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Overview 
 

In Fall 2017, the Exams Office introduced a new online Exam Accommodation System (EAS). This online application 

replaced the previous paper-based process to receive test data for students who require the use of a computer, as 

authorized through Student Wellness Services, to complete any in-class quiz, test or midterm exam.  

 

The Exams Office will not be administering any midterm accommodations in Fall 2020 but will be providing student 

accommodation information for tests submitted by the deadline.  

 

Instructors or a designate (e.g. the Administrative Assistant for the department) are able to log in to submit the test data. 

Instructors should submit information for each quiz, test or midterm exam they have planned for the term. 

 

NOTE: This does not apply for mid-year or final exams taking place during the official exam periods in December and April. 
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Process 
 

1. Login to the system 

2. For each course section, enter test dates for the entire term 

3. Enter test details (e.g., date, time, duration) 

4. Receive accommodation information from the Exams Office 

 

Login to the Exam Accommodation System at https://eservices.queensu.ca/apps/eas/instructor, using your NetID and 
Password. The system is only available to current staff or faculty at Queen’s University. 
 

Once logged in, you will arrive at the Dashboard. From the Dashboard, you will be able to enter courses and exam dates. 

Note the term is listed at the top (e.g. Summer 2020 – 2205). 

 

 
 

Click ADD NEW COURSE  

 
Select your course from the drop-down. If the course doesn’t appear, select Other. Then select Create Course. 

 
 

https://eservices.queensu.ca/apps/eas/instructor
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The drop-down list shows all courses for which the current user is the instructor of record in PeopleSoft. As such, if a 

delegate (TA or Administrative Assistant) is entering the information on the Instructor’s behalf, they will only have the 

option to select Other. 

 

If Other is selected, you’ll be asked to enter the course code, and then select Create Course. 

 

  
 

If it is a full-year course, remember that the catalog number includes an “A” for Fall term and a “B” for Winter term.  

 

If the same course (e.g. MATH 121A) has multiple sections writing the same test (e.g. Sections 001, 002, 003 and 700), you 

will need to Create Course (and add exams) for EACH SECTION.  
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Once you have created the course, you will be directed back to the main Dashboard, where you can see the course listed. 

To add exams for the course you just entered, click on Add Exam. 

 

 
 

You will be prompted to enter in new exam data (Create New Exam) or copy data from an existing exam (Copy from 

Existing Exam). 

 

 
 

Use Create New Exam when you are entering applicable information for the first time. 

 

Use Copy from Existing Exam when you want to copy previously entered data for application to a new course section, 

saving you time. You may want to use this if you have the same test data for multiple sections; for example, you enter the 

data for MATH 121A 001, and then can copy the data to populate the tests for sections 002, 003 and 700. 
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Entering Exam Dates – Create New Exam 

Click Create New Exam, and enter the date of the test in YYYY-MM-DD format: 

 

 
 

 

Click Add Exam. 

 

You will then be required to complete further information about the test. 

 

Please note: In order for the Exams Office to provide accommodation information, the test must be added at least two 

weeks prior to the test date. The system will not accept late submissions.  
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Entering Contact Information 

The NAME field will be pre-populated with the name of the person who has logged in. If a designate is entering 

information, this pre-populated field should be overwritten with the Instructor name. It is helpful if you can provide a 

secondary contact, if available, such as a TA. You can also enter in any general comments in this section. Complete all 

information, then click CONTINUE. 
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Entering test data 

You are now required to submit a summary of test information for the date you have entered. Complete all information, 

as is accurate for the class, and click SUBMIT.  

 

Please do not enter data specific to a student’s accommodation. For instance, if the class is writing a one-hour test, enter 

60 minutes; do not enter the amount of time a student would get with extra time included. Extra time varies between 

students. We will work out a student’s accommodated test duration based on the data inputted. 
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Entering Exam Dates – Copy from Existing Exam 

Click Copy from Existing Exam. You will then be able to choose which exam you would like to copy exam data 

from, based on previous exam entries you have made. Select the course and test date you want to copy, enter 

the new test date, and click Continue. 

 

  
 

The data for the exam you are copying appears for confirmation. You can make changes or simply click Submit 

to duplicate the information. 
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Once submitted, you will return to the Dashboard and you can see all of the exams you have entered.  

 

 
 

For the Fall 2020 term, students will not be submitting requests and the ‘Number of Students’ will remain 0. This does not 

mean you have no students with accommodations; student accommodation information will be emailed directly to you 

and will not be displayed on the portal. 
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Test Confirmation 

Once submitted, the person who submitted the request, and if different, the instructor email provided, will receive an 

auto-generated email detailing the specifics of the submission. 

 

 
 

Changes cannot be made through the Exam Accommodation System once an entry has been submitted. If you need to 

change any information, please contact us at exams@queensu.ca.  

 

Receiving Accommodation Information 

Accommodation information will be emailed to the instructor in a password-protected file the week prior to the 

scheduled test: 

• If the test is on a Monday or Tuesday, the details will be sent the Wednesday prior. 

• If the test is on a Wednesday, Thursday, or Friday, the details will be sent the Friday prior. 

The file will include all approved accommodations, including a calculation of the full duration of time students are 
permitted for the upcoming test (based off the information you provide in the EAS system) and tests that must be moved 
due to a time of day accommodation. The instructor is responsible for arranging all accommodations and communicating 
details to students as necessary. 
 

Please do not hesitate to contact us at exams@queensu.ca if you have any questions. Thank you! 

mailto:exams@queensu.ca
mailto:exams@queensu.ca

