University of West Florida Mathematics &
Statistics Proctor Approval Application

Instructions:

The following instructions include student and proctor processes for the utilization of the Proctor Approval Application.

Steps 2-9 are for creating a new account. This is a one-time process for those who do not have a Dynamic Forms
Account, so you will need to be sure to remember your account sign on information for future semesters.

Steps 10-13 are the Student instructions.

Steps 14-15 are the Proctor instructions. The proctor instructions are also in the email that is automatically sent to them.

Step 1

The email below will be sent to students on the class roster list.

Email subject
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Since your are enrolled in an online Math course at the University of West Florida, you are required to secure proctor
approval for the administration of your exams. You should have previously received an email communication from the
Math department with instructions for completing this form and proctoring requirements. Please refer to that email for

details and ensure you complete the proctor form by the third Friday of the semester. A link to the form is provided
below.

If you need additional assistance, please contact:

Nicole Fink, Testing Coordinator
Department of Mathematics & Statistics

Paragraphs: 5, Characters (with HTML): 961/3000 4

The student will be required to click on the form link in the email.
Step 2
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Students and Proctors without a Dynamic Forms account will need to click on the
Create a New Account option at the bottom of the page.

Step 3

Students will be sent an email to visit the link provided in the email to activate the account.
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Create a new account

Varify your email

Please visit the link provided in that email to activate your account.

MOTE: If you da not receive the activation smail in your inbox, please check your junk and/or spam folders.

Step 4

Students will be required to click the link to "Activate your account".

Activate your account - 8
notify@ngwebsolutions.com 1:55 PM (2 minutes ago) L
to me [~
Hello Katherine, Thank you for creating a Dynamic Forms account!

In order to complete your registration and activate your account, you must visit the link below:
L or Forwar
0.6 GB (3%) of 15 GB used Terms - Privacy - Program Policies Last account activity: 0 minutes ago
Manage Details

Step 5

The information below is required to create an account. When the information is complete, please
click the "Create Account" button at the bottom.
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Step 6

On the screen which appears next, please click the "Continue" button.
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Step 7

Please enter the 1) user name and 2) password associated with the account and click the "Log In"
button.
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Login
Sign in to complete the Proctor Approval Application -
UWF Math Department farm as requasted by
University of West Florida,

User Mame
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Step 8

For the initial log in to the account, you may need to answer security questions. Please answer
the security question and click the "Log In" button.
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Step 9

Please click the "Complete This Form" button.

A UNIVERSITY of
") WEST FLORIDA

# My Farms = &

Welcome to Dynamic Forms

Let's get started, Katharing,

Th Practor Approval Application - LWF Math Dapartmant form noeds to be complated,

# Complete This Form _

You can chuck back hor anytime to view your Panding J Drat Forms and review your comploted Forms History.

Thank you for using Dynamic Forms!

Step 11

Please provide the 1) first name, 2) last name, and 3) email address of the proctor. This process
will determine who the Proctor Approval Application will be routed to after the student completes
the student section.

Instructions

Please provide the Proctor's name and email address. Thank you.

Form Participants

Proctor

First Name Last Name Email

o —

Step 12



A. The student is responsible for completing all items in the Student Section. Upon completion,
please click the "Next" button.

B. On the Proctor Section page, click the "Submit" button.

C. According to the instructions provided. Please electronically sign your name.
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Step 13

After the student electronically submits the form, an email will be sent to the identified proctor to
complete their assigned portion of the form. The proctor will click the form link provided in the
email. Additional instructions are provided in the email for assistance with activating an account.
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Step 14—Proctor Instructions

Follow instructions #2-#9 above to create an account. After logging into Dynamic Forms, the proctor
will be required to complete the Proctor Section of the form and electronically sign the form
following the instructions provided. After reviewing the Student Section, please click “Next” on the
bottom of page 1. This will take you to the Proctor Section for completion. After completion of the
Proctor section, please electronically sign the document following the instructions provided.



Proctor Section: This section is to be completed by the proctor or testing
center director.

Please provide the proctor or testing center Director's information.

Proctor Name: —
Proctor Title: )
Organization:
Address: —
Phone Number: ;| (——
Proctor Emall Address: —
Email address where exam should be sent. T 1

Please check YES or NO for the following statements.

Icertify that:
1. I will uphold the UWF Academic Code of Canduct Standard (found on UWF website) which includes any and all forms of cheating, falsaly impersonating

st to gain assessing exam aids bythe i . giving or receiving assi any kind during the exam,
and/or attempting to leave the exam area with questions or answers.

By document, | heroby certify P i correctto the best of my knowledge.
2.1 have reliable scanner acoess that will allow me to scan and email legible PDF files to mathproctoring @uwf.edu.

3. 1 am able to return the exam the same day by close of business.

4.1am available to proctor exams for at loast 2.5 hours between 12:00-7:00 p.m. (Central Time).

5. The information | have pravided is correct o the best of my knawledge.

—

Student Signature Date:
Proctor Signature [Eloctronic Signature Pondng

-

Step 15

The Mathematics & Statistics department will receive an email notification of the forms submission. If the proctor is not approved the
form will be rejected and you will receive an notification by email.
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