Examinations Section
E: examinations@uq.edu.au
T: 3365 2488

Exam Request Instructions
An email will be sent to Schools advising the URL to access Exam Requests for the current semester.
Log in to the site using your UQ Username and Password.

When you log in, you will see your school name and a welcome message. The dates when exam requests can be
made and the deadline for uploading papers will also be displayed.

School name and welcome message

Access dates and deadlines

You will see a display of the letters of the alphabet. If your school has any courses starting with the letter ‘a’
these will automatically be displayed.

If your course begins with a different letter of the alphabet, click on that letter. For example - if you click on the
letter ‘c’, all courses in your school beginning with the letter ‘c’ will be displayed.

Another way to see all of the courses in your school is to click on the link ‘View printable list of Courses’. This is a
good way for school administrative staff to manage exam requests and uploads.

The list shows when an exam request has been made and if an exam paper has been uploaded.
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Once you’ve found your course, click on the link ‘Request An Exam’.

If you are the coordinator for a course which does not have an end of semester exam, click ‘No Exam Needed’.
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You then need to answer all of the questions relating to your exam.
**You must select at least
one campus.
If you will use the same
exam paper for each
campus where the course is
held (or internal/external
offerings) – tick both
campus boxes. The exams
will be automatically
scheduled at the same time.

Must select 10 minutes
Reading time which is now
standard in all centrally
scheduled exams.
Select the exam duration –
this should be the same as
the Electronic Course Profile
(ECP).

Select any answer booklets,
MCQ or graph paper that will
be required. Zero should be
entered if any item is not
required.

4 options for calculators

8 options for permitted notes

2 options for dictionaries

Free text field for other
permitted materials e.g. text
books.
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One option must be selected
for:
 Central or School exam;
 Open or Closed Book exam;
 Writing is permitted during
reading time for all exams;
and
 Whether the paper will be
released to the Library.

List any exams which should be
scheduled concurrently in this box.
e.g. MATH1040

Any special requirements should be
listed in this box e.g. needs to be
scheduled in week 2 or please
schedule prac exam after theory
exam.

The 5 miscellaneous fields are
mandatory and must be completed:



Examiner’s name and contact
details
Secondary contact details

You also need to tell us if
you have audio visual
requirements.
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The last text box gives you an
opportunity to mention anything else
that is pertinent to your exam.

When you have finished, click ‘Submit’.

You will be prompted for any missing information before you can submit your request.

10 minutes

Enter any missing information and click ‘submit’.

Once you have submitted your exam request, you can email yourself or another staff member, the details of your
exam request.

Your email address will be
automatically entered in the box
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The next step is to download the cover sheet for your exam. Click ‘Back to Courses List’.

Then click ‘Download Cover Sheet’.

You will be prompted to ‘Open’ or ‘Save’ the file. Choose ‘Save’ and give your document a name before saving it
to your computer.
The Cover Sheet will include all of the information you have just entered into your exam request.

PLEASE DO NOT CHANGE any of the information on the cover sheet.
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If you have made a mistake in your exam request, click on ‘Edit Exam Request’ and make any required changes.

When you have submitted your updated exam request, you can download a new Cover Sheet and save it to your
computer. Make sure you delete or replace the original Cover Sheet that you downloaded.
You are now ready to create the exam questions. Your paper has already been populated with two dummy
questions; make sure you delete these before you start.

Some courses may have two exams. For example: Theory and Practical or Rock and Soil or Feline and Canine. In
this case you will need to request another exam for the same course.

Important: 1 exam request = 1 exam scheduled and 1 exam paper

If your course has two exams, please enter the description e.g. Theory, Soil, Rock, Feline etc. in the ‘Description’
field of the exam request.
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When your paper is completed, it should be checked and approved by the Chief Examiner in your school.
In order to upload your paper, your document must be saved as a PDF file. To do this, you need to choose the
‘save as’ button and save the file as ‘Adobe PDF’ instead of a Word document.
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You are now ready to upload your exam paper. You will need to make a note of the number of pages in your
document. Page numbering in your exam paper is automatic, so you can go to any page to find the total number
of pages.

School administrators can follow the progress of exam requests and paper uploads via two different reports. The
‘View Printable List of Courses’ report or ‘View Summary of Exam Requests’ report on the ‘courses’ page.

The list of exam requests and uploaded files can be viewed or printed.
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