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Purpose:

This document is to guide you on how to navigate the online portal of the Centre for Accessibility (CfA) to provide exam 
information such as exam duration, format, allowances, etc. Please be reminded that for the Centre for Accessibility to 
provide accommodated exams to students who are registered with the CfA, exam information must be received from 
instructors at least two business days prior to the scheduled exam date.

For exam-related inquiries, please reach out to the Exam Coordinators via email at exam.coordinator@ubc.ca or via 
phone at (604) 822-0952. Thank you for your support.

mailto:exam.coordinator@ubc.ca


Step 1: Log in with CWL
i. Visit the website of the Centre for Accessibility at: 

https://students.ubc.ca/accessibility.

ii. Scroll down to locate “Information for faculty”.

iii. Click on “Faculty login” and log in with your CWL 
username and password.

https://students.ubc.ca/accessibility


Step 2: Locate the Course(s)

Click on “Courses” to 
be directed to a list of 
courses of the current 
term.

On the main page:

Click on “Accommodation 
letters” to view/download 
accommodation letters.

Click on the drop-
down menu to 
view a different 
academic term.

Course(s) with 
upcoming exam(s) 
are marked with a 
golden star. Click 
on “Tests and 
Exams” for edit.



Step 3: Enter Exam Information

*Important:
Changes made within 24 hours of 
the exam scheduled start time must 
be sent to the Exam Coordinators at
exam.coordinator@ubc.ca

The closest upcoming exam 
appears at the bottom. Click on 
“Confirm/Edit” to enter/modify 
exam information for each 
upcoming exam.



Step 3: Enter Exam Information (continued)

3a. “Test Details”

Confirm exam date, 
start and end time 
for the regular 
exam sitting in class.

*Writing times will 
be adjusted for 
students with 
extended-time 
accommodations by 
the CfA, where 
applicable.



Step 3: Edit Exam Information (continued)

3b. “Students”

Review a list of 
students 
writing the 
exam with the 
CfA, and their 
writing time.



Step 3: Enter Exam Information (continued)

3c. “Test Information”

Input exam format, 
invigilation format, etc. 
and any details we need 
to know about the 
exam, and upload exam 
paper, if applicable.

3d. “Submit Changes”

Confirm the information 
entered and proceed 
with submission.



Questions or Concerns?

If you have any questions about these processes, please contact an Exam Coordinator by

emailing exam.coordinator@ubc.ca or calling (604) 822-0952.

UBC Centre for Accessibility Updated September 2023

mailto:exam.coordinator@ubc.ca

	A Guide on Submitting Exam Information
	Slide Number 2
	Step 1: Log in with CWL
	Step 2: Locate the Course(s)
	Step 3: Enter Exam Information
	Step 3: Enter Exam Information (continued)
	Step 3: Edit Exam Information (continued)
	Step 3: Enter Exam Information (continued)
	�Questions or Concerns?

