é UM-St. Louis Instructional Computing Labs é

Scheduling a Test for the Online Testing Center

The following instructions are intended to aide in allowing the exam to be
scheduled on the Online Testing Center scheduling web site. First, log into
MyGateway through the following link:
https://mygateway.umsl.edu/webapps/login/ using your SSO ID. Next, click on
the link to the class for which you are going to setup the test. Then, locate the
folder that contains the test, click on the “EDIT VIEW” on the top right and click on
the “Modify” button next to the test.
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Click on “Modify the Test options”
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Locate the second section on this page: “Test Availability”:
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All three of the following items must be completed to allow the students to
sign up for exams. The scheduling web site ONLY looks at the dates, not the times
listed and DOES NOT limit the students to those times, only those dates listed.
MyGateway will not allow the exam to be seen outside of the TIMES and DATES
listed.
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If you are having any issues with any exam for any of your classes on
MyGateway or have any questions regarding MyGateway we recommend
contacting the Faculty Resource Center at 314-516-6704.

If you have any concerns or questions regarding the testing center, please
contact Doug Williams at 314-516-6702.



