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Alternate Exam or Exam Waiver Request Guide for Instructors 
	
Final exam locations may be reserved online.  You may also request a waiver of the final exam policy using the online 
request.  The following guide will provide you with step-by-step instructions for reserving a space or requesting a 
waiver for your final exam. 
 
Before You Begin: Important Notes 
 

• If you plan to offer your exam at the standard exam time in your regular classroom, you do not need to 
make a request.  Your location has been reserved. 
 

• You will make requests using the online system when any of the following situations apply to you: 
 

1. You wish to offer your exam at the standard time in a different classroom (e.g. larger room, different layout 
etc..). 
 

2. You wish to offer your exam at an alternate time in either the same or a different classroom (you will be able 
to choose any appropriate room that is available). 
 

3. You wish to request an exam waiver because you will not offer a final exam during the exam week. 
 

4. You are teaching a traditional in-person class, and you wish to change the format of your exam from in-
person to online, or to another format that is not in-person. 

 
Step-by-Step Instructions 
 

1. Access the final exam request form via the link in the myRedDragon “Registrar Faculty Resources” Channel. 
 

 
 

2. When the page loads, you will be asked to provide your email address.  Depending on how you access the 
form, it may be pre-populated.  You will receive a confirmation at the email address entered. 
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3. The next page will have your information pre-populated.   First, choose your course.   
 

 
 
Please note that each request is a for single assignment, so you will only want to select the courses that you 
would like combined or moved to the room you choose. If you are only requesting a change to ONE 
section, you will only select one value.  If you are combining multiple sections, you may add up to 3 
additional sections.  
 
If you are seeking to waive face-to-face exams in the courses listed, you may select as many as needed. 
 

4. Choose the request type: 
 

a. Combine Exams: Select this option when you are attempting to offer an exam to multiple sections 
of a course at the same time in a single location.  

 
Note: You do not need to submit a request for 600/700 courses, cross-listed courses or shared 
resource courses that meet at the same time.  These are automatically combined and scheduled. 
 

Different Time/Location: Select this option when you are seeking to move an existing exam to an 
alternate time and/or location. 
 
Waiver: No-Exam: Select this option when you are not offering a final exam and will not be using 
the final exam space assigned. (Chair approval required.) 
 
Waiver: Online Exam or Alternate Format: Select this option when you are seeking permission to 
offer an exam in an alternate format. (Chair approval required.) 
 

 
 

5. Select your first and second exam time and day choices.  These choices will be used to search for rooms. 
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If you select “same time” the system will provide you with a list of open classrooms at the standard exam 
time you were assigned, and no second choice is needed. If you are requesting a waiver, you do not need 
to select any time choices. 
 

6. Click the “Select a Room Preference” button. 
 

7. The next page will allow you to review open classrooms and make requests.  You should confirm the 
information presented to you on the top of the page, to be assured you have entered the correct values. 
The image below provides an example: 
 

 
 

8. The system will calculate your total seat needs based on your enrollment capacity. The system will allow 
you to request an oversized room for additional space, however all other standard requests must be 
fulfilled before finalizing the reservation, to be assured all faculty have adequate seating for exams. Rooms 
that are too small for your section(s) will not be displayed. 
 

 
 

9. The drop down will provide you with a list of available spaces during the time(s) you have chosen. Please 
review the time codes to be assured you are selecting your optimal time.  
 

 
 
You will also be able to see spaces that have existing requests at the bottom.  This is included in the event 
that a specialized space is required.  You are permitted to request the space, and the Dean will review the 
conflict and make a determination based on highest need.  If another room meets you needs, we suggest 
you choose a room without the “Requests Exists” notation. 
 

If a needed room is not listed, it is likely due to the fact that it is a specialized (‘dedicated’) room for your 
department, and it’s not openly available in EMS or the final exam system.  In this event, give the Registrar’s Office a 
call for direct assistance.   

 
10. Once you have selected the room you wish to use, click the “REQUEST IT” button. 
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11. The classroom has now been requested, pending approval.  Please note that your request must still be 
reviewed and approved.  AS with the traditional paper process, the Registrar’s Office will work with the 
deans and the departments where conflicts arise.  ‘Alternate seat’ requests are confirmed by the Registrar 
after standard requests are fulfilled (e.g. requesting a 100-seat room for 50 students). 
 

 
 

As indicated above, you may request a room where another request exists.    This is included in the event that a 
specialized space is required.  On the confirmation page, you will receive a reminder, and we will ask you if you’d 
like to request an alternate (‘backup’) room at one of the times identified. 

 

     
 

12. Once the request is approved, you will receive a final confirmation after the system closes. 
 

13. Do not hesitate to contact the Registrar’s Office for assistance. 


