
STEP 1 

Fullerton College DSS Testing Center 
How to Submit Quiz/Exam Information 

Visit the Instructor Portal: dssclockwork.fullcoll.edu/custom/misc/home.aspx   
*Please note that students need to request an instructor letter prior to booking a 

testing appointment online. 
 

 
Click on “Instructor Portal”. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

https://dssclockwork.fullcoll.edu/custom/misc/home.aspx


STEP 2 
 

 

 
Login using your MyGateway username and password. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 3 
 

On this screen you will see a listing of your current courses. Confirm the semester you would 
like to view, then click “Tests and Exams”. 

 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 

 
 
 



STEP 4 
 
 

 
Click on “Confirm/Edit” on the test listing that you would like to provide the test information 

for. 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 



STEP 5 
 

Confirm the test start and end time in the designated boxes. This should reflect the amount of 
time that you are giving all students to take the test. Click “Next” to proceed. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



STEP 6 
 
 

 
All students that have scheduled a testing appointment for the course will be listed here. You 
will be given the opportunity to choose an option under “Acknowledge receipt”. Please select 

an option for each student listed. Click “Next” to continue.  
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



STEP 7 
 

 

 
On this screen, please provide the following information such as type of test proctoring, test 

delivery, testing materials required, additional notes for the test proctor and test return delivery. 
 

 
 
 

 



 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



STEP 8 
 

 
Confirm the details that you have entered. If uploading a copy of the test, you may do so on this 

screen in the designated field. Please note that this page will only allow one digital file to be 
uploaded. If you have multiple files/documents to provide, you may place all the 

files/documents in a zip folder and upload the zipped folder. 
 

If not able to upload a full copy of the quiz/exam here, you may still submit part of the 
quiz/exam and click on 'Submit changes'. Next, click on 'Back to test listing' and then click on 

'Review file' for the test listing and from there you will be able to add an additional file. 
 

 



 
 

 
 
 

*Please note that any changes/modifications to testing material 
provided through ClockWork, notify the DSS Testing Center as soon 
as possible to ensure that we have the most up to date test material for 

your student/s * 
 

Any questions, please contact the DSS Testing Center at (714) 992-7127 or at 
dsstestingcenter@fullcoll.edu 
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