
SDS Portal Guide for Faculty & 
Instructor Tutorial for Acknowledging 

ADL’s and Exams 
 

1. Log in to the faculty/staff link (sds.neiu.edu) with your NEIU Net ID and password.   

 
 

2. Once you have logged in, you will be directed to the SDS online portal. Click the icon for 
“Instructors” where you will be redirected to the Faculty/Instructor portal. 
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https://www.neiu.edu/student-life/current-students/student-disability-services/faculty-and-instructors/student-disability-services-portal-for-faculty


3. This page will direct you to a tab at the top right named “Help” which will provide you all the 
information about accessing student accommodations and exams through the portal.  

 
 
 
Accommodation Letters 
 
4. To the left of this there is a tab named  “Accommodation letter”. This will display a list of 
accommodation letters organized by class.   In the “Accommodation letters” area, you can sort 
and review student accommodation letters.  
 

 
5. When you click on “View Letter” you will be able to review a student’s accommodation letter 
and acknowledge the receipt of the ADL. Please note that students should still be sending their 
ADL directly to their faculty in order to better engage in conversation about how they can best 
be supported. 
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6. The “Courses” area tab located on the left, will take you to an area where you can 
see Accommodation letters sorted by course and also view exams.   

 
 

Courses tab   
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 Tests & Quizzes 

7. Click on the “Tests and Exams” link on the right side to see exams for a specific course. You 
can confirm exams by clicking on “Confirm” in the Action column on the far right side. If the 
Action section indicates you have passed the cutoff, you should contact SDS by phone or email. 
After confirming an exam, you can upload an exam file by clicking on “Submit file” in the column 
to the left of the column.  

8. Verify the exam date and time allowed to take the exam in class (edit if needed), then click on  
“next”  

9. The next page will provide you with a list of students that have submitted a request to take 
their exam at the SDS office. Review student list, then click on “Next” 

 
10. Confirm exam details and upload the exam into the secured portal. 
 
11. Please contact Student Disability Services (SDS) if you have any questions or concerns regarding the 
portal. 
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