
Creating a Test Request 
for any tests to be given at any of the four campuses’ testing labs 

 

1. Go to EFSC’s home page www.easternflorida.edu and log in to myEFSC. 

2. Locate the EFSC Employee Applications section in left column below your icons and select 

Instructor Test Requests & Registration from the drop-down menu and click Launch.  

 

3. Click Make Up a New Lab Request. 

4. Complete the form.  All fields on the form marked with a red asterisk must be filled in. 

*Please note: The Assessment Centers now have access to students’ accommodations; therefore, it 

is no longer necessary for you to report any student’s accommodations (as the appear on the 

Teacher Notification) when submitting your Test Request. 

5. Once the form is complete, select the course for which you are submitting the request from the 

list at the bottom of the form.  

6. Click Save Request. This takes you to a class roster. 

7. Either click on click here to continue if the request applies to all students in your course or 

select the specific student/students who will be taking this test. 

8. Click Submit. 

9. Your Test Request is now finished. 

 

*Students cannot schedule or take a test until the instructor completes this process. 

 

For more information please see the following page. 

 

 

http://www.easternflorida.edu/


Test Request Details 
 

*Instructor’s phone number/numbers must be provided on the Test Request. 

If there are any testing issues related to the test, the testing proctor will need to contact the Instructor 

as soon as possible to resolve the issue. 

If testing proctors are unable to reach the Instructor at the phone numbers provided on the Test 

Request, a Department Chair followed by the Associate Provost will be contacted to resolve the testing 

issue. 

 

*The Test Request form allows instructors to set the following testing parameters: 

 Whether or not students may use their Books. Please be aware that students are able to purchase 

physical books and ebooks; therefore, they will bring and test with whichever form they have when 

permitted. 

 Whether or not students may use their Notes. Please be aware that notes must be physical notes – USB 

drives, electronic attachments, downloads, etc. will not be allowed unless specified by the Instructor. 

 Whether or not different Calculators can be used: four function, scientific, graphing or programmable. 

 Whether or not students will be able to access any resources and search engines of their choosing on 

the Internet (including but not limited to Google, Quizlet, etc.) during the exam. 

 Whether or not students can access other areas inside the Canvas classroom, beyond the assessment 

during the test. 

 Whether or not students will be able to use Outside Applications such as the Microsoft Office software 

or other computer applications (please define in “Instructor Notes” section). 

 Whether or not scratch paper should be forwarded to the instructors for their review/grading after the 

exam. (students use secured, lab provided paper; no scratch paper from outside sources are allowed) 

 

* Paper Tests 

If a paper test is being registered, please enter N/A in the “Exam Password” section and select “Paper Test” in 

the “Test Area” section. 

Your Paper Test and/or formula sheets can be attached in the “File” section to be opened, printed and 

stored in a locked file until given to the student at their scheduled testing appointment time.  The 

completed test and all testing materials are then collected, scanned and sent to you as an email 

attachment.  All testing materials are then stored back in the locked file.  Test can be picked up any 

time the testing labs are open.  Photo ID must be shown and test must be signed for in order for tests to 

be released. 

 


