot of Late Exam Request drop down box for students to indicate why the exam request is late]
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Important Note
« The following courses where instructors have not specified Alternative Testing Agreement:

© PSYC 100.018 - INTRODUCTION TO PSYCHOLOGY (CRN: 3567)

Select Course: | TEST 100.001 - TEST CLASS FOR OA (CRN: 12345)
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Available Exam Dates*
Quiz - Wednesday, July 08, 2026 N

Campus*

Main Campus v

Time*:

10am v|[00 v

‘Services Requested (As Applicable) *:

Hint: You are required to make a minimum of 1 selections.

50% Time Extension Testing in Distraction
Reduced Space (0A)

‘Total Exam Length

50 Minutes x 1.50x Multplier =1 Hr 15 Min

Exam Ends At:

10:00 AM + 1 Hr 15 Min = 11:15 AM

‘Additional Note:
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If you would like to cancel this exam, please specify cancellation reason
below:
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