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How to Sign-in  
 
 
1. Go To 
 http://accessibility.bowvalleycollege.ca/ 
 
2. Click on the Student button to sign 

in 

 
 
 
3. Sign in using your MyBVC 

information (Your full MyBVC 
email address and password (the 
same password you use for D2L 
and myBVC email) 
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Using the Portal 
 
 
1. Once you log in, you will see your 

Accessibility home screen.  
 

The left side of the screen has your 
menu options 

 
The middle part of the screen shows 
important Accessibility messages and 
reminders 
 
The right side of the screen has helpful 
links  
 
 
 

 

 

2. To book an exam, click once on 
Testing Room on the left menu.  

 
 

 

  
 

 
3. This is the Exam Booking screen. If 

you have already booked exams, 
you’ll see the details in either the 
Pending or Approved windows 

 
To book an exam, click once on the 
blue New Booking Request button at 
the bottom of the window 
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4. To start, click once on the Course 

box and select your course. 
 
Note: If you do not see any courses in 
this list, you may need to submit your 
IAP for the semester.  
 

 

 
 
5. Once you choose your course, the 

date filters will appear. Select the 
date when you would like to search 
for openings and book your exam. 

 
Hint: If your exam is scheduled for a 
sepcific day/time– set the start/end 
filters to show the same date and the 
start time for your exam. 
 
 
Note: Accessibility Services requires at 
least 1 week notice for any exam 
bookings.  
 
 
 
 
 
 
 
 
 
 
6. Leave everything else the same and 

scroll down to the bottom of the 
window. Click once on the blue 
Check Availability button.  
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7. You’ll see a list of available bookings 
appear on the right side of the 
screen. Find the date/time for your 
exam and then click on the 
Testroom name to reserve your seat 

 
 
If you see a pink message saying “No 
open booking slots found”, please 
double check that the date you picked is 
at least ONE WEEK from the current 
date. 
 

 

8. A popup window will appear, asking 
you for more details about your 
exam. You can: 
• Choose the length of your exam 

reservation 
• Choose which accommodations 

you want to use for this exam, 
• Provide other information about 

the exam. 
   
 
When you have completed all the 
details for your exam, scroll to the 
bottom of the popup window and click 
once on the blue Submit Request button 
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9. You will be returned to the main 
Exam Booking window. You will 
now see your new Exam Request 
under the Pending Booking 
Requests on the left side of the 
screen 

 
Note: Pending exams are considered 
TENTATIVE. Your instructor must verify 
your exam details before your exam is 
booked. 
 
 
 
 
 
 

 

 
10. Your instructor will receive an email about your exam booking. They will log in, verify the details of your 

exam, and confirm the exam booking. 
11. You are now booked at the testroom. You will receive an email confirmation – including the approved 

date/time and location for your exam. 
 
Note: You are expected to write at the time your INSTRUCTOR has stated for your exam – even if this differs 
from your original request. Please check your confirmation email carefully and contact your instructor or 
LSSexams@bowvalleycollege.ca if you have any concerns. 
 

 
 

Need more assistance? 
 

Call: (403) 410-1440 
Email: LSSexams@bowvalleycollege.ca 
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