
INSTRUCTOR GUIDANCE – TEST SUBMISSIONS USING THE REGISTER BLAST 
PLATFORM   

Register Blast is the test submission platform used by Student Accessibility 
Services (SAS) to enable instructors to securely submit test materials for 
students testing at the SAS testing location. 

Following is general guidance for submitting test materials through the Register 
Blast platform.  Additional Help videos and written guidance is available in the 
Help section of the platform once signed in.

To submit testing material, instructors will access the Professor Portal of Register 
Blast at the following link: https://www.registerblast.com/sac-dss/User/LoginStep 

(Use 'sign in with school credentials') Read notes on submission carefully.

- Test must be sent 5 business days before the exam date.
- Test must be completed by the student in one day.
- Students can schedule their exams after the exam submission has

been approved by the Test Facilitator.
- All submissions for Finals must be in 5 days before Finals week

https://www.registerblast.com/sac-dss/Professor/Help%20.
https://www.registerblast.com/sac-dss/Professor/Help%20.
https://www.registerblast.com/sac-dss/User/LoginStep
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1. Clicking on the link will lead to the SUBMISSIONS page where submission
details and material can be managed.  This page will reflect all existing
submissions and data related to a test submission (submission date, materials,
attachments, and approval status).

2. To add a new submission, click the Plus (+) sign in the upper right of the
screen.  This will take you to the SUBMISSION BUILDER page where you
will build and configure the submission.  Complete the DETAILS section
and click NEXT.  Note: Allotted Minutes is the original test time for the
classroom.



3. Complete the FILE MANAGEMENT section by Dragging and Dropping or
Browsing to add pertinent test-related files to your submission.  Click NEXT
when complete.  Paper Exams will be attached here for the Testing Center
to download.

4. Complete the WHAT ELSE DO WE NEED TO KNOW FOR YOUR EXAM
section to reflect course numbers, contact information, and other data.
Click NEXT when complete.



5. Complete the Eligibility and Restrictions section to limit submission
recipients (test takers).  List the student’s Banner ID in the restriction field
to give them access to the exam.  If multiple students are taking the same
exam on the same day, list each of the Banner IDs in the restriction field.
Only ONE submission is needed when multiple test-takers are taking the
same exam on the same day. Click NEXT when complete.

6. Complete the EXAM INSTRUCTIONS section to reflect information and
exam-specific instructions for proctor.  Click SUBMIT when complete.



7. Once submitted, the request will show under the SUBMISSIONS tab as
UNAPPROVED until APPROVED or REJECTED.  If REJECTED, there will be a
note describing the reason and the request can be edited and re-
submitted.  When APPROVED, the student will be sent email notification
that they can schedule their exam.

CONTACT INFORMATION 
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Test Facilitator, 210-486-0022

Student Accessibility Services   

smeek3@alamo.edu 

Victory Center Room 122
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