
Faculty Portal - How to 

1. Once you log in to the Faculty Portal, you will see a pop up that you must accept before preceding forward. 

 

 

 

 



2. Navigation – How to navigate through the website is on the left-hand side of the screen under ‘Views and Tools’ 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. The Overview page will list all students in your classes that have requested accommodations. If a student is registered with DSS but has 

not requested accommodations for your course, they will not be on this list 

 

 

 

 

 



4. Course Syllabus will allow you to upload syllabi to the database. This is useful when students are scheduling tests.  

 

 

 

 

 

 



5. The Alternative Testing section will bring you to the Alternative Testing Contract as well as a list of all students that have signed up to 

take exams in the DSS office.  To create the alternative testing contract: 

a. Select the drop down to specify the class 

b. Select Continue to Specify Alternative Testing Contract 

c. You will then be prompted to complete a questionnaire on the classes exams 

d. Select ‘Submit Alternative Testing Contract’ at the bottom of the screen 

 

 

 

 

 

 

 



e. If you have multiple students in the same class, you will see an additional drop down that says ‘Copy Alternative Testing 

Contract’ 

 

 

 

 

 

 

 

 

 

 



6. From here, you are able to upload your exams or passwords to the secure portal.  

 

 

 

 

 

 

 

 

 



7. The Notetaking Services Section allows you to monitor who has requested notetaking services as well as the notetaker. You are also able 

to monitor the frequency and quality of notes being provided to DSS students. 

 

 

 

 



8. Communication Access allows you to see which students in your course have access to a Sign Language Interpreter or CART Captionist. It 

will also show you who the interpreter or captionist is. 

 


