OSSOnline Instructor Portal 
Through the OSSOnline Instructor Portal, you can: 
· View a list of all students with requested accommodations in your course(s) 
· Search and sort students by course 
· View the Academic Accommodations Notice for students 
· Complete and view the Faculty Alternative Testing Agreements for exams proctored at the Testing Center and OSS 
· View a list of exam requests made by your OSS student(s) with the ability to upload the exam through a secure and encrypted platform. 
· Upload an exam in advance--- By completing the Exam Instruction Sheet, NOW you can upload in advance. No need to wait for the reservation!  
Important!: You will still receive students’ Academic Accommodations Notice via email and the Notices will continue to contain a link for the corresponding Faculty Alternative Testing Agreement.  
To Access the Instructor Portal:  Log into the portal through the OSSOnline Login – Instructors button on the OSS website https://www.ramapo.edu/oss/ 
 
[image: 921f669e80214946e9ca32bcf9f1648a.png]
 
[image: 5bf0b6fbdd8bed08bd41bd1eadb7064a.png]Next:  Review the Instructor Authentication page and click Continue to View Student Accommodations  
ACADEMIC ACCOMMODATIONS
Academic Accommodations:   You will see the List of Students who requested accommodations for all of your current semester courses.  Click View to access the Academic Accommodations Notice for an individual student.  Reminder: The notice will list the assigned OSS Advisor and contain the Faculty Alternative Testing Agreement Link (if not yet completed for the course section)↓. 
Alternatively, you may export an excel spreadsheet of the list of students with their approved accommodations and other pertinent information. 
[image: a4f9d2b5ff38052d2a23900ca6e80dd4.png]
Want to view the list by course?  Click REFINE SEARCH, enter your course info and click search. 
ALTERNATIVE TESTING
Alternative Testing: This section of the portal will allow you to complete, review and/or update the Faculty Alternative Testing Agreement(s) for each of your course.  If you have more than 1 course section, you may copy the content of a completed agreement to the other course section. 
You will also be able to view any approved exam reservations, completed exams and have the ability to upload your exam securely through the portal. 
[image: 497f1526d68dca7105c19b7be0eed1bf.png]Click Alternative Testing to enter the portal’s alt testing page. 
For On Campus Exams that need OSS Proctoring: Select the blue Courses without Faculty Alternative Testing Agreement text within the FACULTY ALTERNATIVE TESTING AGREEMENT box.  
                              ↓
[image: cc64bf5a02f511ca21981152b9ca8403.png]
This will bring you to a list of your classes that need their testing agreement specified. Please select either the GO tab to vie all Courses without the Faculty Alternative Testing Agreement or the Specify tab on the left hand side next to CRN of each listed course.  This will bring you directly to the Faculty Alternative Testing Agreement Form.  
*You may modify this selection and complete the Testing Agreement through the Instructor Portal at any point in the semester* 

[image: b3020672e2bf828b5206ee5bc6ddc853.png]
If you Plan to Proctor the OSS student directly, have a virtual/online class or if you have no exams, then  make the corresponding selection within the drop down option under Exam Management Method for your corresponding class in the AVAILABLE OPTIONS FOR [CLASS] box. Then use the second drop down menu under Confirm Task and select Confirm to Proceed. Finally select SUBMIT YOUR SELECTION. You and the OSS student(s) will receive an utomated email regarding this.   [image: 5475f204e3f7d77cfc83ae210fa39a5c.png]

NEW FEATURES
Adding an Instructor: If you are teaching a class with another professor, you can now add them to your course independently. To do this you must log into OSSOnline and select “ADD Instructor” on the left-hand side.  
[image: 72e486e0683a45917805f5be51a88308.png]
Once you have selected this, all you need to do is select the class and add in all of the additional professors’ information. Once this is done select ADD INSTRUCTOR to allow them access to the class’s information.  
[image: 1ac6db0b33160a83bee31d36bd3592a4.png]


FACULTY ALTERNATIVE TESTING AGREEMENT:
[image: d004f6bbc9f81d76a90a3b1269fc3f0a.png]Reminder:  The form consists of different areas specifying testing conditions for your exam and how Alternative Testing Staff can contact you.  Once you have filled this out click Submit and continue to Specify Exam Dates at the end of the form. 
[image: bf63dacdbb40be79e94890131799cd98.png]


