
 
 

 
Center for Student Support and Care 
Sara Bea Accessibility Services 
248 Flanner Hall 
Notre Dame, IN 46556 
P 574-631-7157  

 
   

Faculty AccessND Training 
Scheduling and Uploading an Exam 

1. In InsideND, click on the AccessND logo to navigate to your Faculty page. 

 

2. When you have entered AccessND, you will see the Faculty Home Screen:  
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3. Click Courses on the Left-Side Menu.   

 

 

4. Choose the Course that has the upcoming exam.  
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5. Click on Exam on the Top Menu.  

Then Click on Add New Exam. 
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6. Enter an Exam Title (i.e.: Exam 1, Midterm, or Final). Indicate if the exam is a final. Under “Test Length,” select the length 

in minutes that the rest of the class receives (not the amount of time for students with accommodations).  

 

7. Upload the exam to AccessND using the “Choose File” button. Enter Start and End Dates to set the outside parameters for 

when students can schedule to take this exam. Note that students are instructed to schedule exams at the same time as 

their class unless they have prior permission from their instructor.  If you have given a student permission to take the exam 

on a different day, be sure to set parameters that allow this. 
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8. Please answer all questions to indicate what materials are allowed, how you want the exam returned and how you can be 

reached during the exam should a student have a question.  

 

9. If you want the same version to be used for all students taking this exam, choose “Yes” under “Apply to all Records.” 

Choosing this option will mean that you do not need to upload an exam for each student in the course. 

Click Submit 

 


