
Contact ARC two (2) 
weeks before exam to 

add or update 
exam-related 

accommodations

Take exam 
electronically for 
your academic 

accommodation

Are you using your 
personal device or a 
college issued device 

for the exam? 

Coordinate with instructor 
to drop off device 2 

business days before 
exam.

Email 
classhelp@smith.edu at 
least five (5) business 

days prior to the exam to 
arrange exam location

College issued 
device

During the exam:
● Locate your exam in 

Files.
● Filename includes 

course name and 
your name for 
identification.

During the exam:
● Locate your exam in 

Files.
● Filename includes 

course name and 
your name for 
identification.

After completing the exam:

● Make a copy of the exam file.
● Rename the file by adding "Finished" 

at the beginning of the filename.
● Example: 

Finished_Jane_Doe_MTH111.pdf

After completing the exam:

● Make a copy of the exam file.
● Rename the file by adding "Finished" 

at the beginning of the filename.
● Example: 

Finished_Jane_Doe_MTH111.pdf

Turn in personal 
device at exam center

Instructor will email 
when it’s available for 

pickup.

Turn in college-issued 
device at exam center

No email follow-up 
needed

Contact your instructor 
about your electronic 

exam 
accommodations at 
least five (5) days in 

advance of the exam.

Personal device

mailto:classhelp@smith.edu

