REQUESTING EXAM APPOINTMENTS

Students seeking to utilize their exam accommodations must have a current Authorized
Academic Accommodation letter.

Exams taken with the DRC are administered by appointment only.

Five (5) business days before the quiz/exam, students are required to request an
appointment in person, by phone, or online through MyDRC. Two weeks’ notice is
needed for final exams.

Testing day and time should coincide with the same time that the class takes the
quiz/exam unless prior arrangements have been made with the instructor. Testing
appointments made after the five-day deadline may not be supported or occur on the
requested date and time. Likewise, testing appointments made for finals exams after
the two-week deadline may not be supported or occur on the requested date and
time.

Exams will be confirmed and booked after reviewed by the Testing Center Coordinator.


https://clockwork.palomar.edu/clockwork/custom/misc/home.aspx

HOW TO REQUEST AN EXAM APPOINTMENT
1. Click on “MyDRC Student Log-in”
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2. Click on “Schedule a Test or Exam” icon
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3. Click on “Schedule a test, mid-term or quiz” tab
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4. Log-in using your student e-mail address and MyPalomar password.

PALOMAR COLLEGE PORTAL

Student Login: Email (JDoel234@student. palomar.edu) and MyPalomar password
Employee Login: Network/email username (JDoe) and network/email password

Username

>
PALOMAR COLLEGE"®
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Information Services Help Desk: helpdesk@palomar.edu (760)744-1150 ext. 2140



5. After reading the directions, click on “Next”.
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Choose the course you need to take the exam for using the drop-down list below “Course:”.
After selecting the course, click “Next”.
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7. Fillin the date of the exam in the “Date of class test:” field. Fill in the time of the exam
in the “Time of class test:” field. Fill in the time the class gets to take the exam below
the “Class test duration:”. If you are unsure how long the class gets to take the exam,
put in the regular length of your class. After completing all of the above fields, click

“Next”.
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