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How to complete a Proctor Request Form 
Below is an example of the Proctor Request Form and how to complete it. 

 

 

Instructor’s name, ID and course 
sections for the available term will 
automatically populate when accessing 
the Proctor Request Form. 

Primary phone is a required field. 

 

 

Select course. 

Note: You are able to request 
proctoring for the previous term.  
Any questions, contact 
testing@mc3.edu for assistance. 

Select students who will be taking the 
exam. 

 

 

 
Select the exam type and provide a name 
for the exam. 

 

 

mailto:testing@mc3.edu
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Select an exam format. 

Note: All remote proctoring must be 
delivered via Canvas. 

If Paper is selected, a file must be 
attached in order to submit request. 

Files can only be attached to this form 
by selecting Paper. 

Select Other if test will be hand 
delivered. Use comments field for 
proctor passwords, hand delivery 
date/time, and other pertinent 
information regarding exam format. 

 

 

 

 
Specify the location of the exam. 

 

 

Choose a date or a date range. 

Indicate the time allowed for the 

exam. 

Note: This form only permits you to 
indicate a time in whole numbers.  If 
your student needs time on the half 
minute, please add a note in the 
“Time Allowed” field below. 

 

These are required fields. 

 

 

 

 

You may also indicate a specific 

 

 

 
 
 

 
 
 
 

John Attaquin
Now Expected to enter a name

John Attaquin
Canvas instead of blackboard

John Attaquin
Location of test section added - where the test will occur

John Attaquin
When specifying a date or range - the time allowed for exam changed

Patricia Abdalla
@John...I think that is correct. There is a window of time the faculty have to submit the request in order for us to process and proctor the test.  For example, a faculty member has to have their form in by 11 am to test on Tuesday...otherwise, we won’t be able to test the student til Wednesday.
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exam date and start time.  

 
or 

 

 
Specify test reason. 
  
This is currently a required field.   
  
  
 
 

 

 
 

Select permitted materials. 

Calculators and other materials will only 
be permitted if noted in this section. 
 

 

Enter time/date and location for the 
pick-up or delivery of exams. 

 

 
 

John Attaquin
Pickup location changed
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Finish by validating your form 
submissions. You will be notified which 
form items need attention. 
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