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UDISABLED STUDENTS PROGRAM SYSTEM MANUAL 
 

UPROXY INSTRUCTIONS 
 
UProxy Login 
 
Access the Disabled Students Program website at: HUhttp://dsp.sa.ucsb.edu/services/ UH .  Enter your User Name 
(UCSB NetID) and Password and click on the Login button. 
 

 
 

 
Upon logging in you will be greeted with a screen displaying several tabs: Pending Requests, Completed 
Requests, and Logout.   
 

 
 

 
Pending Requests 
 
Exam accommodation requests which have not been processed by the instructor or proxy will be located under the 
tab marked “Pending Requests”.  Students must submit a Proctor Request for each exam that is being 
administered during the quarter.  For a course with two midterms and a final, for instance, you will receive a 
separate Proctor Request for each exam from each DSP student currently taking a specific course: 
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In order to view the details of the Proctor Request, click on the View Request button adjacent to the exam date 
you would like to view. 
 
You may choose to group students into the same room by simply checking the box adjacent to any other students 
listed who are eligible to be in the same exam room.  Please note that some DSP students must receive a separate 
room based on their disability and as such must be scheduled for a different room than other DSP students in the 
class who request accommodations. 
 
In the detail view, you will also need to enter the following information: 
 

• Exam Pick Up Location (Where will the proctor receive the exam?) 
 

• Exam Pick Up Time (If you are having the proctor pick up the exam in your office and you need time to 
get to class, please request that the proctor pick up the exam prior to the actual exam start time) 

 
• Exam Start Time 

 
• Exam End Time (note that if a student receives 150% time, they will receive 90 minutes to complete a 

one hour exam or 4.5 hours to complete a 3 hour final) 
 

• Exam Location (Location where the proctor will administer the exam.  Please note that this MUST be an 
exact location.  “TBA” and “See DSP” are not acceptable options for this field as it is the responsibility of 
the individual instructor or department to secure a room for the exam) 

 
• Exam Drop Off Location (Where should the proctor leave the exam once the student is finished?) 

 
• Exam Drop Off Time (If the proctor is to turn the exam in to a particular person, when will that person 

be at the exam drop off location?) 
 
Also note if either the instructor or one of their TAs will be proctoring the exam.  You will only be able to select 
TAs who have been added to the STAR/COMPLETE system as a course TA.  If you select this option, please let 
us know who the proctor will be.  If you decide at a later date that you need to have DSP proctor this exam, you 
will need to contact us so that we can arrange for a proctor. 
 
Finally, please note if there are any special instructions relating to this exam in the space provided. 
The detailed view of a Proctor Request looks like this: 
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Once you click the submit button, the proctor request is released to our office where one of the proctors we hire 
will accept the assignment and take care of administering the exam.  Incomplete proctor forms cannot be 
submitted so you will need to coordinate with the instructor so that the dates, times and locations requested can be 
completed at the same time. 
 
Completed Requests 
 
Once you have completed the information requested for a proctor request, it will be moved from under the 
Pending Requests tab to the Completed Requests tab to indicate that the information required from you has been 
provided to our office. 
 

 
 
You may view the details of the exam assignment by clicking on the View button.  You may also edit the details 
of the assignment up until the time we have assigned a proctor, after which the only changes that may be made are 
to the room locations unless you contact our office. 
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Grouping Students in the Same Room: 
 
Once you have set up the accommodation for one student, subsequent students who will share an exam room will 
be grouped with them automatically if possible. Please note that the system will not add more than five 
students to the same room, nor will it combine students who receive a Private Setting or who use a Laptop in a 
room with any other student. These students must be placed in a separate room from other students. 
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DSP Proctors 
 
Once a proctor has signed up to proctor an exam, their name will be displayed on the request as well and you will 
receive an email from our office that the assignment has been filled. 
 
If you have any further questions on how to use the DSP System, please contact Mark Grosch at 893-3590 or 
HUmark.grosch@sa.ucsb.edu UH.  If you have an questions about proctoring arrangements, please contact Christian Port 
at Christian.Port@sa.ucsb.edu or at 893-6077. 
 
If you would like to have a demonstration of the system provided to you individually or to a group of faculty in 
your department, we can arrange to provide that as well. 