EXAM INSTRUCTION SHEET: 
Upon completing the Faculty Alternative Testing Agreement Form, you will receive access to an Exam Instruction Sheet.  For those who have this semester's exam dates and times, you may complete one form per date and specify individualized instructions and parameters for the exam.  This feature will be helpful for those who have exams with different class times, different passwords and/or different conditions (e.g., one quiz is 20 minutes with scrap, another is 10 minutes on Canvas, etc.) 
When identifying a date, if you have your exam ready, you can upload directly through the secure and encrypted portal in advance.  Instructors will no longer need to wait for an exam reservation to be submitted.  However, this option will not be available if no date is submitted through the Exam Instruction Sheet.  
[image: 0dcf01f8a9a17612c179c0dc464ffed8.png]TIP: You can add an approval grace period to allow your students to make those exam reservations a few days before or after the main testing date.  
TIP: You can make modifications to the dates through OSSOnline and selecting List Exam Dates.
PASSWORD FOR EXAM(S):
The Exam Instruction Sheet allows you to provide the password in advance; You no longer need to upload through the portal. This allows Alternative Testing Staff at both testing locations, Laurel Testing Center and OSS access.
TIP: If you know your exam will be password protected but do not yet know what that password will be you can select Yes, but password is not yet known. You can modify this through OSSOnline Instructor Portal and add the password at a later date (minimum 48 hours prior to the exam).  
[image: d8d815928fc1b12f20cb27472d385ac4.png]
 
To do this you must select Faculty Alternative Testing Agreement in the top right corner of the alternative testing page. 
[image: d3d0e25401f6e42e53cbcee8f7aac06f.png]



[image: b077b3a291a4cbe49adbed300de2c287.png]Then select View/Modify Faculty Alternative Testing Agreement  

And then LIST EXAM DATES 
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This will take you to a section where you can modify previously specified exams and add additional exam dates.  

[image: b21c2d50e7ad735da238aa905e8e9037.png]
 
Student Exam Submissions: Students will be able to submit their exam reservation through OSSOnline based on the date and time submitted in the Exam Instruction Sheet.  The exam reservation will be processed by Alternative Testing Staff based on that.  If no date is identified, then students should be made aware of the amount of time the class will be provided for the exam as they will be required to fill out that information when submitting their exam reservation through OSSOnline.  The exam reservation will automatically be approved by Alternative Testing Staff as in past terms. 
[image: 120c59acfb0bb60c97be074a0467e0dc.png]
Looking to complete the Faculty Alternative Testing Agreement and don’t see your class listed in the drop down option?  If your course is not listed, check to see if an exam reservation was already submitted with no testing agreement in place – there will be a section highlighting the student, exam reservation and the status of the Testing Agreement from which you can access and update the form directly. 
[image: ca9d38ff790a9b0688188a563e75c0e2.png]
Wish to view your completed Testing Agreement? Within the Alternative Testing page, you can view the completed testing agreement, make updates and/or revise Exams Proctored by Instructor etc. 
[image: 1f368a088c2f92add408c67dcf7fcff3.png]




Alternative Testing – Exam Feature: You will be able to view exam reservations received by OSS that are being processed or approved for all your courses.  [You will still receive an automated email when an exam reservation has been approved by OSS with the secure exam upload link].  To view the details of the exam reservation and the student’s approved accommodations, click Detail. 
[image: A screenshot of a computer

AI-generated content may be incorrect.]
[image: ]
Exam Upload: You may upload your exam securely through the Instructor Portal.  Step 1 will indicate the number of student exam reservations you would like to attach the file too. Step 2 is where you will upload the file.  Then, click Upload File. 
[image: 76bfb662b41a62751558fe6160564284.png]
[image: 360028bd43d6f6c47224eb268eecde29.png]
[bookmark: _GoBack]Green Checkmark = Successful Upload 
[image: b0db3ddc4e77c7f2af45cd50012ba907.png]
Exam Campus Location: There are multiple testing locations on campus. When looking in the same place as where you uploaded exams you can also see the where your student will be testing. The two options are Laurel Hall and C205 OSS Main Office. If there is a last minute change with your exam, please double check the location before sending an email. This makes sure that your email is being relayed to the testing staff working with your student as soon as possible.  
Laurel Hall: LaurelProctors@ramapo.edu 
C205 Main Office: OSStests@ramapo.edu 
[image: 76bfb662b41a62751558fe6160564284.png]
Tip:  If you click Alternative Testing tab (on the left hand side), you will return to the Alternative Testing page and view the upload.  You can make any modifications if needed. 
[image: 1f3509a97e0caf093164dc6808b69f74.png]
Alternative Testing – Additional Feature: You may view completed exams within the Alternative Testing section of OSS Online. Students’ Upcoming Exams Scheduled will list students who have requested accommodations and who have completed exams with OSS. 
[image: d1f9a95f2d5864236b553dde2d225823.png]
 
Questions? We are happy to help! Please email David Nast, Director at dnast@ramapo.edu to coordinate a demo with one of our team members. 
 
image5.png
» ALTERNATIVETESTING > UPCOMING EXAMS. UPcOMNG EXAMS | CoMPLETEDFiES

EXAMS INPLACEHOLDER. "FACULTY ALTERNATIVE TESTING AGREEME.. COURSES MISSING EXAMDATES EXAMS WITHOUT FILES UPLOADED
Exams Scheduled without Fculy Gourses without Facuy Altemative Testng Number of Gourses wihout Exam Dotes Nomberof Exoms wihout Fies Uploaded
Altematie Testing Ageement Agreement

