
Submitting an Exam to the DRC Testing Center 
1. Click on “MYDRC” on the DRC Website. (www.palomar.edu/drc/mydrc) 

 
2. Click on “MyDRC Instructor Log-in” 

 
3. Click on “Courses” 

 

file://palomar/dept/DRC/Clockwork/Training%20Documents/www.palomar.edu/drc/mydrc


Submitting an Exam to the DRC Testing Center 
4. Log-in using your network username (JDoe) and network/email password. 

 
5. Any class that has a future test/exam booked by a student will have a star next to the “Tests and 

Exams” for that class. Click on “Tests and Exams” in the row of the class for which you want to 
submit an exam. 
 

 

  



Submitting an Exam to the DRC Testing Center 
6. Click the “Confirm/Edit” link under Action to confirm the date/time and submit the exam. 

 
 
 
 

7. Confirm the date and time frame for the test/exam and correct if needed. Click “Next”. 
 

 
8. A list of all students registered with the DRC who have requested to take this exam is displayed. 

Click “Next.” 

 
 



Submitting an Exam to the DRC Testing Center 
9. Select “Where to return completed exam?” from the drop down list. Select if a calculator is 

allowed from the “Calculator Allowed?” drop down list. If a calculator is allowed, fill in the “If 
yes, what kind?” field. If there are any other directions please provide them in the “Other 
Instructions” section. Click “Next.”  
***The more detailed the instructions the more effective we can be at proctoring the exam. (i.e. 
3x5 notecard one side only. Blue or black in only.)*** 

 

10. To upload the exam file click “Browse” and select the file. If you have more than one file please 
send the additional files to drcproctor@palomar.edu. Once you have selected the file click 
“Submit Changes” to send the exam w/ the directions provided. 

 

mailto:drcproctor@palomar.edu

