
Assisting with Proctor Scheduling  

Log into MyDSCC 

 

Click Student tab 

 
 

Under Student Quick Links in the top right 

corner of the page, Click Schedule a Proctoring 

Appointment 
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The Proctoring Site Opens, select appropriate 

option….. 

 

In this case, Schedule a Test Proctor. Select the 

appropriate campus in which to take the test 

then click Next. 
 

 

Click the Calendar icon to open the calendar 

and choose a test date: 

 
Click Next once date is selected. Then select the 

desired appointment time from the drop down 

list. 
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You are then taken to the Proctoring 

Appointment Registration Form, fill in all 

information accurately. 

 

After filling out registration form, click the Submit Request button. Once the request is submitted, a 

Confirmation page will appear. Advise student to print the page for their records and retain the security 

key. The security key will be needed in the even the student needs to cancel the scheduled 

appointment. Students also need to be advised that after they have missed 2 appointments without 

cancelling prior to their scheduled appointment time they will no longer be able to schedule their 

proctored exams until specified by the Distance Education Office. 

When assisting a student scheduling a proctoring appointment, stress to them the need for all the 

information they enter to be accurate in order to prevent delay of their exam. The information they 

enter is what is used to notify their instructor they have scheduled the exam. If the instructors e-mail is 

not entered accurately they instructor will not be notified of the appointment and the exam may not be 

unlocked at the scheduled time.  
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Note: Links the proctoring website are also 

located on the MyDSCC Online homepage: 

 

and within MyDSCC Online in the DSCC Quick 

Links section on the right side of the screen:  

 

 


