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 Memorandum 

 

Testing Services 
Academic Hall, Room 347 

Phone:  651-2836 
Fax: 986-6032 

MS-3970 
Email:  testingservices@semo.edu 

 

Instructions for using the Special Testing Accommodations Request PDF Form: 

Download the Special Testing Accommodations Form from the Testing Services webpage at:  
http://www.semo.edu/testing/accommodations.htm and save to your computer. 

Type in the information for the student to receive accommodations (you can check the “Highlight Fields” box at 
the top of the form to see which fields you can fill in on the computer).     

You can choose to send the information via your desktop mail application such as Microsoft Outlook, an 
Internet mail account, or another type of desktop email client.   

Please note that you will not be sending the entire form by email.   
You will only be sending an XML data file. 

Submitting the information via Microsoft Outlook: 

Click on the “Submit by Email” button on the form, select “Desktop Email Application” and click on the “OK” 
button.  
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To print the form, click on the “Print Form” button (you will have another chance to print the form later), or click 
on the “Send Data File” button to send the data file.   

 

An email will automatically be generated with the data file attached and Testing Services’ email address in the 
“To” field.  Attach the electronic version of your test to the email as well and then click on the Send button to 
email the test and data file to Testing Services. 
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You will then be given a confirmation message that your message has been sent.  You can choose to print the 
form or close it.  If you would like to save the information to your computer, make sure you save the XML data 
file that was attached to your email message to your computer’s hard drive.   

 

 

Please see the next page to see how to send the form via an Internet mail client. 

How to open a data file that has been saved to your computer: 

Open up a blank Special Testing Accommodations Interactive Form and click on “Advanced” on the Adobe 
Acrobat top menu.  Then click on “Forms” and “Import Data to Form.”    

 

Browse your computer’s hard drive and select the data file that you previously saved.  Your data will then be 
imported into the form and you can edit or print the form. 
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Submitting the information via Internet Email: 

Click on the “Submit by Email” button on the form, select “Internet Email,” and click on the “OK” button.  

 

To send through an Internet email client, you must first save the XML data file to your computer.  Once it’s 
saved, then log in to your email client, create a new mail message and upload the data file as an attachment.  
Upload the electronic version of your test as an attachment and then send the email to 
testingservices@semo.edu.   

 


