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.
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Please log in

To access this site you will nead to log in with your user name and password,
Plaasa remambaear to log out when you are dona.

& | Usermame  Eoldie

& Password  XXXXXXXXXXX

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.
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Instructor Information
Welcome to the Instructor Information website. You can use this website to:
« View accommodations that have been assigned to your students
« Tell us about your upcoming mid-terms, tests or quizzes
Please click the courses link in the menu in order to get started. You will be asked to login using your school login account.
Student Disability Services D-104 Division of Student Affairs Northeastern Illinois University 5500 North St Louis Avenue, Chicago, IL 60625 Phone: (773)442-4595
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.
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Accommodation Letters Show term:l Summer Session 2025 "l Retrech

Accommodation letters for your students that are currently available are listed below. The "Your confirmation’ column lists the date that you confirmed receipt
of the accommodation letter; blank entries mean that you have not yet confirmed receipt for that letter. To view a list of student letters by course, click the
'Courses’ link above

Course Student Date letter issued ‘ Your confirmation Letter

Aug 5, 2025 View letter

Student Disability Services D-104 Division of Student Affairs Mortheastern lllinois University 5500 North St.Louis Avenue, Chicago, IL 60625 Phone: (773)442-4585

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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Accommodations for
Step 1: Review the accommodations letter

When you click on the butfon below, a copy of the student's accommodation letter will be provided for viewing and/or saving.
Please review this letter and then proceed fo step 2 below

Review PDF Letter

Step 2: Confirm receipt of the accommodations letter
Please indicate below that you have received and reviewed this letfer If you have any questions or concerns please contact us.

11 acknowledge that | have received and reviewed this Accommodation Letter

Student Disability Services D-104 Division of Student Affairs Northeastern lllinois University 5500 North St.Louis Avenue, Chicago, IL 60625 Phone: (773)442-4585

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.
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Courses Show term: Summer Session 2025 v | Refresh

Your courses are listed below. For instructions, click the 'Help’ link

Course ‘ Options

Accommodation Letters

SECTION: 1 LE (TERM: 202530) MC i Tests and Exams

_» indicates that there is at least one future test/exam in the system for the course

Student Disability Services D-104 Division of Student Affairs Mortheastern Illinois University 5500 North St.Louis Avenue, Chicago, IL 60625 Phone: (773)442-4595



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.
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Scheduled tests and examinations for:

Your scheduled accommodated examinations for this course are listed below. Please select the Update link for the test you are providing information or
materials for

Tell us about an upcoming test

Date of test: Midiyyyy

Tests and exams:

Previousl
Type Date of test Class test time v Submitted file Action
confirmed
Test July 29 9:30 AM (120 minutes) No
Tuesday (2025) Last modified: 2025-07-28
Test July 10 9:30 AM (120 minutes) @
Thursday (2025) Last modified: 2025-07-10 © Yes Review file
Test June 24 9:30 AM (120 minutes) [~]
Tuesday (2025) Last modified: 2025-06-22 © Yes Review file

Back to course list

Student Disability Services D-104 Division of Student Affairs Mertheastern lllinois University 5500 North St Louis Avenue, Chicago, IL 60625 Phone: (773)442-4595

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.



