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The Benefits of this System 

• Allows professors to submit exam information directly to the Testing Center.

• Students can register online and make an appointment to take the exam

• Professors can be notified when the student has completed the exam

When submitting exams to the Testing Center, you will need to know each student’s CWID #. If you have 

your Canvas course open, you will see a link on the side menu that says “People”. Click on that to see a list of 

students enrolled in the course. 

The students’ CWID #’s can be found in this column. 

(9-digit unique ID number) 



 

  

In your Cougarweb account (Canvas portal), once you have your RegisterBlast campus listed, click the plus 

sign “+” to start the test submission process. 

 

If you do not see a RegisterBlast link with your home campus listed in the left-hand menu, go to 

the bottom and click on “Settings”. Then click the “Navigation” tab, scroll down and find the 

campus you would like to add. Click the three dots, choose “Enable”, and then “Save”. 

 



 

SUBMISSION BUILDER 

You will now be in the test submission menu. Examples for each of these fields are shown in red text: 

 

 

 

 

 

 

 

 

 

 

MATH 0405-CL1, Exam 3 

Classroom Test 

05/09/2022 05/11/2022 

120 

Time restriction is different than 

allotted minutes. An example of 

using it: suppose that you want the 

student to complete the test before 

class meets on Friday at noon. You 

could put 8:00 AM as the start time 

and 11:00 AM as the end time, 

ensuring that you could pick it up 

before class begins. 

8:00 AM 11:00 AM 

The caveat to using the time restriction feature is that it applies to EVERY DAY 

that the test is open. So, in the above example, on May 9th, 10th, and 11th the test 

would be open from 8AM-11AM ONLY. The Time Restriction dropdown menu is 

not mandatory, so to avoid limiting the student’s ability to register, it might be 

more useful to leave it blank. 



 

 

 

 

Choose the campus where you 

are making the test available. 

Select the test document and drag-and-drop 

(if it is a paper test), or include test 

instructions such as password if it is 

computer-based.  

Reminder: The testing centers can print out 

copies for students, however, we DO NOT 

scan them back. Professors will need to 

retrieve them when the test is complete. 



 

Examples for each of these fields are shown in red text: 

 

 

Choose PT or FT 

X9999 

214-555-1212 

Your_Name / “Self” / Fellow professor 

Canvas, Aleks, ATI, etc. 

Either “No Materials” 

 

-or- 

 

Select from list 

All items in this box 

must be selected 

Drop-down menu: 



 

 

 

 

This is where you will input the student(s) Campus 

Wide ID # for the exam. You may add up to 5 students 

per exam. 

If you have any additional instructions for your 

students or for Testing Center staff, please 

enter them here. 

When the form is complete, 

either “submit” -or- “submit 

and print”. 

IMPORTANT! 

Only enter Student ID Numbers (i.e. 100999999), 

NEVER the Student’s Name. The system only 

allows for the CWID to be entered. 



 

 

 

 

If any of the above instructions are not clear, you still have the option of filling in an Admin Form (below), but be 

sure and include your instructor CWID as well as each student who is taking the exam.  

Instructor CWID 

Student CWID’s 