Toto GourseswihFocuty Aemate
Testng Agreement:3
UPCOMING EXAMS SCHEDULED

STEP 1: ELECT EXAMS (FOR BULK ACTIONS)

Recods Found 2 (Showing 1-2)

S Dewl  CRN  Swe  Cowse  secion Fulllame e Eamose  Timerane campus
Approved st s w0 w01 1 Foul OS/142025 0800 AM-0330AM () 0205 055 Main Offce
Processing st s oW w1 1 EBmfTest 05292025 1200PM-0130PM(S0) 0205055 MainOffce

View e v





image6.png
Previous Term

ot | Goses s Py Aemaiv e Agresment

Term: Fall 2025

Currently Sorted by Bulk Entry Descending

Records Found:2. (Showing:1-2)

View AN Subit Comse Secn  CourseTile Stdents Mectng Times Notes.
ety @8 o 0 o Game Masteig or Beginners 2 TF.0900AM-0940 AN [ cams witho Facuty et Testing At~ |
Secty 1235 O o Intermedite latforming 2 TR 0340PM-0520PM





image7.png
PROCTORING YOUR OWN EXAM

#1: IF YOU PLAN TO PROCTOR your 0SS student directly and provide
testing accommodations for OSS students in your course section
including Virtual Courses through Canvas ~ CHOOSE “I Will Proctor My
Own Exams/Online/Take-Home Exams” n the pull-down menu of the
“AVAILABLE OPTIONS” box and then also select “Confirm to Proceed.”
You will then need to select “SUBMIT YOUR SELECTION” under form
‘submission at the bottom of this page.

#2:IF YOUR COURSE HAS NO EXAMS~ CHOOSE ° Have No Exams” in
the pull-down menu of the “AVAILABLE OPTIONS” box and then also
select “Confitm 10 Proceed.” You will then need to select "SUBMIT YOUR
SELECTION" under form submission at the bottom of this page.

#3: FOR ON-CAMPUS EXAMS: IF YOU WANT ALTERNATIVE TESTING
STAFF TO PROCTOR testing accommodations for an 0SS student select
“0SS WILL PROCTOR EXAMS” in the pull-down menu of the "AVAILABLE
OPTIONS' box and then also select “Confirm to Proceed.” You will then
need 10 select "SUBMIT YOUR SELECTION” under form submission at the
bottom of this page.
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We need 1o know a few important things when proctoring your
Gourse: 0SS students exams. You received this agreement because your

PUR 101.01 - 0SS PURSE PURCHASING FOR PERFECT PEOPLE
(cRN: 54321)

Information Regarding Faculty Altemative Testing Agreement
Dear Facuy,

‘Weve updated the process for the Facuty Alternative Testing Agreement
for Spring 2025 Here's 2 quick guide:

1. Complete the Agreement Promptly:

Please fillout one form per course section s early as possible. This.
ensures a smooth exam scheduling and proctoring process for your
students.

2.15-Minute Completion Window:
Note that f the form is not completed within 15 minutes, it wil reset when
‘you dlick “Submit”

3. Confirmation Email
After submission, you'l receive an automated email with a copy of your
Agreement. Keep this for reference.

Password Submission and Exam Uploading:
Please note that for effcient exam coordination, we request that
passwords for exams and any necessary files be submitted by the
business day prior to the exam date. This is especially important for
exams scheduled on Mondays, as submissions should be made by the.
preceding Friday and not on weekends. This timeline ensures that all
materials e available and in place for the students’ use without delays

‘We appreciate your cooperation and commitment to ensuring a smooth
testing experience for your students. For assistance, please email us at
OsStests@ramapo edu

student is ligble o testing accommodtions. OSS proctoring
s reserved for classes/exams being held i-person on campus.
If you have questions o need assistance with test proctoring
dilemmas o this form, please contact OSStests@ramapo edu *

O 1 acknowledge that the information I provide on this form willbe:
applied solely for this specifc course number and section.

[ 1 am aware that the guidelines | provide in this form willdetermine.
the format our proctors and Altemative Testing staff willfollow for
students' assessments, scheduling and delivery.

‘Additonal Comment:

Exam Return Method: How would you ke to receive completed
‘exams? Please choose one: *

0SS Student Delivery to Department Drop Box I & Signed & Sealed
Envelope (Please specify department below).

O Electronic submission for online exams (Specify any return
instructions below).

O Scanto Instructor (Plesse specify your Ramapo email address
below). Note: Hard copy/originel will be sent via nteroffice m
Instructor's Department Drop Box; Tests proctored in the Laurel
Hel Testing Center may result in 3 delay in hard copy defivry.
Kindly allow up to 7 days for hard copy delivery.

o

‘Additonal Comment:
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