
 

 

SIGNING UP FOR AN EXAM WITH THE TESTING CENTER    
COGNITO FORM INSTRUCTIONS 

 

• Go to https://www.sunydutchess.edu/testing  
• Click “Schedule your appointment” 
• The sign up form is one page, enter all information with a *, indicating it’s required.  

 

 

 

• First and Last Name is required.  
• Please enter your sunydutchess email and mobile number.  

 

 

 

 

https://www.sunydutchess.edu/testing


 

 
 

 

• If you receive approved accommodations you can check this box off, but please acknowledge 
the text below before checking. If your accommodations are not correctly in place before you 
test, you will not receive them during your exam.  

 

• Once you check this box, a drop down of approved accommodations will appear. Please check 
off all accommodations you will need for THIS particular exam. Student’s don’t always require 
the same accommodations for each class, so be mindful of what you need.  

• If you have an accommodation that is not listed, check off the box labeled “Not Listed” and 
leave a note in the comments at the bottom of the form.  

 

 

 
 
 
 
 



 

 
• We proctor different types of exams in the testing center.  Choose:  

o Class test: if you are taking an exam for your class with accommodations 
o Make-up Exam: if you need to take a class exam you missed  
o Non-DCC Testing: if you are taking a course with another college but need your exam 

proctored at DCC 
o Placement: if you need to take any of our placement exams 

 You can write which placement you need to take in the Class* field below 
• WritePlacer (English) 
• Lumen (Math) 
• Versant (English as a second language) 
• Biology  
• Spanish 

o Proficiency: if you want to prove your proficiency in a certain subject. You will need to 
speak with the department that pertains to your course of interest. They will coordinate 
with the testing center.  

o Other: if the testing you require is not listed.  

 
 

• Under class, please list the course ID. As shown in the example below, if you’re taking 
statistics, please enter “MAT 118” 

• If you have an instructor, please keep it checked on yes. For placement exams, you can 
choose NO.  

• If you choose YES, please enter your instructor’s first and last name. On the line below, 
you will also enter the faculty’s sunydutchess email. This is important for us to require, 
so we can inform faculty of your appointment.  



 

 
• If you choose NO, you do not have to enter faculty information.  

 
• The testing hours are listed below. Please pay attention to them while you are choosing 

your time and date. You cannot pick a time that is sooner than 48 from the current time.  
• You can leave any additional comments that you may need.  

• Acknowledge the rules of testing and check off that you understand.  
• If you choose a time or date that is not acceptable, you will receive one of the notices 

below. Example: If you choose 6pm on a Monday or you choose a weekend, you will 
receive one of the error messages.  

 



 

 

• Click submit once you’ve filled out all necessary information.  

 

• You will receive a confirmation that your appointment has been set. You will also have 
the option to click and save a PDF with all of your information. 



 

 
 

 

 

• You can save your details by downloading it to your computer, taking a snapshot on your phone 
or writing it down. If you enter your faculty’s email correctly, faculty and the testing center will 
get confirmation of your appointment.  

 

  

 
 
 
 
 
 

CLICK HERE TO OPEN YOUR 
PDF DETAILS 


